ENCLOSURE 13
COMPRIZON

ELECTRONIC FOLDER AND FILE NAMING CONVENTION
FOR THE UNIFORM FORMULARY BLANKET PURCHASE AGREEMENTS
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





UF BPA (A new subfolder has been established below PHAR)




Pre-QUALITY




Pre-TNEX-NSW

General Uniform Formulary (UF) documents, including all documents not related to a particular set of quarterly DoD Pharmacy and Therapeutics (P&T) committee reviews, will be filed at the UF BPA root folder.  Additionally, subfolders whose name identifying the quarterly P&T committee review (e.g., FY05 Qrtr 2) will be established.  Each of the quarterly subfolders will contain the Tab (for Paper filing) and folders (Electronic Folder Name) identified in the table below.

For example:




N:\Pre-PHAR\UF BPA





Review Period (e.g. FY05 Qtr 2) 








Tab A - RFQ Web Postings









Tab B - P&T Minutes









Tab C - BPA Minutes









Tab D - TMA Director Decision









Tab E - Drug Class (e.g. Proton Pump Inhibitors)










Quotes Rcvd












Executed BPAs  









Tab F - Protests










Tab G - General

POST AWARD DOCUMENTS

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




DENTAL




OTHER




PHAR





UF BPA (A new subfolder has been established below PHAR)




QUALITY




TNEX

Subfolders whose name will identify Drug Class (e.g. Proton Pump Inhibitors, FY05 Qrtr 2) will be established.  Each of the drug class subfolders will contain the Part (for Paper filing) and the folders (Electronic Folder Name) identified in the table below.

For example:





N:\PHAR\UF BPA






Drug Class (e.g. Proton Pump Inhibitors, FY05 Qtr 2)







Part 1 Executed BPA








Part 2 General BPA Administration
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