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Change Request Number:  07-32
Date Received:  3/12/07
Title:  T3.10.1
Initiator Name:  Jeffrey Baker
Organization Name and Routing Symbol:  AJA-43
Telephone: x35723
ASAG Member:  David Woodson

Telephone Number: 267-7601
Policy OR Guidance: Guidance
Affected Section/Text Location:  AMS Toolbox T3.10.1
Summary of Change:   Revision of contract file checklist, modification checklist, and purchase order checklist  

Reason for Change:   Due to the introduction of several new requirements for contracting personnel, the checklist was modified to account for reviews (ie CFO, CIO) and other applicable requirements.  Its format was also augmented to reduce the checklist to minimal pages without reducing content.
Development, Review, and Concurrence:  AGC-500, AJA-43, AJA-45, ATOP-ACT, ARC
Target Audience:  FAA contracting workforce.  

Potential Links in FAST for the Change:  None.  

Attachments: Contract Organization and File Content Checklist, Contract Organization and File Content Checklist-Modification, and Purchase Order/GSA/FSS Order File Checklist

Briefing Planned:  No
ASAG Responsibilities:  None
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	In File/

Location

	1
	Names of IPT Members, Organizations and Phone Numbers (AMS 1.11, AMS APPENDIX B-ACQUISITION STRATEGY PAPER, FAA Directory)
	

	2
	Procurement Requests (PR) / Requisition, PRISM Requisition Request with Funding Approval (T3.2.1, PRISM User Guide/PRISM Quick Reference Guide)
	

	3
	IPT/Program Office Basis or Justification to establish IA (AMS 2.9.4, AMS 3.2.1.1, and AMS 3.8.1.2, T3.2.1.A.12 and T3.2.2.5.A.5)
	

	4
	Independent Cost Estimate (ICE) (T3.2.3.A.1.i)
	

	5
	Classified Security Requirements and Documentation of Coordination with Security Staff (ACO) (AMS 3.14, T3.14.1, T3.2.1.A.6.d)
	

	6
	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)
	

	7
	PRISM/Award of Interagency Agreement Documentation Form with original signed Interagency Agreement by both parties and appropriation data (Best Practice and Contract Law, Sample Interagency Agreement, T3.8.1.D)
	

	8
	Interagency Agreement Distribution Sheet [with copy to Security Office (ACO)] (Best Practice)
	

	9
	Copy of Delegation Letters: Quality Review Official (QRO), Contracting Officer’s Technical Representative (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)
	

	10
	Correspondence (Outgoing) to the other party/agency (Best Practice)
	

	11
	Correspondence (Incoming) from other party/agency (Best Practice)
	

	12
	Copy of Invoices/vouchers and documentation (AMS 3.3.1.2, T3.3.1.A.3.f)
	

	13
	Personnel Security Risk Assessment Forms (FAA Form 1600-77) [T3.14.1.C, Procurement Form Template(s): Contractor Position Risk / Sensitivity Level Designation Record (TEMP63)]
	

	14
	Legal Review of final Interagency Agreement document (FAA ORDER 2220.1 DTD 7/1/87)
	

	15
	IPT/COTR review of Interagency Agreement (AMS 3.2.1.2.2)
	

	
	
	

	
	
	

	
	
	

	Tab
	Item
	In File/

Location

	16
	Review CO’s authorized warrant limitations and the total estimated potential value of the contract award / action (AMS 3.2.2.2)
	

	17
	Record of Payments with Cumulative Total of Invoices/Vouchers paid, rejected, etc. (T3.3.1.A.3.f)
	

	18
	Government Furnished or Contractor Acquired Property List, Quantity and Value (AMS 3.10.3, T3.10.3.A.3)
	

	19
	Lessons Learned Input (AMS 3.2.2.3.1.5, ASU Lessons Learned)
	

	20
	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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