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ATTENTION OF:

SFCA-NR-CDCC  







5 April 2004

MEMORANDUM FOR All Acquisition Personnel Assigned to the Capital District Contracting

Center (CDCC)

SUBJECT:  Policy/Compliance Branch Standard Operating Procedure (SOP) Number 25 Review Checklist

1.  PURPOSE:   The purpose of this SOP is to provide policies and procedures for conducting contract file reviews prior to submittal to policy and legal for review.  These checklist will assist you in ensuring the mission is met and all requirements are awarded in accordance with regulations.

2.  REFERENCE:  Army Contracting Agency Review Checklist.
3.  APPLICABILITY:  This SOP applies to all personnel within CDCC responsible for preparing contractual documents.  Use of this checklist is mandatory.  If not located in front of all contract files submitted for review, the file will be returned to the division chief and the Director will be notified.
4.  PROCEDURES: 

All procurements exceeding $250,000 will be reviewed by Policy and Legal prior to issuance. 

Enclosure one (1) Army Contracting Agency Review Checklist located at: Review Checklists shall be used by the contract specialist and contracting officer to review all contract files prior to providing them to policy and legal.
5.  EFFECTIVE DATE:  This policy is effective 5 April 2004 and shall remain effective until rescinded by the Director.  
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BRENDA JACKSON-SEWELL







Deputy Director, Chief of Policy

Approved by: [image: image3.png]/Llfmw('ﬂmk-ﬁms



                                               

                        LENORA CLARK-EVANS

                        Director
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