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 REPLY TO

ATTENTION OF:
SFCA-NR-CDCC







            13 June 2003

MEMORANDUM FOR All Acquisition Personnel Assigned to the Capital District Contracting

Center (CDCC)

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

– Review of Solicitations and Awards by Policy/Compliance
1.  PURPOSE:   The purpose of this SOP is to establish guidelines and procedures for conducting in-house reviews of solicitations and awards 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.  All procurements that are $250,000 or greater will be reviewed by Policy/Compliance.
b.  The review process for all procurements defined in paragraph a. above shall occur in the following order:  specialist, contracting officer, division chief, engineer (for construction only), procurement analyst, and legal.  In no event, shall the order of this review be changed without the explicit approval of the Director.
c.  The review process shall be conducted twice, first prior to solicitation release and again prior to award.

d.  Enclosure one, routing slip, shall be used by the specialist to submit solicitations and awards for review.  All those conducting reviews shall be responsible for completing their portion of the routing slip before returning the procurement to the specialist for correction.  
e.  Policy/Compliance shall make every attempt to complete their review within three business days.
f.  Responses to KO, division chief, engineer, procurement analyst and legal review must address each point the reviewer has made.  All responses shall be documented in the file.  
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Additionally, an electronic copy of the responses to the analyst review comments shall be sent to them electronically no later than three business days after the specialist has received the comments. 
g.  The procurement analyst shall email a copy of their reviews comments to the Director.  The review/email shall identify the contracting officer and the specialist.
h.  Adherence to this SOP shall be tracked and monitored by the Director through the Division Chiefs and compliance/noncompliance shall be reflected in employee evaluations.
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5.  EFFECTIVE DATE:  This policy is effective 13 June 03 and shall remain effective until rescinded by the Director.  
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DEBORAH L. BUTERBAUGH

Procurement Analyst
Approved by: _______________________
                      LENORA CLARK-EVANS

                      Director
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