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CONTRACT FILE CHECKLIST

CONTRACT NUMBER ACTIVITY
INSTRUCTIONS: File in Chronological Order
TAB A CHECK CHECK
NO. PRE-CONTRACT DOCUMENTS F | no. CORRESPONDENCE "
(Typical Contents FAR 4.803) APPL APPL
1 Purchase Requgst with Supporting Documents I:' 1 Protest After Award :
to Include Drawing 2 Notice to Proceed
2 Standard Form 98 ] 3 Pre-Performance Conference Minutes, AF Form 3035 [ ]
3 Project Review Correspondence [ ] 4 Subcontractors, SF 1413 [ ]
4 | Acquisition Plan [ ] 5 | Materials Submittals, AF Form 3000 [ ]
5 Small Business Coordination Record, DD Form 2579 ] 6 Delinquent Performance Notifications [ ]
6 Synopsis, Pre-solicitation Notice (Construction I:' 7 Official Correspondence (Except Labor) :
Contract), SF 1417
7 Source List [ ] [ ]
8 Sources Denied Solicitation and Explanations [ ] [ ]
9 Determination and Findings/J & A [ ] [ ]
10 Solicitation and Amendments [ ] TAB D
11 Pre-Bid Conference | CONTRACT PROGRESS DOCUMENTS
12 Pre-Award Conference ] Contract Progress Schedule, AF Form 3064
icitati i ! When Contract Completed) |:|
13 Solicitation Review/HQ/Legal, Comments and D ( P —
Response 2 Contract Progress Report, AF Form 3065
14 Unsuccessful Bids/Proposals [ ] a. Contractor [ ]
15 Successful Bid/Proposal [ ] b. Inspector [ ]
16 | Abstract of Bids/Proposals [ ] 3 Inspection and Receiving Reports [ ]
17 Rejected Low Bid/Proposal [ ] 4 Notices of Final Inspection [ ]
18 Mistake in Bid/Proposal [ ] 5 Punch List Discrepancies [ ]
19 Protest Before Award [ ] 6 Contracting Officer's Memorandum of Field Visit [ ]
20 | Pre-Award Survey [ ] 7 QAE Appointment Letter [ ]
21 Determination of Responsibility [ ] 8 QAE Schedule/Logs [ ]
22 Certificate of Competency [ ] 9 CDRs [ ]
23 Technical Evaluation of Bid/Proposal [ ] 10 Contract Administration Plan/Schedule [ ]
24 Contractor's Price or Cost Data [ ] 11 Meetings with FAC [ ]
25 DCASR Pricing Comments [ ] 12 Contractor's Release of Claims [ ]
26 | Audit Report [ ] 13 Contract Completion Statement, DD Form 1594 [ ]
27 Copy of Pre-Negotiation Conference Minutes [ ] [ ]
28 Price Negotiation Memorandum, Preliminary/Final [ ] [ ]
29 EEO Clearance [ ] [ ]
[ ] TABE
[ ] PAYROLL AND LABOR COMPLIANCE RECORDS
TAB B 1 | Payroll Records [ ]
CONTRACT MODIFICATION 2 Labor Law Violations Correspondence [ ]
1 DD Form 350 [ ] 3 Invoices/Paid Vouchers [ ]
2 | JAG Review, AF Form 3059 [ ] 4 | Labor Interviews [ ]
3 Business/Contract Clearance Documents [ ] 5 Preconstruction Letter (FAR 22.406-1 (b)) [ ]
4 Award Synopsis [ ] [ ]
5 Bonds/Insurance/AF Form 3012 [ ] [ ]
6 Contract Distribution List [ ] [ ]
7 Contract/Modification with Supporting Documents [ ] TAB F
8 Notice of Award ] CONTRACT FILE INDEX
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U.S. Air Force Document: afrc125: Free Downloads

Download any U.S. FedForm (free, fillable, savable in Adobe Reader)!
Start with the" Flash Demo" at the top of the following page:
www.usa-federal-forms.com

Convert any fillable PDF form to savable (locally, in Adobe
Reader):
www.savePDF.com

Convert any document (in any format) to PDF fillable and savable:
www.FillinDocs.com

All (10's of 1,000's) U.S. Federal Forms already fillable, savable:
www.usa-federal-forms.com

About the ITAOP/savePDF Method

The traditional Field-by-Field creation process is extremely ineffective
and slow.

The only realistic option to create high-quality forms is the Insert-Text-
Anywhere-on-Page (ITAOP) method.

The field creation process is about 10,000 times faster than the
traditional method: the list of ITAOP features is not even available for
the traditional method.

ITAOP savePDF method proved to be very simple and completely
reliable for millions of users all over the world (incl. individuals,
companies, organizations, government employees).
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