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This checklist identifies most of the steps that may be required to complete a Procurement action.  The checklist is divided into phases (shown below) and has the regulations, policies, guidance, and templates (when they exist) identified for all listed steps of each phase.
Furthermore, this checklist could also serve as a tracking tool to document when each task is completed.  Finally, once the action is completed, the checklist could be added to the contract file document.
 


Procurement Phases
Pre-Solicitation	 		Solicitation		Evaluation		Selection
Pre-Award			Award			Post-Award
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Requisition   		STRIPES Acquisition Participant Guide     
 Pre-Bid Conference  	FAR 14.207     
 Market Research  	FAR Part 10     
Acquisition Plan   	FAR 7.1			AG Chapter 7.0		 AG Chapter 7.1
Acq Plan Template
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Required Sources of	 FAR Part 8		DEAR 908		AG Chapter 8    
Supplies or Services   

T&M Contract Term 	FAR 16.603(d)(ii)	AG Chapter 1.2 
Beyond 3 Years –
HCA Approval   

Multi-year Contract	 FAR 17.105-1(a)
HCA Approval 

Independent		FAR 17.105-1(a)		FAR 15.404-1		FAR 36.203
Government		AG Chapter 15.1 	FAL 2012-02		DOE G 413.3-21
Estimate (IGE)

DOE Form 4220.2,	DEAR 919.501		AG Chapter 19
Small Business Review 

Small Business		FAR 19.5		DEAR 919.501		AG Chapter 19        
Set-Aside		
Considerations

SBA Approval to	FAR 19.8		AG Chapter 19
Contract / 8(a)
Method Deviation 

  SSO Designation	FAR 15.303		AG Chapter 15.1	Order No. 00-022.00D

Advanced Planning 	AG Chapter 19
Acquisition Team 
(APAT) Review

Contract		AG Chapter 42.5	Contract Management Plan Template 
Management Plan				


Foreign Ownership, 	 DEAR 904.70		AG Chapter 15.1
Control, or Influence
(FOCI) Applicability 
(DOE Form 470-1, CSCS)

Options - Use and	FAR 17.202		FAR 17.205 
Documentation

 Authority to use	FAR 45.102		FAR 45.3
 Government 
Furnished 
Property / Facilities

Wage Determination	FAR 22.4		AG Chapter 22.1 

 Services		FAR 22.10 

Determination &	FAR 17.503
Finding to Use an
Interagency
Agreement

Performance Based	FAR 37.102		FAR 37.6		AG Chapter 37.2
Acquisition

Packaging & 		FAR Part 47
Transportation Data

SEB Appointment   	FAR 15.303(b)(1)	AG Chapter 15.1

Source Selection	 FAR 15.305(a)		AG Chapter 15.1
Plan (Rating Plan) 

Justification for Other	 FAR 6.3		DEAR 906.3		AG Chapter 6.1
than full and Open
Competition  (JOFOC)

Synopsis 		FAR 6.305
Requirements for
Non-competitive
 Actions  														

List of Government	FAR 45.201
Furnished Property            
         
Determination on   	FAR 16.504
Whether or not to
Use Multiple Awards
(IDIQ)

SEB Training		AG Chapter 15.1

SEB Web Page		AG Chapter 15.1

Confidentiality		FAR 3.104		FAR 15.207		DEAR 915.207-70
and Conflicts		AG Chapter 3.1		DOE Order 470.4B
of Interest 		Confidentiality Cert template-Final (8-17-10)
Certificates		Conflicts of Interest Cert- template-Final (8-17-10) 

SmartBUY		 DOE Order 200.1A	AG Chapter 39.1	GSA SmartBuy Link     
Documentation

Hardware and/or	FAR Part 39		AG Chapter 39.1
Software IT Review

Exchanges with		 FAR 15.201		FAR 15.202
Industry Before
 Receipt of Proposals       
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SOW and PBWS		 FAR 37.102		FAR 37.6		AG Chapter 37.2 

Excluded Parties	FAR 9.405(a)
List System (EPLS) 
Review Documentation

Congressional Affairs	AG Chapter 5.1		AL 2012-07
72 Hour Solicitation 
Notice

Draft RFP		AG Chapter 15.1

Internal/Local RFP	FAR 4.803                             
Reviews and 
Resolution 
Documentation/
Route History

HQS (HCA, GC,		AG Chapter 71.1 
Business Clearance, 
etc.) Comments and
Resolution
Documentation

HCA Approval		AG Chapter 1.2		AG Chapter 1.2 Tables		 AG Chapter 71.1     

HQS Business 		AG Chapter 71.1
Clearance Approval 

Final RFP		FAR 15.203

RFP Amendments	FAR 15.206   

Exchanges With		FAR 15.2
Industry Before
Receipt of Proposals


Specifications		FAR 11.201		FAR 36.202

Intention to		FAR 52
Propose/
Not to Propose

Withdrawal		FAR 15.208
of Proposal

Disposition of		FAR 15.208
Late Proposal

Unsolicited		FAR 15.6		DEAR 915.6
Proposals 

Contract Types		 FAR 16.1		DEAR 916

Letter Contract		FAR 16.603		AG Chapter 1.2		AG Chapter 1.2 Tables
Authorization 
by HCA

Workplace		DEAR 923.570		DOE Order 200.1A, IT Management 
Abuse Program							      

Evaluation Criteria	FAR 15.304

Options – Solicitations	FAR 17.203

Oral Presentations	FAR 15.102		AG Chapter 15.1

Synopsis of RFP or	FAR 5.2 
Determination 
Not to Synopsize                                                                                      
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Evaluation Criteria	FAR 15.304

Mistakes in Proposals	FAR 15.5

Initial Technical		FAR 15.305		AG Chapter 15.1
Evaluation 
Committee /
SEB Report

Initial Cost/Price/	FAR 15.305(a)(1)	FAR 15.404		AG Chapter 15.1
Fee Analysis
Evaluation

Request for Audit/	 FAR 15.404-2
Desk Review; 
Desk Review/
Audit Report; 
Cost/Price Report                       

Technical Evaluation	FAR 15.305		AG Chapter 15.4-4
of Cost/Price Proposal

Proposal Content	Proposal Receipt Checklist Template (Final -11-03-10)
Receipt Checklist/
Evaluation

Competitive		 FAR 15.306		AG Chapter 15.4-4
Range 
Report			Competitive Range Determination Template (Final) -June 2010         

HQS (HCA, GC, 		AG Chapter 71.1
Business Clearance, 
etc.) Comments and 
Resolution
Documentation




OCM and SSO 		AG Chapter 71.1
 Approval of 
Competitive
Range Report 

Exchanges With 	FAR 15.305(d)
Offerors After
Establishment of a 
Competitive Range

Central Contractor 	FAR 4.1103(a)(1)
Registration (CCR)
Verification

Letters to Offerors	 FAR 15.306(c)(3)
Regarding  Exclusion	
from Competitive	Competitive Range Exclusion Letter Template (Final - 11-03-10) 
Range 

Letters to Offerors 	FAR 15.306(d)
Regarding		
Inclusion in the 		Competitive Range Inclusion Letter - Oral and Written Discussions -Template
Competitive Range 	
and Discussions		Competitive Range Inclusion Letter - Written Discussions –Template
 	

Clarifications		FAR 15.306(a)

Letters Requesting 	FAR 15.306(a)
Proposal Clarifications

Written Responses 	FAR 15.307(b)
and/or Results of 
Oral Discussions 

Proposal Revisions/	FAR 15.307(b) 
Final Proposal 




Final Technical 		FAR 15.305		AG Chapter 15.1
Evaluation		
Committee/		SEB Report Template (Final) - June 2010
SEB Report

Technical 		FAR 15.305		AG Chapter 15.4-4
Evaluation of Final 
Cost/Price Proposal

Final Cost/Price/	FAR 15.305(a)(1)	FAR 15.404		AG Chapter 15.1
Fee Evaluation

Disclosure 		FAR 30.302
Statements, Cost 
Accounting Practices

Bond Documentation 	FAR 28.102		DEAR 928.103
(Payment,
Performance, etc.) 

Organizational 		FAR 2.101		DEAR 909.5		AG Chapter 9.1
Conflicts of Interest 
Determination
Documentation 

SBA Certificate 		FAR 19.6
of Competency

Successful 		FAR 4.803
Proposals

Unsuccessful 		FAR 4.803
Proposals

Foreign Ownership,	DEAR 904.70		AG Chapter 15.1
Control or Influence 
(FOCI) Determination

                                                         
Subcontracting Plan	FAR 19.704
Requirements 

Subcontracting Plan 	FAR 19.705-4
Review and Approval

Determining 		FAR 19.705-2
Subcontracting Plan 
is Not Applicable

EEO Compliance 	FAR 22.805
Review 
($10 million or more)

Excluded Parties 	FAR 9.405(d)(1)
List System (EPLS) 
Review Documentation 
(Prior to Evaluation)   
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Source Selection	FAR 15.308		AG Chapter 15.1		Source Selection Decision Template
Decision Document							

Source Selection	blank
Statement

 EPLS Review		FAR 9.405(d)(1)
 Documentation

Determination		FAR 9.1			AG Chapter 9.4
of Contractor
Responsibility

 Pre-negotiation	FAR 15.406-1		AG Chapter 15.4-3	Pre-Negotiation Plan Template
 Plan

HQS (HCA, GC,		AG Chapter 71.1
Business Clearance, 
Etc.), Comments and
Resolution
Documentation

Post Negotiation	FAR 15.406-3		AG Chapter 15.4-3	Price Negotiation  Memo Template									
Certificate of		FAR 15.403-4		FAR 15.406-2 P432
Current Cost or 
Pricing Data 
or Waiver     
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Protest			FAR 33.001		FAR 33.102		DEAR 933.102
AG Chapter 33.1

 Agency Protest		FAR 33.103		DEAR 933.103		AG Chapter 33.1

GAO Protest		FAR 33.104(b)		DEAR 933.104		AG Chapter 33.1

Congressional		FAR 5.303(a)		AG Chapter 5.1		AL 2012-07
Notification - 		
48 Hour (over $4 M)	DOE G 413.3-21 - cost estimate guide

Determination to 	FAR 16.603		FAR 18.112		DEAR 931.205-32
Use Letter Contract      
              
Precontract Cost	DEAR 931.205-32(b)(1)	AG Chapter 1.2
Approval for Greater 
Than 15 Days
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Executed		 FAR 4.803     
Contract 

Contracting Officer 	FAR 1.604		FAR 7.104(e)		FAR 16.301-3(a)(4)(i)
Representative (COR)	DEAR 942.270-1
Designation Letter  

Route History		FAR 4.803
Documentation

Award Synopsis		FAR 5.207		FAR 5.3			AG Chapter 5.2
 AL 2012-07		DOE G 413.3-21 - 
cost estimate guide 

Debriefing		 FAR 4.803		FAR 15.505		FAR 15.506
Documentation 	AG Chapter 15
(Unsuccessful and
Successful Offerors) 
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Freedom Of 		FAR 24.2 
Information Act 
(FOIA) 

Prompt Payment	FAR 32.9

Contract 		AG Chapter 42.5	Contract Management Plan Template
Management Plan 				   

Records Availability	FAR 4.703

 Records Retention	FAR 4.705		DEAR 904.7

Novation and		FAR 42.12		AG Chapter 42.3
Change of Name
 Agreements

 Performance 		FAR 16.4		DEAR 915.404-4-72	DEAR 916.405-2
Evaluation and		 AG Chapter 16.1	PEMP Template 
Measurement Plan				 

Award Fee 		FAR 16.4		AG Chapter 16.1	DEAR 916.405-2
Determinations

 Quality Assurance	FAR 37.604		DEAR 970.1100.1	AG Chapter 37.2
 Surveillance Plan

Delays of Work		FAR 11.702		FAR 42.1304

Disputes		FAR 33.2		FAR 8.406.6		FAR 52.233-1

Stop Work Orders	FAR 42.1303		FAR 52.242-15

Worker Health &	DOE O 350.1, Chg 3	DEAR 923.7002		DEAR 923.7003
Safety/ISMS   		AG Chapter 70.7	DEAR 970.2303-3	SAM                

Quality Assurance	DEAR 970.1100.1  


CPARS /Performance 	FAR 42.15		AG Chapter 42.15
Evaluation Reports

Work			 DEAR 970.1170
Authorizations

Indirect Rate		 FAR 42.703		DEAR 942.7		AG Chapter 42.1 
Approval 

Disclosure		FAR 30.202
Statement

Personal		FAR Part 45		DEAR Part 945		DOE G 440.1-1B	 
Property

 Personal Property	FAR 45.6		DEAR Part 945
 Disposal 

Subcontracting		FAR 19.701		FAR 19.702		FAR 19.704
Plan & Approval	FAR 19.705-4		FAR 19.705-5		FAR 19.705-6
FAR 52.219-9		DEAR 970.1907-4	AG Chapter 19 Part II.B.

Advance		FAR 44.201-2
Notifications

Subcontract		FAR 44.201-2			
Consents

Purchasing 		FAR 44.3		DEAR 970.5244-1	AG Chapter 70.44
System Reviews 

Subcontractor 		FAR 22.406-10		FAR 52.222-14
Disputes Regarding 
Labor Standards

Contract		FAR 49.1		DEAR 949
Termination

Termination		FAR 49.102
Notice


Subcontract		FAR 49.108
Termination

Requests for 		FAR 52.230-2		AG Chapter 43.2
Equitable
Adjustment

Cure and Show		FAR 49.402-3		
Cause Notices

Value 			FAR 2.101		FAR Part 48		FAR 52.248
Engineering		AG Chapter 43.2
Changes              
                                    
Wage			FAR 52.220		DEAR 970.2204
Determinations – 
Construction

Wage 			FAR 22.10
Determinations –
Services   

M & O FFRDC 		FAR 35.017		
Continuation		FFRDC Authorization Template (Contract Competition) Final 10-19-10
Justification 		FFRDC Authorization Template (Contract Extension) Final 10-19-10 

M&O			FAR 17.6
Continuation 		M and O Form of Contract Authorization Template (Contract Competition) Final 
Determination		M and O Form of Contract Authorization Template (Contract Extension) Final

 JOFOC			FAR 6.3			DEAR 906.3		 AG Chapter 6.1

Extend/Compete	AG Chapter 71.1

SCIC Reports		 AG Chapter 70.4	AG Chapter 71

 Work For Others	DEAR 970.1707		DEAR 970.3270(a)(6)	DEAR 970.5217-1
DEAR 970.5232-6

 Claims			FAR 52.232		 

Technology Transfer	DEAR 970.2770

Purchasing from 	DEAR 970.4402-3
Contractor-
Affiliated Sources

Inter Contractor 	AG Chapter 70.10
Purchases

 M&O Work 		DEAR 970.1170.1
 Authorizations

 Letters of Credit	FAR 32.406

Contractor Human 	
Resource 
Management
Programs

Audits			DEAR 970.5203-1	DEAR 970.5232-3	AG Chapter 70.4
AG Chapter 71

Alternative 		FAR 33.214		AG Chapter 33.2
Disputes 
Resolution (ADR) 
CORs and CTMs; 	FAR 1.604		FAR 7.104(e)		FAR 16.301-3(a)(4)(i)
Other DOE 		DEAR 942.270-1
Delegations

Invoice/Payment/	FAR 4.803(c)		 AG Chapter 32.1
Obligation Log 

Progress 		FAR 32.5		DEAR 932.5
Payments               
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