
	USDA-DA-OCP-POD
CONTRACT FILE INDEX
Acquisitions (except Construction and A&E) over the Simplified Acquisition Threshold

	Requisition No.
	Click to enter text.
	Description of Requirement
	Click to enter text.


	Check as Applicable
	SECTION

	TAB
	
	PRE-SOLICITATION

	A01
	☐	Requirements package documents including IAS Requisition or Certification of Funds Availability (see Federal Acquisition Regulation (FAR) 32.7, Acquisition Operating Procedure (AOP)#19 and AOP#20) and Independent Government Cost Estimate (see FAR 4.803 and AOP #19)

	A02
	☐	Acquisition Approval Review (AAR) Required for all IT/Telecommunication > $25K (see Contracting Desk Book (Desk Book) 407.104)

	A03
	☐	Market Research Documentation /Commercial Item Determination (see FAR 7.102, 10.001, 10.002, 12.202, Desk Book 410 and AOP #3)

	A04
	☐	Request for Information (RFI) or Draft Request for Quote, including comments & disposition If used (see FAR 10.002(b)(2))

	A05
	☐	Procurement Approach Required if total award value > $5M (see AOP #24)

	A06
	☐	Justification for Other Than Full and Open Competition (see AOP#5 for Procedures and Forms in addition to below)
☐ Sole Source/Brand Name using open market (non-GSA/GWAC) procedures (see FAR 6.302 or FAR 6.302-5(b)(4) for 8(a) > $22M; AGAR 406.3 and Desk Book 406.3)
☐ Limited Sources Justification using GSA (see FAR 8.405-6 and Desk Book 408.4) 
☐ Sole Source or Brand Name using SAP procedures (>SAT to $7M) (see FAR 13.501 and Desk Book 413.501)
☐ Justification for Exception to Fair Opportunity or Brand Name using Government-Wide Acquisition Contracts (GWACS) (see FAR 16.505(a)(4)) - Brand Name or FAR 16.505(b)(2) – Exception to Fair Opportunity)


	A07
	☐	Acquisition Plan (see FAR 7.102 and Desk Book 407)

	A08
	☐	Determination & Findings: 
☐ Single/Multiple Award IDIQ (see FAR 16.504(c))
☐ Time & Material/Labor Hour (see FAR 8.404(h), 12.207(b),16.601(d); Desk Book 412.2 and 416.1)
☐ Economic Price Adjustment (see FAR 16.203-3 and AGAR 416.2)
☐ Options (see FAR 17.205 and Desk Book 417.2)
☐ Interagency Acquisitions/Economy Act (see FAR 17.502-2 and Desk Book 417.5
☐ Buy American Non-Availability (see FAR 25.103(b), Agriculture Acquisition Regulation (AGAR) 425.1 and Desk Book 425.104
☐ Availability of Personnel for Evaluation of Proposals (see FAR 37.204 and Desk Book 437.204))

	A09
	☐	Personal/Non-Personal Service Documentation (see FAR 37.103 and 37.104)

	A10
	☐	USDA Small Business Program Review Form AD-1205 Required when: not set-aside > SAT or when Bundled >$2M (see FAR 19.501, 19.502-2, and 19.504; AGAR 419.201; Desk Book 419.4; and Department Regulation (DR)  5090-001)

	A11
	☐	SBA 8(a) Offering Letter and SBA Approval Eligibility e-mail, offer letter/acceptance, etc. (see FAR 19.804-2 and Desk Book 419.4)

	A12
	☐	Wage Determination (see FAR 22.1007) or Exemption memo (see FAR 22.1003-1 and definition of Service Employee 22.001 for exemption as well as 22.1003-3 and 22.1003-4 for other exemptions)

	A13
	☐	SSA Appointment if other than CO (see AGAR 415.303) and/or
Evaluation Team Conflict of Interest/Confidentiality Certifications when evaluation team is formed to evaluate quotes/proposals (see FAR 3.104, 15.303, AGAR 415.207, and Desk Book 415.207) 

	A14
	☐	Source Selection/Evaluation Plan Recommended when award will be based on price and non-price factors and team is formed to evaluate quotes (see FAR8.405-1(f), or 8.405-2(c), or 8.405-3, or 12.602, or FAR 15.304, or 16.505(b)(1)(v) and Desk Book 415.3))

	A15
	☐	Ratification: Unauthorized Commitment Approval (see FAR 1.602-3, Desk Book 401.602-3 and AOP #4)

	A16
	☐	Pre-Solicitation Review (see Desk Book 401.602-2, AOP #8 and AOP #25)

	A17
	☐	Deviations (see FAR 1.403 and AGAR 401.4)

	A18
	☐	Other: Click to enter text.






	
	SOLICITATION & EVALUATION

	B01
	☐	☐ GPE Synopsis Required for FAR Part 12/13 Acquisitions > $25,000 and Part 15 Acquisitions, even if limited source/brand name (see FAR 5.101) and Solicitation Posting (see FAR 5.102); or 
☐ List of FSS Contractors Surveyed or eBuy Posting (see FAR 8.405-1(c) though (e), or FAR 8.405-2(c), or FAR8.405-3(b)); or 
☐ Fair Opportunity Notice (see FAR 8.405-3(c)(2)(ii) or FAR 16.505(b)(1))

	B02
	☐	Complete solicitation package (RFQ/RFP) Including any clauses and provisions and solicitation attachments such as the PWS/SOO/SOW or specification, QASP, etc. (see FAR 14.2, or FAR 15.205 and FAR 15.206)

	B03
	☐	Solicitation Amendments and Correspondence

	B04
	☐	Pre-Proposal Conference and Minutes if held (see FAR 15.201)

	B05
	☐	Late Proposals, Mistakes and Disposition for RFPs using FAR 15 (see FAR 14.407, 15.208; and AGAR 414.4)

	B06
	☐	Modification/ Withdrawal of Proposals for RFPs using FAR 15 (see FAR 15.208(e))

	B07
	☐	Unsuccessful Quotes / Proposals (Including any Technical, Past Performance, Price Proposals and any Proposal Revisions)

	B08
	☐	Successful Quote / Proposal (Including any Technical, Past Performance, Price Proposal and any Proposal Revision)

	B09
	☐	Simplified Acquisition Summary Worksheet Recommended for Commercial items awarded under Simplified Acquisition Procedures of FAR 13.5 (e.g. > SAT and up to $7M) Skip Tabs B10 through B20 if used

	B10
	☐	Evaluation Documentation including Price Analysis and Fair & Reasonable Determination Recommended when Team is formed to evaluate quotes, and when the Simplified Acquisition Summary Worksheet or FAR Part 14/15 Procedures are not used (see FAR 8.405-1(g),or  8.405-2(d) and (f), or 8.405-3(a)(7), or 8.405-3(c)(2)(iii)(B), or FAR 12.209 and 12.602, or FAR 13.106-3(b)(3)(ii), or FAR 13.501(b), or FAR 16.505(b)(7))) Skip Tabs B11 through B20 if used

	B11
	☐	Technical and Past Performance Evaluation and Worksheets FAR 15 procedures (see FAR 15.305)

	B12
	☐	Clarifications and/or Communication with Offerors before establishment of Competitive Range FAR 15 procedures (see FAR 15.306(a) and (b))

	B13
	☐	Competitive Range Determination if discussions are required in FAR 15 procedures (see FAR 15.306(c); DR 5000-4)) and Notice to Firms not in Competitive Range (see FAR 15.503(a)(1)) 

	B14
	☐	Pre/Post Negotiation Memorandum and Record of Discussions/Negotiations FAR 15 procedures (see FAR 15.306(d) and (e) and FAR 15.406) 

	B15
	☐	Best and Final Offers if discussions are held under FAR 15 procedures (see FAR 15.307) 

	B16
	☐	Cost/Price Analysis/Evaluation, including any audit/waiver FAR 15 procedures (see FAR 15.4; AGAR 415.404) and Fair and Reasonable Pricing Determination (see FAR 15.406-3 and FAR 15.305(a)(1)) 

	B17
	☐	Certificate of Current Cost/Pricing Data or Waiver FAR 15 procedures (see FAR 15.406-2) 

	B18
	☐	Source Selection Decision FAR 15 procedures (see FAR 15.308) 

	B19
	☐	Pre-Award Debriefings FAR 15 procedures (see FAR 15.505) 

	B20
	☐	EEO Pre-Award Clearance Supply/Service (not GSA/GWAC) Pre-Award>$10M (see FAR 22.805) 

	B21
	☐	System for Award Management (SAM) Verification and Responsibility/Non-Responsibility Determination  FedDataCheck CRA Report or other documentation that includes SAM Active Registration, Exclusion Records, Reps & Certs and FAPIIS Check (see FAR 4.1103, FAR 4.12, FAR 9.103, FAR 9.104-6, FAR 9.105-2 FAR 9.405-(d), and FAR 19.6)

	B22
	☐	Small Business Subcontracting Plan and Review/Approval Required for awards to Large Business >$700K (see FAR 19.702, 19.704 and 19.705; and OSDBU Form 2/01)

	B23
	☐	Pre-Award Reviews (see Desk Book 401.602-2, AOP #8 and AOP #25)

	B24
	☐	Congressional Notification FAR 14/15 awards (not GSA/GWAC) including options/mods exceeding $1M (see FAR 5.303; AGAR 405.303)

	B25
	☐	Pre-Award Notices to Unsuccessful Offerors FAR 15 Negotiation (see FAR 15.503(a)(2))

	B26
	☐	Other: Click to enter text.




	AWARD DOCUMENTS

	C01
	☐	Contract/Order/BPA/Call conformed copy including signed Standard Form, schedule of supplies or services, clauses and attachments including PWS/ SOO, SOW, Specification, QASP, etc.); and 
FPDS Record (if IAS is not the official contract file of record - see Desk Book 404.805); and 
Record of Distribution of contract documents to COR/Program Office, SBA, etc.

	C02
	☐	Modifications / Backup Documentation Signed Form / Complete Mod package (see FAR 43, Desk Book 443.1 and Modification Index)

	C03
	☐	COR Delegation Letter & Acknowledgement (see FAR 1.602-2(d), Desk Book 401-602-2, and AOP #13)

	C04
	☐	Award Synopsis (see FAR 5.301 and AGAR 405.303) 

	C05
	☐	Task / Delivery Order / Call Log for Indefinite Delivery vehicles or BPAs

	C06
	☐	Other: Click to enter text.

	POST AWARD DOCUMENTS

	D01
	☐	Post Award Notices (see FAR 8.405-2(d), or 15.503(b), or 16.505(b)(6)))

	D02
	☐	Post Award Request/Responses for Award Information (see FAR 8.405-2(d) or 13.106-3(d)), or 
Request for Debriefings/Debriefings for FAR 15 procedures (see FAR 15.506 or 16.505(b)(6))

	D03
	☐	Post Award Protests, Related Correspondence and Memos (see FAR 19.302; 19.305 through 19.308 and FAR 33.1)

	D04
	☐	Post-Award Conferences/Meetings (see FAR 42.503)

	D05
	☐	Government Surveillance Documentation (IAW Quality Assurance Plan) (see FAR 37.604, 46.102 and AOP#23)

	D06
	☐	Certificate of Insurance If required IAW FAR 28.301 

	D07
	☐	Other: Click to enter text.

	CONTRACT ADMINISTRATION

	E01
	☐	Submittals / Deliverable Data / Progress Reports / Meeting Notes 

	E02
	☐	Invoices / Invoice Log (Declining Balances) (see FAR 32 and Desk Book 404.805)

	E03
	☐	CO Consent to Subcontract (see FAR 44.201)

	E04
	☐	Subcontracting Reports eSRS SF294/295 Submissions (see FAR 19.704(a)(10))

	E05
	☐	Contractor Notification of Limitation of Funds (see FAR 52.232-22; Desk Book 432.703 and 452.232-71)

	E06
	☐	Assignment of Claims (see FAR 32.8, AGAR 432.8, and Desk Book 432.8) 

	E07
	☐	Novation/Change-of-Name (see FAR 42.12)

	E08
	☐	Disputes/Claims (see FAR 33.2 and AGAR 433.2)

	E09
	☐	Stop Work Order (see FAR 42.13)

	E10
	☐	CPARS Performance Evaluations Interim/Annual/Final (see FAR 42.1502, 42.1503(f), AGAR 442.1502, Desk Book 442.15, and AOP #21)

	E11
	☐	Miscellaneous Correspondence / Memos (see FAR 4.803(a)(40))

	E12
	☐	Authorization to use Government Supply Sources (see FAR 51.102)

	E13
	☐	Cure Notice / Show Cause Letter (see FAR 49.402-3(d), 49.607 and 49.402-3(e))

	E14
	☐	Termination for Convenience / Cause / Default (see FAR 8.406-4, or 8.406-5, or FAR 12.403, and/or FAR 49; and Desk Book 449)

	E15
	☐	BPA Annual Review (see FAR 8.405-3(e) or FAR 13.303-6))

	E16
	☐	Other: Click to enter text. e.g., Warranty Info (FAR 12.404, 46.7), FOIA Requests, etc.

	CONTRACT CLOSEOUT

	F01
	☐	Contract Completion Statement, Closeout Letters / Memorandum (see FAR 4.804 and/ Desk Book 404.804)

	F02
	☐	Other: Click to enter text.
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