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7 March 2003

MEMORANDUM FOR All Acquisition Personnel Assigned to the Capital District Contracting

Center (CDCC) and Subordinate Directorates of Contracting (DOC)

SUBJECT:  Policy/Compliance Branch Standard Operating Procedure (SOP) Number (5) - 

Review of Contract Files and Contract Management

1. PURPOSE:   This SOP provides general procedures and guidance on the responsibilities of 
CDCC Contracting personnel in relative to contract review, postaward planning and contract management.

a. The effective performance of reviewing contract files is essential for contract administration, contract management and contract closeout. Complete review and postaward planning defines a clear understanding of the customers needs and contract requirements. The level at which tasks are performed by the contracting team is based on an assessment of risk, resources, and the customer’s needs.

b.  The top level metric for the CDCC is the RIGHT EFFICIENCY. Accurate and timely reviews of the contract file on an ongoing basis for administration and postaward performance ensures early identification and correction of contractual issues. The feeder metric for this process is the ability to effectively closeout the contract upon completion of the requirement. Accurate and complete contract files ensure that the Contract Specialist and/or Contracting Officer can closeout the contract on time.

2.   REFERENCE:  FAR 4.802, DFARS 204.802, and ACA AI – Contract Files

3.   APPLICABILITY:  This SOP applies to all personnel responsible for contract award, contract administration and contract management. Including delivery orders and purchase orders.

4.   PROCEDURES:  In a teaming environment, contract files shall be located with the operations team in an area designated by the Division Chief. Teams shall establish contract files, regardless of contract type, in a manner which provides documentation (manual or electronic) in the files sufficient to constitute a complete history of transacations for the purpose of providing a complete background as a basis for informed decisions at each step in the contract administration and contract management process; support actions taken; provide information for reviews and investigations; and furnish essential facts in the event of litigation or congressional inquiries.
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The contract file shall contain documentation verifying that Contracting Officers distributed copies of contracts and modifications within 10 days after execution by all parties. Refer to FAR 4.201.

a.  The official contract file shall consist of  only the original, authenticated or conformed copies of contractual instruments. Documentation in the contract file shall be signed or official record copies of correspondence, memoranda, and other documents. Refer to DFAR 204.802 (1) (2).

b.  The CDCC checklist for contract files shall be referred to and used as a tool to verify that the contract file contains the required documentation and items for pre-award and post-award actions. Refer to FAR 4.803.

c.  The CDCC Contract File Index shall be maintained in the front of the contract file. Applicable tabs used in the contract shall be noted with a check mark and tabs not used shall be removed from the contract file. The Contract File Index Supplement D10 shall be placed in section D10 if applicable and updated with delivery orders as issued.

d.  As a form of risk management, the following actions shall be conducted and documentated in the contract file:

                (1)  Review file for status of any delivery orders or work not completed.

                (2)  Verify that all bonds and insurance are current and are filed under the correct tabs.

                (3)  Review all inspection report to ascertain if any letters are required to inform the contractor of problems.

               (4)  Ensure all option letters have been issued within the sixty days that’s required by the contract

               (5)  Check the performance period to verify that the contractor is on schedule and if not, get with inspector to find if there are any delays.

               (6)  Prepare letters of notification to the contractor informing them that the project has been assigned to you, the contract specialist and provide them with your phone number.  The contract specialist can sign these letters, however, a copy must be placed in the read file.  
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Nothing leaves the Center without a read file copy.  Any letters that directs the contractor to do anything must be signed by a contracting officer.  The Specialist is not authorized to direct the contractor to perform any aspect of the contract.

               (7)  Are the contract files organized?  If not, prepare a statement on the condition of the file.

               (8)  Does the file reflect that progress payments are being tracked?

                     (9)  Did the administrator perform labor compliance checks at any time during the performance of the contract?

                    (10)  If the contract deliverable has been met, was a final inspection and acceptance check made by the Contracting Officer?

                    (11)  If work is completed, was release of claims obtained from the contractor as required by the payment clause?  (FAR 52.232.5(h)(3)).

                    (12)  Prepare DD Form 1594, Contract Completion Statement or locally approved form.

                    (13)  Check the file for final invoice from DFAS.

               f.  Prepare a complete file status on all files transferred from CDCC to DOCs for administration. Upon receipt, contracting personnel in the DOCs shall perform contract receipt and review on the contracts for data integrity. If discrepancies are found, the DOCs shall contact the CDCC and request resolution prior to official acceptance of the contract file and notify the Division Chief.

              g.  Upon review of a contract file, a tracker shall be prepared. The tracker shall list the award date, the number of option periods, the date the 60 day notification is required, and the date the contractor’s insurance expires.

               h. The Contracting Officer shall document the contract file whenever NONSTANDARD CLAUSES are used. Refer to ACA AI 1.3
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5.  EFFECTIVE DATE:  This policy is effective 7 March 2003 and remains effective until rescinded by the Director.  The above stated criteria shall be followed when completing contract reviews and applies to the CDCC as well as all DOCs.

TONI PASTER-DUPREE

PROCUREMENT ANALYST
APPROVED BY: ________//signed//_______ 

                      LENORA CLARK-EVANS

                      DIRECTOR
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