Enclosure 6

CONTRACT FILE CONTENT INDEX 

FOR SIMPLIFIED ACQUISITION PURCHASES


INSTRUCTIONS:  Applicable documents to be filed in chronological order under designated tabs, with the oldest document on the bottom.  Tabs under each file will be numbered with the highest number on top.  If an additional file folder is needed for a tab, annotate this on the index.
	FILE NO.:
	

	
	

	PURCHASE REQ. NO:
	CONTRACT NO:

	DESCRIPTION:
	CONTRACTOR NAME:

	SOLICITATION NO:
	CONTRACT PRICE:

	
	PERIOD OF PERFORMANCE:

	FILE A
	PRE-SOLICITATION DOCUMENTS
	FILE C
	PREAWARD/CONTRACT DOCUMENTS

	Tab No.
	
	Tab No.
	

	1
	Purchase Request/Fund Certification
	1
	Synopsis of Award

	2
	Independent Government Cost Estimate (IGCE)
	2
	Contract Action Report
In File  FORMCHECKBOX 
  In FPDS   FORMCHECKBOX 


	3
	Statement of Work/Item Description
	3
	Protests (Prior to & After Award)

	4
	Source List, Market Research, Contractor Central Registration (CCR) confirmation, Excluded Parties List System documentation, and other source information.  NAICS Code and Small Business Size Standard Information.
	4
	Original Executed Purchase/Delivery Order

	5
	Notice of Intent to Make a Service Contract and Response to Notice Standard Form E 98/98a, and Wage Determination
	5
	Order Information/Distribution Record

	6
	Brand Name or Equal Justification
	6
	Other

	7
	Federal Prison Industries Clearance
	
	

	8
	National Industries for the Blind/Severely Handicapped (NIB/NISH) Waiver
	
	

	9
	Small Business Coordination Record (DD Form 2579)
	
	

	10
	Justifications and Approvals (J&A)
	File D
	CONTRACT ADMINISTRATION

	11
	Pre-Solicitation Notice/Synopsis
	Tab No.
	

	12
	Other: 
	1
	Executed Modifications with supporting documentation 

	
	
	2
	Performance Documentation

	
	
	3
	Contract Administration Correspondence

	
	
	4
	Contract Action Report
In File FORMCHECKBOX 
   In FPDS   FORMCHECKBOX 


	File B
	Solicitation/Amendment and evaluation Documents
	
	

	Tab No.
	
	
	

	1
	Solicitation with Amendments
	
	

	2
	Site Visits
	
	

	3
	Offeror Questions/Government Responses
	
	

	4
	Evaluation of Offers and Price Reasonableness Determination.
(Includes past performance assessment))
	File E
	RECEIVING/PAYMENT

	5
	Pre/Post Negotiation Memorandum (if negotiations occur)
	Tab No.
	

	6
	Successful Offeror’s Representations and Certifications: Verification through Online Representations and Certifications Application (ORCA)
	1
	Invoices and Paid Vouchers

	7
	General Preaward Correspondence
	2
	Receiving Reports (DD250)

	8
	Legal Review
	3
	Supporting Documents

	9
	Other:
	4
	Other:

	
	
	
	

	
	
	File F
	CLOSEOUT

	
	
	Tab No
	

	
	
	1
	Closeout Actions

	
	
	2
	Other
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