ENCLOSURE 10
COMPRIZON
ELECTRONIC FOLDER AND FILE NAMING CONVENTION
FOR THE CURRENT TRICARE CONTRACTS
PREAWARD DOCUMENTS
The shared N drive located on the densodb05\k_dirs server has the following primary pre-award folders:



Pre-DENTAL




Pre-OTHER




Pre-PHAR




Pre-QUALITY




Pre-TNEX-NSW

Each of these primary pre-award folders will contain a subfolder whose name will be the solicitation number (e.g., 03R0004).  Each of the solicitation subfolders will contain the folders (Electronic Folder Name) identified in the table below.

For example:




N:\Pre-QUALITY





03R0004








Requirements-A







PALT-A
	Paper Copy
File Tab
	Electronic Folder Name

	Electronic Folder Description (Definition)
	Sample Documents
to be Saved in Folder


	File Naming Convention (Only those files required to launch Comprizon)

	File A

OR

For Simplified Acquisitions – File A
	Requirements-A
	Documents the government generates determining what will be purchased.
	· Industry Forum
· Pre-Solicitation Phase Documents
· Requirement Statements
	No file naming convention

	File A

Or 

For Simplified Acquisitions – File A
	PALT-A


	Procurement Administrative Lead Time

	· PALT is currently in a word table not generated within Comprizon.Buy system.

· Retain all versions in this folder

· Letters, time-lines, notification

· Correspondence
	No file naming convention

	File A

Or 

For Simplified Acquisitions – File A
	NonDisclosure-A


	Folder will contain blank forms – signed forms can be sent directly to Documentum for scanning.
	· Conflict of Interest Forms (Blanks)

· Investigations

· Non-Disclosure Form (Blanks)


	No file naming convention

	File A

Or 

For Simplified Acquisitions – File A
	KO Det_Plans-A

	Determinations, Findings, Justifications and Plans for Pre-award activities

	· Acquisition Plans

· Evaluating Guideline Documents

· Justifications

· Determinations and Findings

· Written Response Determination

· Listing of unsuccessful offers or quotations
	No file naming convention

	File B

Or 

For Simplified Acquisitions – File B
	Sections-B
	Sections of Solicitation
	· SF33

· Sections B-M 
Section B - A separate document may be created to include additional narration of line item description.
	No file naming convention

	File B

Or 

For Simplified Acquisitions - File B 
	Attachments-B
	Exhibits, enclosures and attachments to solicitation
	· Data Files for Solicitation
· Manuals
	No file naming convention

	File B
Or

For Simplified Acquisitions – File B
	Amendments-B
	A change to a solicitation, usually numbered 0001, 0002, etc.
	· SF30

· Drafts (drafts are to be deleted when complete).  CO will provide instructions if versions are to be kept of the draft documents.
· Final
	No file naming convention

	File B

Or 

For Simplified Acquisitions - File B
	Solicitation Q&As-B
	Questions submitted during the solicitation period.
	· Working Files

· Proprietary Q & A letters/Questions
	No file naming convention

	File B
Or 

For Simplified Acquisitions - File A (if applicable)
	PreProp Conf-B
	Documentation related to setting-up and conducting pre-proposal conference.
	· Notifications

· Minutes

· Presentations

· Agendas

· Questions addressed at pre-proposal process
	No file naming convention

	File C

Or 

For Simplified Acquisitions – File B
	Proposals-C

Secure Area (Only specific individuals will have access)

These documents are partially kept in EZ Source.  After July 14, 2003 - Once contract is awarded all proposals will go to the Documentum system.
	Offerors’ response to solicitation.
	· Electronic versions of proposals


	No file naming convention

	File C

Or 

For Simplified Acquisitions - File B (if applicable)
	Oral Presentations-C

Secure Area (Only specific Individuals will have access)
	Documentation involved in preparing, conducting and documenting the oral presentation process with exception of the evaluations.


	· Scripts

· Guidelines for Oral Presentations

· Instructions to Evaluation Panel Members

· Disaster Plans

· Documentation of a Disaster

CO will provide instruction to staff if document should or should not be saved.
	No file naming convention

	File C

Or 

For Simplified Acquisitions – File B 
	Evaluation-C
Secure Area (Only specific individuals will have access)


	Evaluation criteria and results


	· Reports

· Source Selection Decision Documents

· Evaluation Guide
	No file naming convention


ENCLOSURE 10

COMPRIZON

ELECTRONIC FOLDER AND FILE NAMING CONVENTION
FOR THE CURRENT TRICARE CONTRACTS
POST AWARD DOCUMENTS

The shared N drive located on the densodb05\k_dirs server has the following primary post award folders:




DENTAL




OTHER




PHAR




QUALITY




TNEX

Each of these primary post award folders will contain a subfolder whose name will be the contract number (e.g., 02C0013).  Each of the contract subfolders will contain the folders (Electronic Folder Name) identified in the table below.

For example:




N:\PHAR







02C00013









Mods










ModText











Suppdocs

	Paper Copy File Tab
	Electronic Folder Name 
	Electronic Folder Description (Definition)
	Sub Folders
To Electronic
 folder 
	Sample Documents to be saved in folder or subfolders
	File Naming Convention (only those files required to launch Comprizon)

	Tab A 
Or 

For Simplified Acquisitions - File D
	Mods
	Documents that pertain to the modification.


	ModText
--------------------------------
Sup_docs

	This document is attached in Comprizon.Buy and launches when print command is executed on modification.
------------------------------
Folder will contain the supporting documentation attached to Comprizon.Buy in the modification process. Support Documents will not automatically launch or print unless user requests.

	P12345.doc
Rule: Name limited to 6 characters in length.  First character is the modification type (A, P, Z), next 5 characters are the modification number.

--------------------------------------
97C5P118SecJ.doc
Rule: Name limited to 20 characters in length.  First 4 characters contract abbreviation, next 2 to 4 characters modification number, next 12 to 14 characters use if necessary to abbreviate subject of support document.



	Tab A 

Or 

For Simplified Acquisitions - File C for award

- File D for modifications
	Sections
	Contains contractual sections - Section A (SF33) through Section J.
	Conformed
--------------------------------
Sec.B

Sec-B History

Sec.C

Sec-C History

Folders for sections D - J will also be present.
	Folder will contain the conformed copy of the contract. 

------------------------------
Section B document 

Section B history documents

Section C

Section C History documents


	No filing naming convention
------------------------------------
SectionB.doc

(Latest Version) 

SecB_P305doc

Rule: Name limited to 9 characters in length.  First 4 characters are an abbreviation for the section, next character is an underline ( _ ), last 4 characters are an abbreviation for the mod number.
SectionC.doc

SecC_P305.do
Same Rule


	Tab B

Or 

For Simplified Acquisitions - File C for award
- File D for modifications
	Sup_docs
	Contain documents that support the funding request document.
	None
	· Statement of Work (SOW)

· Funding Request Documents –Waterfall (FRD)

· Correspondence
	WIC 97C3SOW.doc

Rule: Name limited to 20 characters in length.  First 8 characters are an abbreviation of title, next 4 characters contract abbreviation, last 3 characters an abbreviation of document type (e.g., SOW, FRD, IGCE).


	Delivery Order Folder

For Simplified Acquisitions - File D for modifications
	DO
	Documents pertaining to the delivery order.

	--------------------------------
DO Log

----------------------------
DO Text
-------------------------------

Modtext

--------------------------------

Sup_docs

	This document is attached in Comprizon.Buy and launches when the print command is executed on the award.  

-------------------------------

This file contains the delivery order number log.  Use of this log will prevent duplication of delivery order numbers.

----------------------------

Documents, excluding Mod Text, that are attached in Comprizon.Buy and launch when the print command is executed on the award.  See below for Mod Text.
------------------------------

This document is attached in Comprizon.Buy and launches when print command is executed on modification.

------------------------------

Folder will contain the supporting documentation attached to Comprizon.Buy in the modification process. Support documents will not automatically launch or print unless user requests.


	96C20110.doc

Rule: Name limited to 20 characters in length.  First 4 characters contract abbreviation, next 4 characters delivery order number.
--------------------------------------

DO Logfile  
--------------------------------------

The delivery order number (e.g. 0002)
--------------------------------------

96C20110-1A.doc

Rule: Name limited to 11 characters in length.  First 4 characters contract abbreviation, next 4 characters delivery order number, next character dash (-), followed by 2 character modification number.

--------------------------------------

96C20110-1ASOWa.doc

Rule: Name limited to 20 characters in length.  First 4 characters contract abbreviation, next 4 characters delivery order, next character dash (-) , next 2 characters modification number (if applicable) and last 9 characters an abbreviation of subject.

	Tab A, B, C, D or E

Or

For Simplified Acquisitions – File A, B, C, D or E
	Corres
	Correspondence as determined by CO.
	None
	Normally these are not linked to Comprizon.Buy.  
	No file naming convention

	Tab A, B, C, D or E

Or

For Simplified Acquisitions – File A, B, C, D, E or F
	Attachments
	Attachments as determined by CO.
	None
	Normally these are not linked to Comprizon.Buy.  
	No file naming convention

	Tab A, B, C, D or E

Or

For Simplified Acquisitions – File A, B, C, D, E, F or File C
	Exhibits
	Exhibits as determined by CO.
	None
	Normally these are not linked to Comprizon.Buy.  
	No file naming convention

	Not Applicable – This is where documents are placed for importing into Documentum.
	Documentum
	Folder contains the material scanned into the system for Documentum.

	Change Order 


Incoming 

Outgoing
Electronic 


Incoming 


Outgoing

Scans 

Incoming 


Outgoing


	All documents required to be stored into Documentum.

	No file naming convention



PAGE  
Enclosure 10

May 2007

