






































USDA-DM-OPPM-POD 
PRE-AWARD FILE INDEX 

SIMPLIFIED PROCEDURES FOR ACQUISITIONS UP TO $7M, GSA/GWAC ORDERS UNDER $10M, ALL 
USDA DELIVERY/TASK ORDERS, BPA CALLS AND INTERAGENCY ACQUISITIONS 

Purchase Request No.:  

Description: 

Solicitation No.: 
COR/POC: 
COR/POC email: 
COR/POC phone: 
Contract Specialist: 
Contracting Officer: 

Check as 
Applicable SECTION 

TAB PRE-SOLICITATION 

A01 IAS Requisition/Funding Document (FAR 32.7; AOP#20) 

A02 Specifications / Drawings / SOW / SOO / PWS (FAR 7.302, FAR 11.0, FAR 37.602, 46.2; AGAR 411.1, 411.2, Proc Adv. No. 49, 82A, 
121 and 127) and Quality Assurance Plan (if developed pre-award) (FAR 46.202, FAR 46.4, AOP #23)) 

A03  List of GFE/GFI/GFP (FAR 45.3; AGAR 445.3) 

A04 Acquisition Approval Review – Required for all IT/Telecommunication > $25K (Proc Adv. No. 53A) 

A05 Independent Government Estimate (FAR 4.803, FAR 7.105) 

A06 
Market Research Documentation /Commercial Item Determination (FAR 10.002, FAR 12.202). Include Suggested 
Sources/list; Acquisition History; USDA Shared First (Proc Adv. No. 101B); POD BPA/IDIQs; Required Sources of Supply 
(FAR 8.002, Proc Adv. No.  98C, Proc Adv. No.  97B;, NAICS and Size Standard/Non-Manufacturer Waiver) 

A07 Request for Information (RFI) / Draft Request for Quote, Comments & Disposition (FAR 10.002) 

A08 Justification & Approvals for Limited Source/Brand Name/Single Source/Sole Source (FAR 8.405-6, FAR 13.106-1(b), FAR 
13.501; FAR 16.505(a)(4); AGAR 406.302-70; AOP #10) and/or Exceptions to Fair Opportunity (FAR 16.505(b)(2)) 

A09 Acquisition Plan/Milestone Schedule (FAR 7.102) 

A10 
Determination & Findings (Single/Multiple Award IDIQ (FAR 16.504(c)); Time & Material/Labor Hour (FAR 16.601(d)(1)); Economic 
Price Adjustments (FAR 16.203-3; AGAR 416.203) Letter Contract (FAR 16.603-3, AGAR 416.603); Options (FAR 17.205/Proc Adv. 
No. 117); Best Proc Approach (FAR 17.502-1); Interagency Acquisitions/Economy Act (FAR 17.502-2); Buy American Non-Availability 
(FAR 25.103(b)(1)(i)) 

A11 Review of Advisory Assistance and All Professional Services / Non-Personal Service Documentation (FAR 37.204, 37.103(a)(3); 
Proc Adv. No.  91D) 

A12 USDA Small Business Program Review AD-1205  (F&OC > SAT; GSA FSS/GWACs>$1M; and Bundled >$2.5M) (FAR 19.501; 19.804, 
19.13; 19.14 and 19.15;  DR 5090-001)  

A13 SBA Correspondence (8(a) Eligibility e-mail, offer letter/acceptance, etc.) (Proc Adv. No. 71C; FAR 19.804-2) 

A14 Wage Determination (http://www.wdol.gov/ or exemption determination memo FAR 22.10) 

A15 Evaluation Criteria/Procedures (FAR 8.405-1(f), FAR 8.405-2(c), FAR 12.603, FAR 13.106-1(a)(2), and FAR 16.505(b)(1)) 

A16 Ratification: Unauthorized Communication Approval (FAR 1.602-3; AGAR 401.602-3; AOP #4) 

A17 CO Review/ Contract Board/ Peer / COR / OGC Reviews (DR 5000-4; AOP #8) 

A18 Deviations (FAR 1.403; AGAR 401.4) 

A19 
Other:  For example: Request to tailor solicitation terms and conditions inconsistent with customary commercial practice, FAR 

12.302(c) 

Attachment 1

https://www.acquisition.gov/?q=/browse/far/32
https://www.acquisition.gov/?q=/browse/far/7
https://www.acquisition.gov/?q=/browse/far/11
https://www.acquisition.gov/?q=/browse/far/37
https://www.acquisition.gov/?q=/browse/far/46
http://www.dm.usda.gov/procurement/policy/docs/agar04.pdf
https://www.acquisition.gov/?q=/browse/far/46
https://www.acquisition.gov/?q=/browse/far/46
https://www.dm.usda.gov/oppm/pod/aop.htm
https://www.acquisition.gov/?q=/browse/far/45
http://www.dm.usda.gov/procurement/policy/docs/agar04.pdf
https://www.dm.usda.gov/procurement/policy/advisories.htm
https://www.acquisition.gov/?q=/browse/far/4
https://www.acquisition.gov/?q=/browse/far/7
https://www.acquisition.gov/?q=/browse/far/10
https://www.acquisition.gov/?q=/browse/far/12
https://www.dm.usda.gov/procurement/policy/advisories.htm
https://www.acquisition.gov/?q=/browse/far/8
https://www.dm.usda.gov/procurement/policy/advisories.htm
https://www.dm.usda.gov/procurement/policy/advisories.htm
http://www.census.gov/eos/www/naics/
https://www.sba.gov/sites/default/files/files/Size_Standards_Table.pdf
https://www.sba.gov/category/navigation-structure/contracting/contracting-officials/non-manufacturer-waivers
https://www.acquisition.gov/?q=/browse/far/10
https://www.acquisition.gov/?q=/browse/far/8
https://www.acquisition.gov/?q=/browse/far/13
https://www.acquisition.gov/?q=/browse/far/13
https://www.acquisition.gov/?q=/browse/far/16
http://www.dm.usda.gov/procurement/policy/docs/agar04.pdf
https://www.dm.usda.gov/oppm/pod/aop.htm
https://www.acquisition.gov/?q=/browse/far/16
https://www.acquisition.gov/?q=/browse/far/7
https://www.acquisition.gov/?q=/browse/far/16
https://www.acquisition.gov/?q=/browse/far/16
http://www.dm.usda.gov/procurement/policy/docs/agar04.pdf
https://www.acquisition.gov/?q=/browse/far/16
http://www.dm.usda.gov/procurement/policy/docs/agar04.pdf
https://www.acquisition.gov/?q=/browse/far/17
https://www.dm.usda.gov/procurement/policy/advisories.htm
https://www.acquisition.gov/?q=/browse/far/17
https://www.acquisition.gov/?q=/browse/far/17
https://www.acquisition.gov/?q=/browse/far/25
https://www.acquisition.gov/?q=/browse/far/37
https://www.dm.usda.gov/procurement/policy/advisories.htm
http://www.dm.usda.gov/procurement/policy/drdn.htm
https://www.acquisition.gov/?q=/browse/far/19
https://www.acquisition.gov/?q=/browse/far/19
https://www.dm.usda.gov/procurement/policy/drdn.htm
https://www.acquisition.gov/?q=/browse/far/19
http://www.wdol.gov/
https://www.acquisition.gov/?q=/browse/far/22
https://www.acquisition.gov/?q=/browse/far/8
https://www.acquisition.gov/?q=/browse/far/8
https://www.acquisition.gov/?q=/browse/far/12
https://www.acquisition.gov/?q=/browse/far/13
https://www.acquisition.gov/?q=/browse/far/16
https://www.acquisition.gov/?q=/browse/far/19
http://www.dm.usda.gov/procurement/policy/docs/agar04.pdf
https://www.dm.usda.gov/oppm/pod/aop.htm
https://www.dm.usda.gov/procurement/policy/drdn.htm
https://www.dm.usda.gov/oppm/pod/aop.htm
https://www.acquisition.gov/?q=/browse/far/19
http://www.dm.usda.gov/procurement/policy/docs/agar04.pdf
https://www.dm.usda.gov/procurement/policy/advisories.htm
https://www.dm.usda.gov/procurement/policy/advisories.htm
https://www.dm.usda.gov/procurement/policy/advisories.htm
https://www.dm.usda.gov/oppm/pod/aop.htm
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SECTION 

SOLICITATION & EVALUATION 

B01 FBO Synopsis documentation (Required under Part 12/13 Acquisitions > $25,000, even if sole source/brand name) (FAR 5.101(a)(1); 
see FAR 5.101(a)(2) for actions $15,000 to $25,000) 

B02 
Solicitation (including RFQs, SEWP, NITAAC, & E-Buy RFQs) and Amendments (Include North American Industry Classification 
Code (NAICS) and Small Business Size Standard in written and oral solicitation (FAR 19.303) 

B03 Solicitation & Amendment Correspondence 

B04 Unsuccessful Quote(s) 

B05 Successful Quote 

B06 Abstract of Quotes 

B07 Technical / Past Performance Evaluation  

B08 Price Analysis & Reasonableness Determination / Best Value Determination / Negotiation Memorandum (FAR 8.405-4, FAR 
12.209) 

B09 Simplified Acquisition Summary Worksheet 

B10 System for Award Management Verification (System for Award Management Active Registration, Excluded Parties, Reps & Certs) 

B11 Responsibility Determination / Non Responsibility (Certificate of Competency) / FAPIIS (FAR 9.1, FAR 9.104-5, 9.105-2 & 19.6; 
FAR 9.104-6  

B12 Small Business Subcontracting Plan Review/Approval (FAR 19.702, FAR 19.705-4; OSDBU Form 2/01, AOP#14) 

B13 Software License Agreements / Data Rights (FAR 12.212; FAR 27.405-3; DR 5000-4; FAR 27.4) 

B14 CO/ Team Lead / Branch Chief/ Division Chief / OGC Pre-Award Reviews (DR 5000-4; AOP #8) 

B15 Congressional Notification (awards (including options) / mods exceeding $1M  FAR 5.303;  AGAR 405.303) 

B16 Other: 

TAB 

Check as 
Applicable 

March 20, 2017

http://www.fbo.gov/
https://www.acquisition.gov/?q=/browse/far/5
https://www.acquisition.gov/?q=/browse/far/5
http://www.sewp.nasa.gov/
https://www.ebuy.gsa.gov/advantage/ebuy/start_page.do
https://www.acquisition.gov/?q=/browse/far/19
https://www.acquisition.gov/?q=/browse/far/8
https://www.acquisition.gov/?q=/browse/far/12
https://www.sam.gov/portal/SAM/#1
https://www.sam.gov/portal/SAM/#1
https://www.acquisition.gov/?q=/browse/far/9
https://www.acquisition.gov/?q=/browse/far/9
https://www.acquisition.gov/?q=/browse/far/9
https://www.acquisition.gov/?q=/browse/far/19
https://www.acquisition.gov/?q=/browse/far/19
https://www.acquisition.gov/?q=/browse/far/12
https://www.acquisition.gov/?q=/browse/far/27
https://www.dm.usda.gov/procurement/policy/drdn.htm
https://www.acquisition.gov/?q=/browse/far/27
https://www.dm.usda.gov/procurement/policy/drdn.htm
https://www.dm.usda.gov/oppm/pod/aop.htm
https://www.acquisition.gov/?q=/browse/far/5
http://www.dm.usda.gov/procurement/policy/docs/agar04.pdf
https://www.acquisition.gov/?q=/browse/far/19
https://www.acquisition.gov/?q=/browse/far/9
https://www.dm.usda.gov/oppm/pod/aop.htm


USDA-DM-OPPM-POD  
PRE-AWARD CONTRACT FILE INDEX 

FAR PART 14/15 ACQUISITIONS & GSA/GWAC ORDERS OVER $10M 

Purchase Request No.:  

Description: 

Solicitation No.: 
COR/POC: 
COR/POC email: 
COR/POC phone: 
Contract Specialist: 
Contracting Officer: 

Check as 
Applicable SECTION 

TAB PRE-SOLICITATION 

A01 IAS Requisition  (FAR 32.7; AOP#20) 

A02 Specifications / Drawings / SOW / SOO / PWS (FAR 7.302, FAR 11.0, FAR 36.202, FAR 37.602; AGAR 411.1, 411.2, Proc Adv. No. 49, 
82A, 121 and 127) and Quality Assurance Plan (if developed pre-award) (FAR 46.202, FAR 46.4, AOP #23) 

A03  List of GFE/GFI/GFP (FAR 45.3; AGAR 445.3) 

A04 Delegation of Procurement Authority for IT (Actions >$25M) (DR 5039-7; AOP #16) 

A05 Acquisition Approval Review – Required for all IT/Telecommunication >$25K (Proc Adv. No. 53A) 

A06 Independent Government Estimate (FAR 4.803, FAR 7.105 and FAR 36.203) 

A07 
Market Research Documentation/Commercial Item Determination (FAR 10.002 and FAR 12.202.  Include suggested 
Sources/List; Acquisition History; USDA Shared First (Proc Adv. No. 101B); POD BPA/IDIQs; Required Sources of Supply  
(FAR 8.002,); NAICS and Size Standard/Non-Manufacturer Waiver) 

A08 Request for Information (RFI) / Draft Request for Proposals, Comments & Disposition (FAR 10.002, FAR 15.201) 

A09 Justification for Other Than Full and Open Competition (FAR 6.302; FAR 6.302-5(b)(4) for 8(a)>$22M; FAR 8.405-6; FAR 
16.505(a)(4); AGAR 406.302-70; AOP #5) and/or Exceptions to Fair Opportunity (FAR 16.505(b)(2)) 

A10 Acquisition Plan/Milestone Schedule (FAR 7.102) 

A11 

Determination & Findings / Justifications (Single/Multiple Award IDIQ (FAR 16.504(c)); Time & Material/Labor Hour (FAR 
16.601(d)(1)); Economic Price Adjustments (FAR 16.203-3; AGAR 416.203) Letter Contract (FAR 16.603-3, AGAR 416.603); Options 
(FAR 17.205, Proc Adv. No. 117); Best Proc Approach (FAR 17.502-1); Interagency Acquisitions/Economy Act (FAR 17.502-2); Buy 
American Non-Availability (FAR 25.103(b)(1)(i); Liquidated Damages (FAR 11.5, FAR 19.705-7, FAR 22.302, AGAR 422.302); Descriptive 
Literature/Bid Samples (FAR 14.202-5) 

A12 Advisory Assistance Services Approval / Non-Personal Service Documentation (FAR 37.204, 37.103(a)(3); Proc Adv. No. 91D) 

A13 USDA Small Business Program Review AD-1205  (F&OC > SAT; GSA FSS/GWACs>$1M; and Bundled >$2.5M) (FAR 19.501; 19.804, 
19.13; 19.14 and 19.15;  DR 5090-001)  

A14 SBA Correspondence (8(a) offer letter/acceptance, etc.) (Proc Adv. No. 71C; FAR 19.804-2) 

A15 Wage Determination (http://www.wdol.gov/ or exemption determination memo FAR 22.10) 

A16 SSA Delegation, Evaluation Team Conflict of Interest/Confidentiality Certifications (FAR 15.303; AGAR 415.303) 

A17 Source Selection/Evaluation Plan (FAR 15.304) 

A18 Ratification: Unauthorized Communication Approval (FAR 1.602-3; AGAR 401.602-3; AOP #4) 

A19 CO Review/ Contract Board/ Peer / COR / OGC Reviews (DR 5000-4; Proc Adv. No. 118B;  AOP #8) 

A20 Deviations (FAR 1.403; AGAR 401.4) 

A21 Other:  

Attachment 2

https://www.acquisition.gov/?q=/browse/far/32
https://www.acquisition.gov/?q=/browse/far/7
https://www.acquisition.gov/?q=/browse/far/11
https://www.acquisition.gov/?q=/browse/far/36
https://www.acquisition.gov/?q=/browse/far/37
http://www.dm.usda.gov/procurement/policy/docs/agar04.pdf
https://www.dm.usda.gov/procurement/policy/advisories.htm
https://www.acquisition.gov/?q=/browse/far/46
https://www.acquisition.gov/?q=/browse/far/46
https://www.dm.usda.gov/oppm/pod/aop.htm
https://www.acquisition.gov/?q=/browse/far/45
http://www.dm.usda.gov/procurement/policy/docs/agar04.pdf
https://www.dm.usda.gov/procurement/policy/drdn.htm
https://www.dm.usda.gov/oppm/pod/aop.htm
http://www.dm.usda.gov/procurement/policy/docs/Proc%20Adv%20053.pdf
https://www.dm.usda.gov/procurement/policy/advisories.htm
https://www.dm.usda.gov/procurement/policy/advisories.htm
https://www.acquisition.gov/?q=/browse/far/4
https://www.acquisition.gov/?q=/browse/far/7
https://www.acquisition.gov/?q=/browse/far/36
https://www.acquisition.gov/?q=/browse/far/10
https://www.acquisition.gov/?q=/browse/far/12
https://www.dm.usda.gov/procurement/policy/advisories.htm
https://www.acquisition.gov/?q=/browse/far/8
http://www.census.gov/eos/www/naics/
https://www.sba.gov/sites/default/files/files/Size_Standards_Table.pdf
https://www.sba.gov/category/navigation-structure/contracting/contracting-officials/non-manufacturer-waivers
https://www.acquisition.gov/?q=/browse/far/10
https://www.acquisition.gov/?q=/browse/far/15
https://www.acquisition.gov/?q=/browse/far/6
https://www.acquisition.gov/?q=/browse/far/6
https://www.acquisition.gov/?q=/browse/far/8
https://www.acquisition.gov/?q=/browse/far/16
http://www.dm.usda.gov/procurement/policy/docs/agar04.pdf
https://www.dm.usda.gov/oppm/pod/aop.htm
https://www.acquisition.gov/?q=/browse/far/16
https://www.acquisition.gov/?q=/browse/far/7
https://www.acquisition.gov/?q=/browse/far/16
https://www.acquisition.gov/?q=/browse/far/16
http://www.dm.usda.gov/procurement/policy/docs/agar04.pdf
https://www.acquisition.gov/?q=/browse/far/17
https://www.dm.usda.gov/procurement/policy/advisories.htm
https://www.acquisition.gov/?q=/browse/far/17
https://www.acquisition.gov/?q=/browse/far/17
https://www.acquisition.gov/?q=/browse/far/25
https://www.acquisition.gov/?q=/browse/far/11
https://www.acquisition.gov/?q=/browse/far/19
https://www.acquisition.gov/?q=/browse/far/22
http://www.dm.usda.gov/procurement/policy/docs/agar04.pdf
https://www.acquisition.gov/?q=/browse/far/14
https://www.acquisition.gov/?q=/browse/far/37
https://www.dm.usda.gov/procurement/policy/advisories.htm
http://www.dm.usda.gov/procurement/policy/drdn.htm
https://www.acquisition.gov/?q=/browse/far/19
https://www.dm.usda.gov/procurement/policy/drdn.htm
https://www.dm.usda.gov/procurement/policy/advisories.htm
https://www.acquisition.gov/?q=/browse/far/19
http://www.wdol.gov/
https://www.acquisition.gov/?q=/browse/far/22
https://www.acquisition.gov/?q=/browse/far/15
http://www.dm.usda.gov/procurement/policy/docs/agar04.pdf
https://www.acquisition.gov/?q=/browse/far/15
https://www.acquisition.gov/?q=/browse/far/19
http://www.dm.usda.gov/procurement/policy/docs/agar04.pdf
https://www.dm.usda.gov/oppm/pod/aop.htm
https://www.dm.usda.gov/procurement/policy/drdn.htm
https://www.dm.usda.gov/procurement/policy/advisories.htm
https://www.dm.usda.gov/oppm/pod/aop.htm
https://www.acquisition.gov/?q=/browse/far/1
http://www.dm.usda.gov/procurement/policy/docs/agar04.pdf
https://www.dm.usda.gov/oppm/pod/aop.htm
Amy.Wright
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TAB 
CK 

BOX 
SECTION 

SOLICITATION & EVALUATION 

B01 FBO Synopsis documentation (FAR 5.101(a)(1), FAR 35.004, FAR 36.204, and FAR 36.213-2) 

B02 Solicitation and Amendments (IFB/RFP) (FAR 14.2, FAR 15.205, FAR 15.206, and FAR 36.204) 

B03 Pre-Bid / Pre-Proposal Conference and Minutes (FAR 14.207, FAR 15.201) 

B04 Bidders List / List of Offerors (FAR 4.803(a)(5), FAR 14.204) 

B05 Abstract of Bids / Proposals (FAR 14.403) 

B06 Late Bids, Late Proposals, Mistakes and Disposition (FAR 14.304, FAR 14.407, FAR 15.208; AGAR 414.4) 

B07 Rejection of Bids / Cancellation of IFB / Conversion to RFP  (FAR 14.404, FAR 14.401-1(e)-(f), AGAR 414.4) and Modification/ 
Withdrawal of Proposals (FAR 15.208(e)) 

B08 Unsuccessful Bids / Proposals (Including Technical, Past Performance and Price Proposals and any Proposal Revisions) 

B09 Successful Proposal(s)/Bid (Including Technical, Past Performance and Price Proposal(s) and any Proposal Revisions) 

B10 Cost/Price Analysis, Audit Report/Waiver, Waiver of Facilities Capital (FAR 15.4; AGAR 415.404) 

B11 Technical and Past Performance Evaluation and Worksheets (FAR 15.305) 

B12 Communication with Offerors / In & Out of Competition (FAR 15.306) 

B13 Competitive Range Determination (FAR 15.306(c); DR 5000-4)) and Notice to Firms not in Competitive Range (FAR 15.503(a)(1)) 

B14 Pre/Post Negotiation Memorandum (FAR 15.406) and Price Reasonableness Determination (FAR 15.406-3, FAR 15.305(a)(1)) and 
Certificate of Current Cost/Pricing Data or Waiver (FAR 15.406-2) 

B15 Source Selection Authority Decision (FAR 15.308) 

B16 Pre-Award Debriefings (FAR 15.505) 

B17 Pre-Award Survey (FAR 9.106) 

B18 EEO Pre-Award Clearance (Supply/Service Pre-Award>$10M , FAR 22.805) 

B19 System for Award Management Verification (System for Award Management Active Registration, Excluded Parties, Reps & Certs) 

B20 VETS-100 Compliance Verification (FAR 22.1302(b) and FAR 22.1304) 

B21 Responsibility Determination / Non Responsibility (Certificate of Competency) / FAPIIS (FAR 9.1, FAR 9.104-5, 9.105-2 & 19.6; FAR 
9.104-6) 

B22 Small Business Subcontracting Plan Review/Approval (FAR 19.702, FAR 19.705-4; OSDBU Form 2/01, AOP#14) 

B23 Bid Bonds (FAR 28.101) 

B24 Software License Agreements / Data Rights (FAR 12.212; FAR 27.405-3; DR 5000-4; FAR 27.4) 

B25 Make or Buy Decisions (FAR 15.407-2) 

B26 D&F Authorization for Advance Payments (FAR 32.410; AGAR 432.4) 

B27 CO/ Team Lead / Branch Chief/ Division Chief / OGC Pre-Award Reviews (DR 5000-4; AOP #8) 

B28 Congressional Notification (awards (including options)/mods exceeding $1M)  (FAR 5.303; AGAR 405.303) 

B29 Pre Award Notices to Unsuccessful Offerors (FAR 15.503(a)(2)) 

B30 Other: 

March 20, 2017

https://www.acquisition.gov/?q=/browse/far/5
https://www.acquisition.gov/?q=/browse/far/35
https://www.acquisition.gov/?q=/browse/far/36
https://www.acquisition.gov/?q=/browse/far/36
https://www.acquisition.gov/?q=/browse/far/14
https://www.acquisition.gov/?q=/browse/far/15
https://www.acquisition.gov/?q=/browse/far/15
https://www.acquisition.gov/?q=/browse/far/36
https://www.acquisition.gov/?q=/browse/far/14
https://www.acquisition.gov/?q=/browse/far/15
https://www.acquisition.gov/?q=/browse/far/4
https://www.acquisition.gov/?q=/browse/far/14
https://www.acquisition.gov/?q=/browse/far/14
https://www.acquisition.gov/?q=/browse/far/14
https://www.acquisition.gov/?q=/browse/far/14
https://www.acquisition.gov/?q=/browse/far/15
http://www.dm.usda.gov/procurement/policy/docs/agar04.pdf
https://www.acquisition.gov/?q=/browse/far/14
https://www.acquisition.gov/?q=/browse/far/14
http://www.dm.usda.gov/procurement/policy/docs/agar04.pdf
https://www.acquisition.gov/?q=/browse/far/15
https://www.acquisition.gov/?q=/browse/far/15
http://www.dm.usda.gov/procurement/policy/docs/agar04.pdf
https://www.acquisition.gov/?q=/browse/far/15
https://www.acquisition.gov/?q=/browse/far/15
https://www.acquisition.gov/?q=/browse/far/15
https://www.dm.usda.gov/procurement/policy/drdn.htm
https://www.acquisition.gov/?q=/browse/far/15
https://www.acquisition.gov/?q=/browse/far/15
https://www.acquisition.gov/?q=/browse/far/15
https://www.acquisition.gov/?q=/browse/far/15
https://www.acquisition.gov/?q=/browse/far/15
https://www.acquisition.gov/?q=/browse/far/15
https://www.acquisition.gov/?q=/browse/far/15
https://www.acquisition.gov/?q=/browse/far/9
https://www.acquisition.gov/?q=/browse/far/22
https://www.sam.gov/portal/SAM/#1
https://www.acquisition.gov/?q=/browse/far/22
https://www.acquisition.gov/?q=/browse/far/22
https://www.acquisition.gov/?q=/browse/far/9
https://www.acquisition.gov/?q=/browse/far/9
https://www.acquisition.gov/?q=/browse/far/9
https://www.acquisition.gov/?q=/browse/far/19
https://www.acquisition.gov/?q=/browse/far/19
https://www.acquisition.gov/?q=/browse/far/19
https://www.acquisition.gov/?q=/browse/far/28
https://www.acquisition.gov/?q=/browse/far/12
https://www.acquisition.gov/?q=/browse/far/27
https://www.dm.usda.gov/procurement/policy/drdn.htm
https://www.acquisition.gov/?q=/browse/far/27
https://www.acquisition.gov/?q=/browse/far/15
https://www.acquisition.gov/?q=/browse/far/32
http://www.dm.usda.gov/procurement/policy/docs/agar04.pdf
https://www.dm.usda.gov/procurement/policy/drdn.htm
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USDA-DM-OPPM-POD 
PRE-AWARD ARCHITECT-ENGINEERING CONTRACT FILE INDEX 

Purchase Request No.:  

Description: 

Solicitation No.: 
COR/POC: 
COR/POC email: 
COR/POC phone: 
Contract Specialist: 
Contracting Officer: 

TAB 
CK 

BOX 
SECTION 

PRE-SOLICITATION 

A01 IAS Requisition  (FAR 32.7; AOP#20) 

A02 Specifications / Drawings / SOW (FAR 7.302, FAR 11.0, FAR 36.601, FAR 37.602; AGAR 436.601)  

A03  Independent Government Estimate (FAR 4.803, FAR 7.105 and FAR 36.605) 

A04 
Market Research Documentation (FAR 10.002).  Include suggested Sources/List; Acquisition History; NAICS and Size Standard/Non-
Manufacturer Waiver) 

A05 Justification for Other Than Full and Open Competition (FAR 6.302; AGAR 406.302-70; AOP #5) and/or Exceptions to Fair 
Opportunity (FAR 16.505(b)(2)) 

A06 Acquisition Plan/Milestone Schedule (FAR 7.102) 

A07 
Determination & Findings / Justifications (Single/Multiple Award IDIQ (FAR 16.504(c)); Time & Material/Labor Hour 
(FAR 16.601(d)(1)); Letter Contract (FAR 16.603-3, AGAR 416.603); Options (FAR 17.205, Proc Adv. No. 117.) 

A08 
USDA Small Business Program Review AD-1205  (F&OC > SAT; and Bundled >$2.5M) (FAR 19.501; 19.804, 19.13; 19.14 and 19.15; 
DR 5090-001)  

A09 SBA Correspondence (8(a) offer letter/acceptance, etc.) (FAR 19.804-2; Proc Adv. No. 71C) 

A10 Wage Determination (http://www.wdol.gov/ or exemption determination memo FAR 22.10) 

A11 Appointment of Evaluation Board/Chair and Conflict of Interest/Confidentiality Certifications (FAR 36.602-2; AGAR 436.602-2) 

A12 Selection Criteria (FAR 36.602-1 or FAR 36.602-5; AGAR 436.602-1 or AGAR 436.602-5) 

A13 Draft Public Announcement (FAR 36.601-1) 

A14 CO Review/ Contract Board/ Peer / COR / OGC Reviews (DR 5000-4; Proc Adv. No. 118B; AOP #8) 

A15 Deviations (FAR 1.403; AGAR 401.4) 

A16 Other:  

SOLICITATION & EVALUATION 

B01 Public Announcement documentation (FAR 36.301-1) 

B02 List of Firms and SF330’s (FAR 36.603) 

B03 Evaluation Board Initial Review of SF330’s / Recommendation & Ranking of Firms for Discussions (FAR 36.602-3) 

B04 Notification Letters – Short Listed, non-Short Listed, Non-Selected (FAR 36.602-3(c)) 

B05 Discussions (With at least three of the most highly qualified firms - FAR 36.602-3(c)) 

B06 Evaluation Board Recommendation/Selection Report (FAR 36.602-3(d); AGAR 436.602-3) 

B07 Selection Authority Final Selection Decision (FAR 36.602-4; AGAR 436.602-4) 

       Attachment 3

https://www.acquisition.gov/?q=/browse/far/32
https://www.dm.usda.gov/oppm/pod/aop.htm
https://www.acquisition.gov/?q=/browse/far/7
https://www.acquisition.gov/?q=/browse/far/11
https://www.acquisition.gov/?q=/browse/far/36
https://www.acquisition.gov/?q=/browse/far/37
http://www.dm.usda.gov/procurement/policy/docs/agar04.pdf
https://www.acquisition.gov/?q=/browse/far/4
https://www.acquisition.gov/?q=/browse/far/7
https://www.acquisition.gov/?q=/browse/far/36
https://www.acquisition.gov/?q=/browse/far/10
http://www.census.gov/eos/www/naics/
https://www.sba.gov/sites/default/files/files/Size_Standards_Table.pdf
https://www.sba.gov/category/navigation-structure/contracting/contracting-officials/non-manufacturer-waivers
https://www.acquisition.gov/?q=/browse/far/6
http://www.dm.usda.gov/procurement/policy/docs/agar04.pdf
https://www.dm.usda.gov/oppm/pod/aop.htm
https://www.acquisition.gov/?q=/browse/far/16
https://www.acquisition.gov/?q=/browse/far/7
https://www.acquisition.gov/?q=/browse/far/16
https://www.acquisition.gov/?q=/browse/far/16
http://www.dm.usda.gov/procurement/policy/docs/agar04.pdf
https://www.acquisition.gov/?q=/browse/far/17
https://www.dm.usda.gov/procurement/policy/advisories.htm
http://www.dm.usda.gov/procurement/policy/drdn.htm
https://www.acquisition.gov/?q=/browse/far/19
https://www.dm.usda.gov/procurement/policy/drdn.htm
https://www.acquisition.gov/?q=/browse/far/19
https://www.dm.usda.gov/procurement/policy/advisories.htm
http://www.wdol.gov/
https://www.acquisition.gov/?q=/browse/far/22
https://www.acquisition.gov/?q=/browse/far/36
http://www.dm.usda.gov/procurement/policy/docs/agar04.pdf
https://www.acquisition.gov/?q=/browse/far/36
https://www.acquisition.gov/?q=/browse/far/36
http://www.dm.usda.gov/procurement/policy/docs/agar04.pdf
http://www.dm.usda.gov/procurement/policy/docs/agar04.pdf
https://www.acquisition.gov/?q=/browse/far/36
https://www.dm.usda.gov/procurement/policy/drdn.htm
https://www.dm.usda.gov/procurement/policy/advisories.htm
https://www.dm.usda.gov/oppm/pod/aop.htm
https://www.acquisition.gov/?q=/browse/far/1
http://www.dm.usda.gov/procurement/policy/docs/agar04.pdf
https://www.acquisition.gov/?q=/browse/far/36
https://www.acquisition.gov/?q=/browse/far/36
https://www.acquisition.gov/?q=/browse/far/36
https://www.acquisition.gov/?q=/browse/far/36
https://www.acquisition.gov/?q=/browse/far/36
https://www.acquisition.gov/?q=/browse/far/36
http://www.dm.usda.gov/procurement/policy/docs/agar04.pdf
https://www.acquisition.gov/?q=/browse/far/36
http://www.dm.usda.gov/procurement/policy/docs/agar04.pdf
Amy.Wright
Highlight



TAB 
CK 

BOX 
SECTION 

 SOLICITATION & EVALUATION 

B08  Selection Notice (to firms not selected for negotiation of contract – FAR 36.607(a)) 

B09  Request for Proposal/Draft Contract (FAR 36.606(a) – (c)) 

B10  Price/Cost Proposal  

B11  Cost/Price Analysis, Audit Report/Waiver, Waiver of Facilities Capital (FAR 15.4; AGAR 415.404) 

B12  Pre/Post Negotiation Memorandum (FAR 15.406) and Price Reasonableness Determination (FAR 15.406-3, FAR 15.305(a)(1)) and 
Certificate of Current Cost/Pricing Data or Waiver (FAR 15.406-2) 

B13  Pre-Award Survey (FAR 9.106) 

B14  EEO Pre-Award Clearance (Supply/Service Pre-Award>$10M , FAR 22.805)  

B15  System for Award Management Verification (System for Award Management Active Registration, Excluded Parties, Reps & Certs) 

B16  VETS-100 Compliance Verification (FAR 22.1302(b) and FAR 22.1304) 

B17  Responsibility Determination / Non Responsibility (Certificate of Competency) / FAPIIS (FAR 9.1, FAR 9.105-2; and FAR 9.104-6) 

B18  Small Business Subcontracting Plan Review/Approval (FAR 19.702, FAR 19.705-4; OSDBU Form 2/01; AOP#14) 

B19  CO/ Team Lead / Branch Chief/ Division Chief / OGC Pre-Award Reviews (DR 5000-4; AOP #8) 

B20  Congressional Notification (awards (including options)/mods exceeding $1M)  (FAR 5.303; AGAR 405.303) 

B21  Debriefings (FAR 36.607(b)) 

B22  Other:  
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USDA-DM-OPPM-POD 
 POST AWARD CONTRACT ADMINISTRATION INDEX

Contract No. Period of Performance 

Contract Total Amount Base 
Contract Type/Title 
 

Option 1 
Contractor Option 2 
Contractor POC Option 3 
Contractor POC email Option 4 
Contractor POC Phone 
COR/POC 
COR/POC email 
COR/POC phone 

Check as 
Applicable SECTION 

TAB AWARD DOCUMENTS 
C01 Conformed Contract (Signed Form / Schedule / Clauses/ Attachments) and FPDS Record (FAR 4.602; Proc Adv. No.72) 

C02 Modifications / Backup Documentation / FPDS Record (Signed Form / Complete Mod package) (FAR 43; Proc Adv. No.72) 

C03 Contract Distribution (Email / confirmation: Contractor, COR/Technical POC, Budget, Property, SBA, etc.) 

C04 COR Delegation Letter & Acknowledgement (FAR 1.602-2(d); AOP #13) 

C05 Award Synopsis and Notifications  (FAR 5.301, FAR 13.106-3(c) and (d)), FAR 15.504; AGAR 405.303) 

C06 Task / Delivery Order / Call Log 

POST AWARD DOCUMENTS 

D01 Office of Federal Contract Compliance Programs Notification (Construction >$10K FAR 22.804-2(c)) 

D02 Post Award Notices (FAR 13.106-3(c); FAR 14.409-1(a)(1)(i)); FAR 15.503(b); or FAR 16.505(b)(i)) 

D03 Post Award Request/Responses for Award Information (FAR 8.405-2(d); FAR 13.106-3(d))  

D04 Post-Award Debriefings (FAR 15.506 or FAR 16.505(b)(ii)) 

D05 Post Award Protests and Related Correspondence and Memos (FAR 19.302; FAR 19.305-19.308; FAR 33.1) 

D06 Post-Award Conferences/Pre Construction Conference/Meetings (FAR 42.503, FAR 36.212; AGAR 415.570) 

D07 Government Surveillance / Quality Assurance Plan (FAR 37.604) (if plan is developed either pre or post award) (FAR 46.102); 
AOP#23) 

D08 Certificate of Insurance (FAR 28.3) 

D09 Performance and Payment Bonds (FAR 28.1 and FAR 28.2) 

D10 Notice to Proceed (FAR 36.213-4(e), FAR 52.211-10) 

CONTRACT ADMINISTRATION 

E01 Submittals / Deliverable Data / Progress Reports / Meeting Notes  

E02 Vouchers / Invoices / Invoice Log (FAR 32; AOP#12) 
E03 Inspection / Acceptance Documentation (FAR 46.5, FAR 46.6) 

E04 CO Consent to Subcontract (FAR 44.201) 

E05 Subcontracting Reports eSRS  (SF294/295 Submissions) (FAR 19.704(a)(10)) 

E06 Delegations of Contract Administration Office (FAR 42.2) 

E07 Contractor’s Purchasing Systems Review / Report (Subcontracting) (FAR 44.301) 

E08 Audit Reports (FAR 15.4, FAR 42.1; AGAR 442.102;) 

E09 Contractor Notification of Limitation of Funds (FAR 52.232-22) 

E10 Assignment of Claims (FAR 32.8) 
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TAB SECTION 

CONTRACT ADMINISTRATION 

E11 Payroll Reviews (FAR 22.406-6) Labor Compliance Checks (FAR 22.406-7) 

E12 Disputes/Claims (FAR 33.2; AGAR 433.2) 

E13 Liquidated Damages Assessments (FAR 11.5 and FAR 36.206) 

E14 Suspension of Work / Stop Work Order (FAR 42.13) 

E15 Cure Notice /Show Cause Letter (FAR 49.402-3(d), FAR 49.607, FAR 49.402-3(e)) 

E16 Termination for Convenience/Default (FAR 49) 

E17 Interim / Annual / Final CPARS and/or FAPIIS Performance Evaluation  (FAR 42.1502, FAR 42.1503(f), AGAR 442.1502, Proc Adv. 
No. 96A; AOP #21) 

E18 Miscellaneous Correspondence / Memos (FAR 4.803(a)(40)) 

E19 Freedom of Information Act Requests (FOIA) (FAR 24.2) 

E20 Other (Software License Agreements (FAR 12.212, FAR 27.400; DR5000-4), Warranty Info (FAR 46.7, FAR 12.404), etc. 

E21 Authorization to use Government Supply Sources (FAR 51.102) 

E22 GFE/GFP Inventories and Disposition of GFE/GFP (FAR 45.201, FAR 45.5, FAR 45.6) 

E23 Engineering Change Proposal (FAR 48) 

E24 Royalty, Invention, Copyright Reports (FAR 27.2, FAR 27.4) 

CONTRACT CLOSEOUT 

F01 Contract Completion Statement, Closeout Letters / Memorandum (FAR 4.804; Proc Adv. No. 93B) 

F02 Audit Information 

F03 Contractors Release of Claims 

F04 Other Closeout Documentation 

March 20, 2017
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USDA-DM-OPPM-POD 
MODIFICATION INDEX 

Contract No.:  

Modification No.: 

Purpose of Modification: 

Contractor Name/POC: 
Contract Specialist: 
Contracting Officer: 

TAB 
CK 

BOX 

01 IAS Requisition (FAR 32.7, AOP#20) 

02 Independent Government Estimate (FAR 4.803, FAR 7.105) 

 03  SOW, PWS, SOO 

 04  Sole Source/Brand Name (AOP#5/AOP#10), AAR (Proc Adv. No.  53A), Review of Advisory Assistance and Professional Services (Proc 
Adv. No. 91D), Waivers, etc. 

 05  Correspondence (e.g., option notification letter (FAR 17.207(a)), Contractor request for equitable adjustment, etc.) 

06 Determination & Finding or Any Other Justifications (Exercise of Options (FAR 17.207(f); Proc Adv. No. 117) 

07 Request for Proposal 

08 Contractor Proposal 

09 Technical Evaluation 

10 Audit / Cost / Price Analysis  (FAR 15.404-2) 

11 Price Negotiation Memorandum 

12 Certificate of Current Cost / Price Data >$750K) (FAR 15.403-4(iii)) 

13 Assignment of Claims / Novation Agreement (FAR 32.8; FAR 42.12) 

14 Wage Determination Revision 

15 Termination Settlement 

16 Consent of Surety and Increase of Penalty (if additional bond coverage is required for modifications that increase contract value) 

17 SAM (Active registration, no exclusions, and Reps and Certs.) 

18 CO Review/ Contract Board/ Peer / COR / OGC Reviews (DR 5000-4; AOP #8) 

19 Congressional Notification (modifications >$1M) (FAR 5.303; AGAR 405.303) 

20 Fully Executed SF 30 Modification and FPDS Report (FAR 4.602; Proc Adv. No.72) 

21 Distribution of Modification (Email / confirmation to: Contractor, COR/Technical POC, SBA, etc.) 

22 Other: 
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