REVIEW CHECKLIST


MAY 2004

MODIFICATION EXERCISING OPTION

	TAB ITEM/QUESTION
	REFERENCE
	YES
	NO
	N/A

	CONTRACT FILE CONTENT

Is the AF Form 3019 properly prepared, signed by the contracting officer and dated?
	Good Business Practice
	
	
	

	Is the file properly tabbed, fastened and consistent 

with the AF Form 3019?
	Good Business Practice
	
	
	

	Are the originals or authenticated memoranda in the file, arranged chronologically, with most recent on top?
	DFARS 204.802
	
	
	

	CONFORMED WORKING COPY

Is a conformed working copy of the contract, incorporating ALL changes through the most recent modification, submitted along with the request for review/contract clearance?
	   SMC Contracting Directive 4.8.1

SMC/PK Info Letter, 7 March 2003, Procedural Guidance for Conforming Contracts
	
	
	

	 1
PURCHASE REQUEST OR PROCUREMENT DIRECTIVE

Has a PR or other evidence of fund availability (including award fee commitment) been prepared?


	FAR 4.803(a)(1)

FAR 4.803(a)(3)

   FAR 32.702

AFI 65-601, Vol 1, Chapter 3
	
	
	

	Was “New Start” Certification properly prepared and signed by the SPO Director and Program Control Chief and inserted into the contract file?
	AFFARS 5332.702-90

SMC/PK & FM Policy Letter, dated 02 Jul 2003
	
	
	

	 5
SYNOPSIS RECORD

Has a synopsis of the option (if not previously synopsized) been prepared?
	FAR 5.201 

FAR 17.207(c)(4)

AFFARS 5317.207
	
	
	


	TAB ITEM/QUESTION
	REFERENCE
	YES
	NO
	N/A

	 8
OTHER DETERMINATIONS/APPROVALS

Has the PCO's determination to exercise the option considered all applicable factors?
	FAR 17.207(b), (c), (d), (e) & (f)


	
	
	

	17 CORRESPONDENCE

Has written notice to the contractor within the time specified in the contract been prepared?
	FAR 17.207(a)
	
	
	

	50
NARRATION OF ACQUISITION

Has a Narration of Acquisition memo--clearly explaining the action--been prepared and signed?
	FAR 4.801(b)

DFARS 204.802

Buyers Handbook 50(a)
	
	
	

	55
REQUEST FOR WRITING OF CONTRACTUAL DOCUMENT

Does the file contain a current Buy Plan Journal?
	SMC CD 4.2 and 4.6.3
	
	
	

	56
STAFF JUDGE ADVOCATE COORDINATION SHEET

Has the AF Form 3059 been signed by the PCO/Branch Chief and the buyer?
	SMC CD 1.6.6

 
	
	
	

	Has evidence of legal review (AF Form 3059) been included in the file?
	FAR 4.803(a)(24)

AFFARS 5301.602-2

SMC/JA letter, 7 Mar 2003
SMC CD 1.6.6
	
	
	

	If legal review was performed, does the file reflect compliance or resolution of comments/conditions?
	SMC CD 1.6.6


	
	
	

	If changes other than administrative were made subsequent to legal review (except incorporation of previous legal comments), has file been resubmitted for legal review?
	SMC CD 1.6.6


	
	
	


	TAB ITEM/QUESTION
	REFERENCE
	YES
	NO
	N/A

	57
INDIVIDUAL PROCUREMENT ACTION REPORT

Has a DD 350 been prepared and signed by PCO or buyer (if funding is added)?
	DFARS 204.670-2

DFARS 253.204-70

AFSPCFARS 5353.204-70
	
	
	

	62
CONTRACTUAL DOCUMENT

Does the Modification cite the appropriate option provision as authority and, when appropriate, a funding statement (i.e., if subject to LOGO, LOF or Availability of Funds clause)?
	FAR 17.207(g)


	
	
	

	Is a copy of the contractual document in file?
	FAR 4.803(a)(26)

DFARS 204.802
	
	
	

	If modification obligates/deobligates funds, does SECTION G identify, under the heading “Summary for the Payment Office,” the required information?
	DFARS 243.171
	
	
	

	64
LOCAL REVIEW COMMITTEE SHEET

Does file contain a completed PKC checklist, signed by buyer and PCO, evidencing internal review?  NOTE: If an item is checked “Yes” in anticipation of it being added to the file in the future, a brief explanation should be inserted on the checklist item.
	Buyers Handbook, Tab 64


	
	
	

	66
COPY OF REPORT OF CONTRACT AWARD


Has the RCS DD-LA-(AR) 1279 Report been properly completed (including funding information) for awards or modifications of $5 million or more?


	FAR 5.303;

DFARS 205.303;

AFFARS 5305.303(a)

SMC CD 5.2.7 

   MP 5305.303 Announcement of Contract Awards
SMC/PK letter, Procedures for Congressional Notification 19 Dec 02
	
	
	


	OTHER UNASSIGNED TABS/ADDITIONAL CONSIDERATIONS
	REFERENCE

	YES
	NO
	N/A

	OZONE DEPLETING SUBSTANCES (ODSs)

Does the file include the program office certification that there are no Class I ODS requirements or a copy of the Senior Acquisition Official approval for each Class I ODS requirement?


	AFFARS 5323.804


	
	
	


____________________
_________

_______________

Contract Negotiator     



Date

____________________
_________ 

_______________

Contracting Officer          

 
Date                                                   
1

