	BLANKET PURCHASE AGREEMENT (BPA) 

FILE CHECKLIST
	Contractor
	

	Contracting Officer
	
	Agreement
Number:
	


	Tab
	Item
	In File/

Location

	1
	Copy of GSA Schedule (T3.8.3)
	

	2
	IPT/Program Office Basis or Justification to establish BPA from GSA or non-GSA [AMS 2.9.4 (EXEMPTION FROM PLANNING ), AMS 2.9.5, T3.2.1.A.7.b , T3.2.2.5.A.5,and T3.8.3.A.3.h]
	

	3
	Independent Cost Estimate (ICE) (T3.2.3.A.1.i)
	

	4
	Classified Security Requirements and Documentation of Coordination with Security Staff (ACO) (AMS 3.14, T3.14.1, T3.2.1.A.6.d)
	

	5
	Information, Personnel and Physical Security as it relates to suitability Requirements and Documentation of Coordination with Security Staff (ACO) (AMS 2.9.11, AMS 3.14, T3.14.1)
	

	6
	Personnel Security Risk Assessment Forms (1600-77) [T3.14.1.C, Procurement Form Template(s): Contractor Position Risk / Sensitivity Level Designation Record (TEMP63)]
	

	7
	GSA Ordering Requirements/ Documentation in accordance with FAR 8.404 (T3.8.3)
	

	8
	Legal Review of final Blanket Purchase Agreement document (FAA ORDER 2220.1 DTD 7/1/87)
	

	9
	IPT/COTR review of BPA (AMS 3.2.1.2.2)
	

	10
	Reserved
	

	11
	Basic Ordering Agreement Distribution Sheet [with copy to Security Office (ACO)] (Best Practice)
	

	12
	Call Order Template (Best Practice)
	

	13
	Call Order Distribution Sheet (Best Practice)
	

	14
	Conduct Annual or as required Review for Dollar Threshold Compliance
	

	15
	Review CO’s authorized warrant limitations and the total estimated potential value of the contract award / action (AMS 3.2.2.2)
	

	16
	Copy of Original BPA with contractor and contracting officer signatures (Best Practice)
	

	17
	Copy of Delegation Letters: Quality Review Official (QRO), COTR, Property Administration, Contract Administration (AMS 3.10.1, AMS 3.10.3, and AMS 3.10.4, T3.10.1.A.3 & D, T3.10.3.A.2, and T3.10.4.A.2 & D)
	

	18
	Correspondence (Outgoing) to the contractor (Best Practice)
	

	19
	Correspondence (Incoming) from the contractor (Best Practice)
	

	20
	Record(s) of Payments to the contractor including copies of voucher and invoices (AMS 3.3.1.2 & T3.3.1.A.3.f)
	

	Tab
	Item
	In File/

Location

	21
	Cumulative Total of Invoices/Vouchers paid, rejected, etc. (T3.3.1.A.3.f)
	

	22
	Lessons Learned Input (AMS 3.2.2.3.1.5, Lessons Learned)
	

	23
	Subcontracting Plan Quarterly and Semi-Annual Reports with coordination to the SB Utilization Office (T3.6.1.4.A.4)
	

	24
	Acceptance Reports consisting of Materiel Requisition/Issue/Receipt (FAA Form 4650-12) and Inspection Report of Material and/or Services (FAA Form 256) (FAA ORDER 4650.30 dated 5/4/93)
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