ENCLOSURE 3
PREAWARD SUPPORTING DOCUMENTS CHECKLIST

	Contract Specialist Name:
	Solicitation Number:

	Title:
	Other:


	TAB
	FILE A:  REQUIREMENTS, ACQUISITION PLANNING, AND APPROVALS
	YES
	NA
	REMARKS

	1
	Purchase Request/Commitment with PWS/SOW/SOO
	
	
	

	2
	Independent Government Cost Estimate (IGCE)
	
	
	

	3
	Procurement Acquisition Lead-Time Reports (PALT) 
	
	
	

	4
	Acquisition Plan 
	
	
	

	5
	Source Selection Plan 
	
	
	

	6
	Market Research and Industry Forum 
	
	
	

	7
	SSEB (Technical, past performance, cost/price) Nomination/Appointment Letters
	
	
	

	8
	SSAC (if used) Nomination/Appointment Letters 
	
	
	

	9
	SSA Nomination/Appointment Letter
	
	
	

	10
	Nondisclosure Statements (File Alphabetically)
	
	
	

	11
	Advisory and Assistance Services 
	
	
	

	12
	E98 and Wage Determination 
	
	
	

	13
	Small Business Coordination Record (DD Form 2579)
	
	
	

	14
	J&A for Other than Full and Open Competition
	
	
	

	15
	Determination and Findings (Identify each D&F filed)  
	
	
	

	
	a.
	
	
	

	
	b.
	
	
	

	
	c.
	
	
	

	
	d.
	
	
	

	
	e.
	
	
	

	
	f.
	
	
	

	16
	Memo for Technical Performance Incentives 
	
	
	

	17
	Memo for Liquidated Damages 
	
	
	

	18
	Legal Review 
	
	
	

	19
	Acquisition Peer Review (TMA Form 703) 
	
	
	

	20
	General Correspondence
	
	
	

	21
	Other:
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Contract Specialist Name:
	Solicitation Number:

	Title:
	Other:


	TAB
	FILE B:  SOLICITATION PHASE DOCUMENTS
	YES
	NA
	REMARKS

	1
	Synopsis 
	
	
	

	2
	Solicitation 
	
	
	

	3
	Amendments
	
	
	

	4
	Legal Review 
	
	
	

	5
	Acquisition Peer Review (TMA Form 703) 
	
	
	

	6
	List of Sources Solicited
	
	
	

	7
	Offerors Questions/Government Responses Before Proposal Receipt
	
	
	

	8
	Request for Data Tapes
	
	
	

	9
	Waivers of Cost Accounting Standards (CAS) 
	
	
	

	10
	Organizational Conflict of Interest
	
	
	

	11
	Preproposal Conference 
	
	
	

	12
	No Bid Responses
	
	
	

	13
	Site Visit
	
	
	

	14
	General Correspondence
	
	
	

	15
	Other:
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Contract Specialist Name:
	Solicitation Number:

	Title:
	Other:


	TAB
	FILE C:  EVALUATION PHASE DOCUMENTS
	YES
	NA
	REMARKS

	1
	Unsuccessful Offers*
	
	
	

	2
	Successful Offerors Reps. & Certs. and documentation verifying responsiveness**
	
	
	

	
	a. Initial Proposal
	
	
	

	
	b. Updates to Proposal
	
	
	

	
	c. Final Proposal
	
	
	

	3
	Abstract of Bids/Proposals
	
	
	

	4
	DCAA Audit/Field Pricing Request and Report
	
	
	

	5
	Cost/Price Analysis, SSEB, and SSAC Reports
	
	
	

	6
	Competitive Range Determination 
	
	
	

	7
	Formal Communications/Discussions with Offerors 
	
	
	

	8
	Preaward Survey
	
	
	

	9
	Determination of Responsibility 
	
	
	

	10
	Subcontracting Plan and Review/Approval Documentation 
	
	
	

	11
	EEO Preaward Clearance Request and Approval
	
	
	

	12
	Source Selection Decision Document (SSDD)
	
	
	

	13
	Legal Review 
	
	
	

	14
	Acquisition Peer Review (TMA Form 703) 
	
	
	

	15
	General Correspondence
	
	
	

	16
	Other:
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


*IAW FAR 4.803(a)(10), unsuccessful offers may be maintained separately, if cross-referenced to the contract file.  The only portions of the unsuccessful offer that need to be retained are completed Sections A, B, and K; technical and management proposals; cost/price proposals; and any other pages of the solicitation that the offeror has altered or annotated.  Additionally, the internal responsiveness memorandum should be maintained with each unsuccessful offer.  These documents shall be retained in the secure room.
**TAB 2 should include documentation that verifies the specialist reviewed the proposal for responsiveness including Section K for any discrepancies and note any that were found.

	Contract Specialist Name:
	Solicitation Number:

	Title:
	Other:


	TAB
	FILE D: AWARD
	YES
	NA
	REMARKS

	1
	Notice of Award
	
	
	

	2
	Congressional Announcement
	
	
	

	3
	Synopsis of Contract Award 
	
	
	

	4
	Notice to Unsuccessful Offerors 
	
	
	

	5
	Debriefing 
	
	
	

	6
	Contracting Action Report (FPDS-NG Report) 
	
	
	

	7
	Contract and Distribution Record (TMA Form 714) 
	
	
	

	8
	Original Award/Contract 
	
	
	

	9
	General Correspondence
	
	
	

	10
	Post Award Orientation Conference Checklist or Post Award Letter  
	
	
	

	11
	Notice of Award to SBA to include Subcontracting Plan
	
	
	

	12
	Other:
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


*Refer to 

TMA Form 814
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