COMPLIANCE INSPECTION CHECKLIST
Management of the Acquisition Function
Step 1: Acquisition Activity Procedures and Functions.
a. Does the contracting staff understand the mission and function of the contracting office?
b. Is undue pressure placed on contracting personnel?
c. Are there standard operating procedures (SOPs) that govern operations of the organization?
- Are PIIN registers maintained and numbered as required for each fiscal year?
- How are workload assignments established (e.g., by services, commodities, construction, customer)?
- How does the contractor invoice and how are payments being made? 
- Does the contracting office conduct training for CORs/FOOs/OOs/GCPC holders?
Step 2: Requiring Activity Coordination.
a. Are requiring activities advised of the lead times necessary to initiate and complete the contractual obligation of funds?
b. Is teaming a routine practice in preparing contract packages and program strategies?
c. Does the contracting office have training material that they provide to their customers?  Is a customer education/training program established and maintained to explain contracting procedures (e.g. Form 9, QA, small business, lease purchase, MIPR, BPA, GPC, ratification, etc.), provide help with developing requisitions for requirements, develop and maintain “open” lines of communication, and stress the importance of meaningful partnerships with customers and contractors to ensure the goals and objectives of the  mission are met to the maximum extent practicable.  
Step 3: Office Automation.
a. Are there any office automation issues which require Command assistance or support?
Step 4: Acquisition Reports and Reviews.
a. Does the contracting function receive notification of contracting (e.g., policy) changes and if so, implement the changes?
b. Are recurring reports sent to higher headquarters?
Step 5: Socio-economic Goals.
a. Are CCOs officers making a reasonable effort to utilize “Best Value” procedures to promote as a socio-economic factor in evaluating contract awards?  
Step 6: Standards of Conduct.
a. Is the required ethics training presented at least annually?
Presolicitation
Step 1: Initial purchase tasking receipt and review.
a. Do the purchase requests received adequately describe the requiring activities’ needs, provide for identification and accountability control? Are they adequately funded, signed, dated, approved by appropriate persons and contain supporting documents, if required?
b. Do the purchase descriptions or performance work statements received describe requirements that are appropriate for this contracting office to purchase? Should another contracting office/activity make the purchase?
c. Are descriptions of the Government’s needs stated in terms sufficient to conduct market research (FAR 10.002)?
d. Has market research been conducted to determine if commercial items or non-developmental items are available to meet the Government’s needs or could be modified to meet the Government’s needs (FAR 10.002(b)?
e. Does the Independent Government Estimate (IGE), if required, appear reasonably accurate and complete?
f. Do the blue prints and drawings, if required, appear reasonably accurate, complete and can be provided electronically?
g. Are the purchase requests for items delivered after the fact (unauthorized commitments) processed according to ratification procedures (FAR 1.602-3) and are trends being tracked and education/training occurring with customers?
h. Does the COCO regularly monitor the backlog and age of purchase requests and provides status to customers? 
i. Did the CCO ensure funds were available or expressly condition the contract on fund availability prior to contract execution?
Step 2: Acquisition method selection and planning.
a. Are “Lessons Learned” considered in the preparation of a new solicitation to fill recurring annual requirements? (That is, are rotations of personnel in and out of the office causing a continuous learning curve in operations?)  If so, what actions has the Office taken to overcome this obstacle?
b. Is the type of contract selected the result of analyzing the requiring activity’s requirements (e.g., Performance Based; not merely repeating the last selection for a similar requirement) and determining what would promote the Government’s interests (FAR 16.102)?
c. Does the request for approval to use an UCA adequately justify the urgency to begin performance prior to definitization, contain an adverse impact on mission statement, and has it been authorized (DFARS 217.7404-1)?
Step 3: Competition Considerations.
a. Is the urgency exception to full and open competition being properly applied and not just based on a high priority purchase request (FAR 6.302-2)?
b. Are justifications for other than full and open competition (including amendments to justifications) approved in writing at the appropriate level (FAR 6.304)?  Do files contain CCO statement when using other than full and open competition less than the SAT?
c. Are J&A’s assigned a control number by the SCO? 
d. Are orders issued, under multiple delivery order contracts or multiple task order contracts, giving all awardees a fair opportunity to be considered for each order in excess of $25,000.00 (FAR 16.505)?
Step 4: Solicitation preparation and review.
a. Do solicitation(s):
1. Do the solicitations conform with the Uniform Contract Format, if applicable (FAR 14.201-1 or FAR 15.204-1)?  If using the Commercial Item format, does it have a reasonable placement of clauses, provisions and requirements?
2. Forms and clauses conform to the FAR or DFARS or have deviation approval (DFARS 201.402(3))?
3. Requiring a Policy and legal sufficiency review prior to issuance, receive the required review?
b. Do the Instructions, Conditions and Notices to Offerors (when appropriate) specify in sufficient detail the format and structure (i.e. size print, numbering of pages, etc.) with which each offer is expected to comply?  
c. Do BPAs have the mandatory terms and conditions and do the CCOs rotate the vendors?
d. Do the CCOs solicit one source for items under the micro purchase threshold? 
e. Did the CCO get the salient characters on “brand name or equal” requirements?  Is required J&A processed?
f. Did the CCO justify in writing the quantities or term under option, the notification period for exercising the option, and any limitation on option price?  (FAR 17.203)
Step 5: Solicitation public notices and announcements.
a. Are solicitation notices publicized?
Solicitation, Evaluation, and Award
Step 1: Solicitation distribution, amendment, and cancellation.
a. Is the publication, “Lists of Parties Excluded from Federal Procurement or Nonprocurement Programs”, checked before placing vendors on the solicitation mailing list?
b. Is the local vendor database updated to determine if a contractor responsibility? 
Step 2: Proposal closing.
a. Are procedures followed on the receipt and handling of proposals and quotations (FAR 15.207)?
b. Are procedures followed on the disclosure and use of information in the proposals (FAR 3.104-5)?
Step 3: Responsiveness and certifications.
a. Are appropriate representations and certifications required by the solicitation provided by the offeror prior to award?
Step 4. Mistakes and protest resolution.
a. Do CCOs consider, resolve, or forward, as appropriate, all protests filed that relate to either their solicitations or procedures (FAR 33.102)?
Step 5: Technical Evaluation.
a. Are the technical factors developed specifically for each acquisition, i.e., technical approach, management approach, experience and personnel qualifications?
Step 6: Cost evaluation.
a. Is the relative importance between cost or price and the non-cost factors reflected in both the solicitation and weights or priority statements in source selection plan?
b. Is cost evaluated in every source selection (FAR 15.304(c)(1))?
Step 7: Past Performance Evaluation.
a. Is past performance being evaluated as appropriate, or the file documented by the CCO (FAR 15.304 (c)(3))?
Step 8: Responsibility determination and certification of competency.
a. Do CCOs place the required written determination of non-responsibility in the contract file when rejecting prospective offerors as non-responsible (FAR 9.105-2 (a))?
Step 9: Obtaining approvals and congressional notices prior to award.
a. Do the contract files reflect the obtainment of appropriate award approvals and signature authorities?
b. Are public announcements and the release of contract award information in compliance with regulatory requirements (FAR 5.303)?
Step 10: Contract distribution, synopsis, and notice of award.
a. Are contract awards synopsized as required?
b. Are steps taken to ensure that the notice of award is received in a timely manner, particularly where the successful offeror must “mobilize” subcontractors and equipment?
c. Does the UCA definitization schedule contain all FAR 16.603-2(c) and DFARS 217.7404 requirements, a ceiling not to exceed price, and appropriate contract clauses (FAR 16.603, DFARS 216.603-4, DFARS 217.7406)?
Contract Administration
Step 1: Functional representatives’ responsibilities and limitations.
a. Are qualified individuals selected as CORs (DFARS 201.602-2)?
b. Do CORs’ written designations clearly indicate their authority and limitations?
c. Are inspectors, functional managers, and others routinely involved in performing contract administration functions, advised of their duties and responsibilities in contract administration?
d. Do delegations of the contract administration functions normally include the authority to deobligate excess funds (FAR 4.804-5 and 42.302 (a)(70)).
e. Have the COR’s and OO’s records been validated every 12 months to ensure compliance with the terms of the contract?
Step 2: Post-award orientation conferences.
a. Is consideration given to the need for post-award orientation conferences to foster a mutual understanding of the contractual agreement and the responsibilities assigned (FAR 42.502)?
Step 3: Contract modifications.
a. Is legal counsel requested to make a legal sufficiency determination prior to effecting a supplemental agreement?
b. Is a deviation approval requested when a clause other than a standard clause is to be used? 
c. Are requiring activities prevented/prohibited from making changes to contracts and retroactively processing them through the CCO?
d. Are change orders only issued for work within the scope of the contract (FAR 43.2)?
Step 4: Government property administration.
a. Are contractors required to publish a property control system describing the procedures and techniques to be used in managing Government property (unless the Government Property Administrator determines it unnecessary)?
b. Is regulatory guidance followed to determine contractor liability should Government property become lost, damaged, destroyed or unreasonably consumed (FAR 45.504)?
c. Has it been determined to be in the best interest of the Government to provide additional Government property beyond that required under contract?
Step 5: Quality assurance.
a. Are nonconforming supplies or services offered to the Government rejected except as provided in applicable regulations (FAR 46.407)?
b. Is contractor performance of service contracts monitored according to established surveillance plans?
Step 6: Delinquency Actions and Terminations.
a. Do CCOs take timely action to alleviate or resolve delinquencies?
b. Are excess funds from terminated contracts de-obligated by the responsible CCO in a timely manner?
c. Are negotiation settlements promptly scheduled and audit reviews and negotiations tracked to ensure prompt settlement of termination actions (FAR 49.101(d))?
Step 7: Defense Contracting Audit Agency (DCAA) audits on cost reimbursement contracts.
a. Are determinations regarding the allowability of incurred cost on cost reimbursement contracts consistent with the factors to be considered in determining allowability (FAR 31)?
b. Are final cost determinations that are inconsistent with the auditor’s advice supported by a memorandum in the contract file describing the pertinent events and factors considered in reaching the decision?
c. Are the reimbursements due the Government after final audit promptly processed for collection?
Step 8: Receiving reports, acceptance, final payment, contract completion and contractor evaluation.
a. Are decisions either to accept or reject supplies or services documented and distributed in a timely manner?
b. Are all contractual claims and obligations satisfied on physically completed contracts prior to contract closeout, and did the CCO follow proper procedures in determining and processing the claim(s) (FAR 33.2)?
c. Are contractor performance assessment reports (e.g., PARs, CPARS) being prepared?
d. Are contract administration offices initiating administrative closeout of the contract after receiving evidence of its physical completion (FAR 4.804-5)?  
Special Acquisition Situations and Requirements
Step 1: Simplified Acquisition Procedures.
a. Is a source list being maintained (FAR 13.102)?
b. Are files reviewed to ensure that:
1. Requirements are not split or manipulated to avoid the SAT (FAR 13.003 (c))?
2. Related items are consolidated when practical and advantageous (FAR 13.101 (b))?
3. Unpriced orders contain appropriate monetary limitations (FAR 13.302-2 (c))?
4. Price reasonableness is adequately documented (FAR 106-3)?
c. Are existing agreements (i.e. Federal Supply Schedules, Blanket Purchase Agreements, other activity/agency contracts etc.) used?
d. Are recurring orders evaluated at least annually to determine the appropriateness of either establishing, updating or canceling BPAs (FAR 13.303-2 & 13.303-6)?
e. Are OOs:
1. Appointments limited to those situations essential for the efficient operation of the contracting mission?
2. Activities physically inspected or reviewed, at least once each year?
Step 2: Construction Requirements.
a. Is a release of all claims or liens against the Government obtained prior to final payment (FAR 52.232-5)?
b.   Did the CCO properly synopsize the construction requirements?
Step 3: Services and Performance Based Contracting.
a. Are formal measurable (i.e. in terms of quality, timeliness, quantity, etc.) performance standards and surveillance plans developed to monitor the services to be performed (FAR 39.103)?
Step 4: Undefinitized Contract Actions (UCAs).
a. Has the statutory limitation on obligation and expenditure of funds prior to definitization been adhered to, e.g., not more than 50 percent of ceiling price or 75 percent with receipt of a qualifying proposal (DFAR 217.7404-4)?

b. Are UCAs definitized in a timely manner, e.g., within 180 days or before 50 percent of the not to exceed price is expended (75 percent with receipt of a qualifying proposal) or, if extended, 180 days after contractor submission of a qualifying proposal (DFAR Is a release of all claims or liens against the Government obtained prior to final payment (FAR 52.232-5)?

If the contractor did not submit a qualifying proposal in accordance with the definitization   schedule (within 180 days or prior to the date on which the amount of funds spent under the contract action is equal to more than 50 percent of the not-to-exceed price), did the CCO suspend or reduce progress payments under FAR 32.503-6 or take other appropriate action (DFARS 217.7404-3).

Congressional Notification Procedures.  Awards using appropriated funds must follow the Congressional Notification Procedures in DFARS 205.303 unless an exception listed in FAR 5.202 applies.  The reachback office can assist in preparing Congressional notifications to alleviate burden to forward deployed units/CCOs. 

