Contingency Contracting Checklist
Yes  No  N/A

	Pre Award Actions
	SERVICE CONTRACTS & RELATED PROGRAMS

	
	
	
	Statement of Work
	For services requests: Is the COR identified? Does the SOW should include a detailed, performance oriented description of what is expected of the contractor to meet the gov’t needs, not how it should be accomplished.  Formal Service Contract written IAW AFI 63-124 .

	
	
	
	
	For Contract Repair Service Requirement: Does the Sow include the following if necessary?
	1.	Whether a serviceable like item is available within the supply system.
	2.	Whether in‑house repair capability is available.
	3.	The nature of the equipment malfunction which indicates a need for repair.
	4.	Whether on-site repair is required. If so, state building number, room number, name and telephone number of contact point at the equipment location.

	
	
	
	Lease Vs Buy
	3.  Was a lease vs buy determination done if lease is more than 60 days? (Real Property must be acquired by CE AFI 32-9000) (Equipment – 7.4, Vehicles – 8.11, Gov Property – 45.6)

	
	
	
	Requirement
	4.  Is the SOW complete?  Are service requirements accurately stated? Purchased quantities are accuate and current; i.e. no payments for custodial service for buildings being renovated?

	
	
	
	J&A
	5.  Are J&As placed in the contract file when applicable?  Are they supported by written justification from the requiring activity?  (FAR 6.303)
      a.  (Between micro purchase & SAP) Other than Full and Open competition justification submitted by the customer? (AFFAR5313.106-1)
     b.  Out of Scope modifications
     c.  Oral Solicitation rather that written soliciation FAR 15.402(f)
     d.  Sealed Bidding FAR 6.401

	
	
	
	D&F
	6.  a.  To waive issuing a synopsis (FAR 9.105-2).
     b.  For personal vs nonpersonal services (FAR 37.103)
     c.  For Expert or Consulting Services (DFAR 237.104)
     d.  To exercise an option. (FAR 17.207 (c)
     e. Not to display contract actions: (FAR Part 5.101(a)(2)) (actions $5,000 to $25,000)
     f.  Letter Contract
    g.  UCA FAR 13.502

	
	
	
	Solicitation

	7.  a.  Are the evaluation factors for award of contract clear in the solicitation?  Is price an evaluation factor?  Does the solicitation state the relative importance of the evaluation factors?  (FAR 15.804-2)
      b.  Adequate response time provided? (30 days if >SAP not & commercial)(FAR 5.203(b)
      c.  Was Solicitation prepared IAW FAR 12.3, FAR 14.201 (IFB) & 15.406 (RFP/RFQ)
     d.  Was the offeror informed that multiple or partial award was contemplated, if applicable?

	
	
	
	Price Obj.
	8.  Are well-supported pricing objectives developed prior to entry into negotiations?  

	
	
	
	Bids
	9.  Are bids/offerors properly determined to be late? (FAR 14.304, 15.412( c), 52.214-7, and 52.215-10

	
	
	
	
	10.  Are late Bidders/offerors promptly nitified that bids/offers will not be considered (FAR 14.304-2, 15.412(d))

	
	
	
	Abstract
	11. Was an abstract of offorers completed?

	
	
	
	Price Reasonableness
	12.  Purchases over the micropurchase threshold contain appropriate documentation to support price reasonableness? (PNM/PCM/statement of price reasonableness)  (FAR 13.1062(d))

	
	
	
	PNM
	13.  a.  Are PNMs marked "For Official Use Only"?  
        b.  Are preliminary PNMs prepared for actions subject to the Air Force clearance process?  (AFFARS 5301.9008)

	
	
	
	KT Type MFR
	14.  For negotiated procurements, is there a determination for type of contract used in the file?  (FAR 16.103) (exceptions: FP <SAP)

	
	
	
	End Product
	15.  Has the Contracting Officer made a written determination of bona fide need when the service contract is for an end product (reports, surveys, audits, etc.)?  (AFFARS 5337.9001)

	
	
	
	Non-Comp. App
	16.  Are non-competitive acquisitions over  $10,000 being proved at the appropriate level?

	
	
	
	Notifiecation
	17.  Were unsuccessful offerors notified notified in accordance with FAR 15.1003?

	
	
	
	Legal Review
	18.  Is legal review obtained for all proposed contracts & contract actions of $100,000 or more?

	
	
	
	Clearance
	19.  Are contract clearances being processed as required?
   

	
	
	
	
	20.  Were clearances obtained prior to (1) issuance of requests for BAFOs or award without discussions in negotiated acquisitions; (2) award of sealed bid acquisitions; (3) award of streamlined source selections or noncompetitive acquisitions?  Were conditions of the clearance complied with?  (AFFARS 5301-9000)

	
	
	
	
	

	
	
	
	Clauses
	21.  a.  Is the Availability of Funds clause, FAR 52.232-18, properly included only in operation and maintenance and continuing services solicitations?  (FAR 32.703-2)
       b.  Does the clause “option to extend the term of the contract FAR 52.217-9 containd the number of months sufficient to cover the combined totals of  all performance periods, including 6 months sufficient to cover the combined totals of the performance periods, including 6 month extension identified in FAR 52.217-8?
       c.  Is the clause 52.232-34 (other than CCR), mandatory information for electronic funds transfer payment, include in acquisitions? FAR 32.1103(a) and (c ) 

	
	
	
	PIIN Log/Report
	22.  Was the PIIN Log Update? Was the DD 1057/DD 350 completed?

	Post Award Actions

	
	
	
	Options
	23.  a.  Was a letter sent to the using activity at least 120 days prior to expiration of the current term of the contract to determine if they want the option exercised?  (FAR 17.207)
        b.  Was the "Notice of  Intent to exercise the Option"  sent to the contractor during the time frame stated in the clause "Option to Extend the Term of the Contract?" (FAR 17.208g) 
       c.  Is there a determination in the file that it is in the best interest of the government to exercise the option?  (FAR 17.207 c)
       d.  Was the binding notice to exercise the option forwarded to the contractor at least 30 days prior to expiration date of the current performance? (17.207 a)
       e.  Modifications exercising options cite the option clause as the authority?  (FAR 17.207)

	
	
	
	Repair Services
	24.  Are contractors signing hand receipt documents for government property when performing off-site contract repair services?  (DD 1149 or AF 1297)  

	
	
	
	QAE
	25.  Was the QAE appointed and trained?

	
	
	
	
	26.  Did the QAE perform the inspection properly:
     a.  Was the lot size properly determined?
     b.  Was sample size properly determined?
     c.  Were samples truly randomly selected?
     d.  Were inspections in which discrepancy was noted scheduled on AF 801?
     e.  Was the sampling guide followed, if appropriate?
     f.  Was AF Form 372 properly completed and initiated by the contractor?

	
	
	
	Bad Performace
	27.  When a specific service becomes unsatisfactory during a surveillance period, was the inspection documentation supporting the CDR forwarded to the contracting officer not later than 5 working days after the end of the previous performance period?  If failure is serious enough, the CDR should be issued at the time of the unacceptable performance.

	
	
	
	CDR
	28.  Was CDR properly filled out by QAEs:  block 1:  Contract #, block 2:  Report # for discrepancy, block 3:  Ktr/Mgr. Name, block 4:  QAEs name, block 5:  Date CDR prepared, block 6:  Contract Reference cited, Narrative, Discrepancy, Performance Requirement, number of discrepancies,  number re-performed

	
	
	
	
	29.  Was documentation attach to CDR? (AF Form 370)
     a.  Is documentation sufficient to establish discrepancy
     b.  Was contractor properly notified of discrepancy?
     c.  Did contractor annotate any difference of opinion on the remarks block of AF Form 372?
     d.  Was re-performance accomplished?

	
	
	
	
	30.  Was a meeting held with the Function Area Chief if necessary within 5 workdays after receipt of CDR to determine appropriate actions?

	
	
	
	Cure/Cause Notice
	31.  Were cure and show cause notices used effectively?  (FAR 49.402-3)

	
	
	
	Change Order
	32.  Are change orders properly processed (forward priced where possible, formalized by supplemental agreement)?  (FAR 43.204)
       a.  Do change orders contain obligation limitations?  (DFARS 217.7402-2)

	
	
	
	Invoices
	33.  Is invoice processing for payments prompt and fully supported by accurate evidence of receipt of services? 
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