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 REPLY TO

ATTENTION OF:
SFCA-NR-CDCC







            11 June 2003

MEMORANDUM FOR All Acquisition Personnel Assigned to the Capital District Contracting

Center (CDCC)

SUBJECT:  Policy/Compliance Branch Standard Operating Procedure (SOP) Number Seventeen

– Self Assessment Reviews
1.  PURPOSE:   The purpose of this SOP is to establish guidelines and procedures for conducting in-house self assessment reviews to ensure the mission is met while adhering to all applicable regulations and directives.
2.  REFERENCE:  AFARS 5101.690-1, AFARS Appendix BB – Management Controls
3.  APPLICABILITY:  This SOP applies to all personnel within CDCC.
4.  PROCEDURES:  

a.  Beginning in FY 04, Policy/Compliance will on a semi-annual basis conduct a self-assessment inspection in the months of October and March on randomly selected contracts for construction and services.  Inspections will be conducted on acquisitions above and below the simplified acquisition threshold.
b.  The checklist found in enclosure one shall be used to conduct reviews.
c.  Results shall be compiled and documented in a report of findings and recommendations memorandum to the Director.
d.  A training session shall be provided to all personnel regarding deficiencies found and recommended solutions to redress them.
e.  The checklists, memorandum to the Director and documenttion supporting the training session shall be maintained in a log labeled Self Inspection Log covering the most recent three fiscal years.
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5.  EFFECTIVE DATE:  This policy is effective 11 June 03 and shall remain effective until rescinded by the Director.  







//Signed//
Encl






DEBORAH L. BUTERBAUGH

Procurement Analyst
Approved by: _//Signed//______________
                      LENORA CLARK-EVANS

                      Director
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