ENCLOSURE 4

UNIFORM FILING SYSTEM FOR CONTRACTS


Applicability:

All contracts
Purpose:

Provides uniform guidance for filing contractual documents

Effective Date:
At the start of the next option period 

File all official contract correspondence in accordance with the uniform filing system for contracts outlined on pages 1 through 2 of this section.  There are 6 parts to the filing system as follows:

Part 1 - Executed Contract and all Modifications
Part 2 - Subcontracts and Related Materials

Part 3 - Contract Tasks and Other General Correspondence

Part 4 - CDRL(s) and Other Contract Deliverables

Part 5 - Payments and Expenditures

Part 6 - Contract Closeout Records

DECISION RULES FOR FILING

a. All documents are filed in folders that are listed alphabetically by subject in the appropriate section; the documents are filed chronologically by date in ascending order within each folder.

EXCEPTION:  The basic executed contract and all modifications are filed at the beginning of Part 1.
b. It is not necessary to build a whole new set of files for each option period.  The contracting officer may request that a tab for each option period be inserted in continuous files for items like Modifications, Resource Sharing, Resource Support, Special & Emergent Care, and CDRL(s).

c. The cognizant Contracting Officer or Contract Administrator will designate the proper file location in the upper right hand corner of each document so that administrative support staff will know where to file documents.  The Documentum System contains a field for the file location for each document.  The file location on the document and the file location in the Documentum System shall match.

d. File the document by subject, using the subject line of the document.  When no subject line appears on the document, it should be filed by the subject indicated in the upper-right hand corner by the cognizant Contracting Officer or Contract Administrator.

e. A separate folder will be established for each delivery and task order.



Filing shall follow the same filing format described above (e.g., Part 1, 2, 3, etc.).

Part 1 - Basic Procurement Document and Related Materials with Index
Executed Contract and all Modifications
Current Chronological List Identifying the Awarding and Successor Contracting Officers, 
With Inclusive Dates of Responsibility FAR 4.803(41)
Part 2 - Subcontracts and Related Materials

Subcontracts

Subcontract Consent

Subcontracting Plans/Reports/Standard Forms 294 and 295

Part 3 – Contract Tasks and Other General Correspondence

All documents not applicable to Parts 1, 2, 4, 5, and 6. 
Within Part 3, Topical file section may be identified (e.g., On-site Reviews, Property Control section, etc.)

Part 4 – CDRL(s) and Other Deliverables

Any documentation which is a deliverable under the contract.
Part 5 – Payments and Expenditures

Assignment of Claims

DD Form 250/Receiving Reports

Invoices and Paid Vouchers

Provisional and Other Special Payments

Part 6 - Contract Closeout Records
Closeout Actions

Closeout Audits

Final Contractor Performance Assessment Reporting System (CPARS) Report or cross reference to Part 3
Contract Completion Statement

Contractor’s Release of Claims

Other Contract Closeout Documents

All Delivery Orders, modification to delivery orders, and task orders are filed behind Part 5 in a 5-part file folder.  Each delivery order is filed in a separate folder.  Each folder follows Part 1-6 file format.
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