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	A1
	Acquisition Plan (FAR 7.1) (DFARS 207.1) (AFARS 5107.1) & Milestones
	
	
	
	

	A2
	SOW/PWS/SPECIFICATIONS/SALIENT CHARACTERISTICS
	
	
	
	

	A3
	PR/MIPR/Supporting Documents/Proof of Funding/IGCE
	
	
	
	

	A4
	Small Business Coordination Record (DD Form 2579)

(DFARS 219.5) (AFARS 5119)
	
	
	
	

	A5
	Source List/Solicitation Mailing List
	
	
	
	

	A6
	Market Research (FAR 10)
	
	
	
	

	A7
	Government-Furnished Property List (FAR 45)
	
	
	
	

	A8
	Determination & Findings
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	Equipment Lease vs. Purchase (FAR 7.4; if >$1M, see Policy Alert 07-04)) 
	
	
	
	

	
	Commerciality Determination (FAR 12)
	
	
	
	

	
	Personal/Professional Services (DFARS 237.104)
	
	
	
	

	
	Undefinitized Contract Action-Certification of Urgency (DFARS 217.74)
	
	
	
	

	
	Warranties (FAR 46.7)
	
	
	
	

	
	Liquidated Damages (FAR 36.206)
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	Presolicitation Notice/Responses (FAR 15.202) (FAR 5.204)
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	Security Requirements (DD 254) (FAR 4.403) (AFARS 5104.403)
	
	
	
	

	A14
	Determination of Contractor Responsibility/Non-Responsibility ( FAR
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	Contracting Officer Representative (COR) Nomination Letter(s) & COR 

Training Certificate(s)
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	Legal Review (and additional reviews = i.e. Policy)
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	Wage Rate Determination SF-98/98A (DFARS 222.1008)
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(AFARS 5137.590)
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	Abstract of Bids or Summary of Proposals (FAR 14.4/15.4)
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	No Proposal Correspondence/Record of Late Bids/Proposals
	
	
	
	

	B3
	Prenegotiation Conference/Briefing Minutes
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	Verification of Bids/Proposals—Disposition of Mistakes in Bids/
Proposals
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Proposals
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	Cost/Pricing/Audit Reports
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	Source Selection Documentation (FAR 15.3)
Source Selection Plan (see Army Source Selection Manual)

Source Selection Appointment Letters (SSAC/SSEB)

Nondisclosure Statements
Competitive Range Determination [FAR 15.306(c)]
Evaluation notes [FAR 15.305(a)(3)]
Discussion questions and contractor responses [FAR 15.306(d)(3)]
SSA Decision (FAR 15.308)
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	Record of Negotiations (PNM/Narrative of Contracting Action)
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	EEO Compliance Request & Approval (over $10M) (FAR 22.805)
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	Correspondence Relating to EEO
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	Request/Results of Preaward Survey
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	SBA Certificate or Denial of Certificate of Competency (FAR 19.602)
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	Determination of Contractor Responsibility/Non-Responsibility
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	C1
	Contract Action Report (CAR)/Synopsis of Award/Notice of Award 
(FAR 4.602)/(FAR 5.3) (DFARS 205.3)
	
	
	
	

	C2
	Post-Award Conference Minutes (FAR 42.503-3)
	
	
	
	

	C3
	Post-Award Contractor Debriefing Documentation (FAR 15.506)
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	Legal Review
	
	
	
	

	C5
	Contract Review Committee(s)
	
	
	
	

	C6
	Contract Distribution List/Transmittal Notice 
	
	
	
	

	C7
	Notice to Proceed (and Receipt)
	
	
	
	

	C8
	Make or Buy Program (program and evaluation) (FAR 15.407-2)


	
	
	
	

	C9
	Subcontracting Plan and Review (FAR 19.702)

( Plan not required pursuant to _____________________________

( Plan goals less than required by regulation

( Plan reviewed and approved
	
	
	
	

	C10
	Contract (see Section D)
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	Congressional Notification  [FAR 5.303 & DFARS 205.303(a)]
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	COR Appointment Letter(s) [DFARS 201.602-2(5)]
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	Updated Contract
( Official File Copy

( Filed separately under ___________________________________
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	Modifications – including ACO mods & Back-up Documentation
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	Modification Log
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	E1
	Protest after Award  (FAR 33.101)
	
	
	
	

	E2
	Mistakes Disclosed After Award
	
	
	
	

	E3
	Miscellaneous Post-Award Correspondence
	
	
	
	

	E4
	CICA Override Documentation/Approval to Award a Contract

Notwithstanding a Protest [AFARS 5133.104(b)}
	
	
	
	

	E5
	Notification to DPAPSS of Protest >$1B for Services or Major Defense

Acquisition Programs (Policy Alert 08-09)
	
	
	
	

	
	
	
	
	
	

	E7
	Modifications & Supporting Documentation
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	INCL
	N/A
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	F1
	Contract Administrator’s Review Documentation
	
	
	
	

	F2
	Quality Assurance Surveillance Plan (FAR 46.103) (AFARS 5137.590)
	
	
	
	

	F3
	COR Reports/Schedules/Checklists & Contractor Discrepancy Reports
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	   SECTION FF—CONSTRUCTION CONTRACT ADMINISTRATION
	
	
	
	

	FF1
	Notice to Proceed/Contract Receipt (FAR 36.5)
	
	
	
	

	FF2
	Payment & Performance Bonds/Checklist & Insurance Certification

(FAR 28)
	
	
	
	

	FF3
	Contractor’s Safety Program/Minutes of Preconstruction Safety 
Conference (FAR 36.3)
	
	
	
	

	FF4
	Contractor Progress Reports
	
	
	
	

	FF5
	Government Progress Reports
	
	
	
	

	FF6
	Completed/Superseded Progress Schedule(s)
	
	
	
	

	FF7
	Inspector Historical Log
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	Evaluation of Construction Contracts SF 1420 & Release of Claims
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	G1
	Preperformance Conference & Prefinal Payment Checklist
	
	
	
	

	G2
	Delivery/Task Orders
	
	
	
	

	G3
	Persons Authorized to Place Calls (FAR 16.7)
	
	
	
	

	G4
	Contract Progress Meetings
	
	
	
	

	G5
	Delinquency Documents/Actions/Responses (Cure/Show Cause 
Notices/Liquidated Damages Data)

	
	
	
	

	G6
	Site Visit Documentation
	
	
	
	

	G7
	Vehicle Passes/Insurance Documents

	
	
	
	

	G8
	Personnel Passes/Access Lists/Violations
	
	
	
	

	G9
	Recurring Reports (DD 250) Invoices/Payment Vouchers/

Expenditure Logs
	
	
	
	

	G10
	Miscellaneous Correspondence/Memoranda

	
	
	
	

	G11
	Contract Administration Summary Sheet
	
	
	
	

	G12
	Prefinal Payment/Final Acceptance
	
	
	
	

	G13
	Contract Closeout Documentation (FAR 4.804) (DFARS 204.804)
( Final Material & Inspection Reports (DD 250)
( Classified Material Disposition
( Contract Completion Statement (DD 1594)

( Final Performance Assessment Report
( Final Patent/Royalty Reports Cleared
( Contract Closeout Checklist (DD 1597)

( Other Closeout Documents: ______________________________

______________________________________________________
	
	
	
	

	G14
	Delegation of Contract Administration to DCMA (FAR 42.320)
	
	
	
	

	G15
	
	
	
	
	

	G16
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	Specifications
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