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IN REPLY REFER TO:






June 1, 2004
H-1510-1/1510-2

(UT952)P

Instruction Memorandum No. UT 2004-067
Expires 09/30/2005

To:

Field Office Managers, Salt Lake, Cedar City, Richfield, Moab, and Vernal




State Office, DSD, Support Services



Attn:  Contracting Officers

From:

State Director

Subject:
Indexes for Procurement Files

The attached Index for Contract Files has been revised to incorporate recent changes to procurement policy.  The index must be used by Contracting Officers statewide, by use of six-way folders, for all supply, service, and construction requirements which require the issuance of a written solicitation.  The attached Index for Oral Orders must also be used by Contracting Officers statewide for all requirements for supply items, which range between $2,500 and $25,000, when price quotes can be solicited orally.  Two-way folders should be used for each oral order.  Use of the file indexes, with the appropriate folders, will help insure consistency and aid Contracting Officers in ensuring all the required documentation is included in the procurement files.    

The Index for Contract Files and Index for Oral Orders will be updated as required to keep up with current policy.  The most current indexes will be placed on the USO Acquisition web page at http://www.utso.ut.blm.gov/admin/index.htm.  Contracting Officers will be notified by email when changes are made.  Please contact Ray Holmes, Procurement Analyst, at (801) 539-4172, if you have any questions.   

Signed by:







Authenticated by:
Gene R. Terland






Rosie Geren

Acting State Director






Records Manager

Attachments (2)


Index for Contract Files (8 Pages)


Index for Oral Orders (4 Pages)

INDEX FOR CONTRACT FILES
A. PAYMENT AND CLOSEOUT


1.   Contract Payment Register (UT Form 1510-8)



2.   Certificate for Contract Payment Register/Invoice



      (BLM Form 1510-10) w/Supporting Documents



3.   Contract Receiving Reports



4.   Contract Performance Profile (BLM Form 1510-60)

B.  
CONTRACT ADMINISTRATION


1.   Pre-work Conference Record and Contractors Authorization



      (BLM Form 1510-30)



2.   Notice to Proceed (BLM Form 1510-7)



3.   Suspend and Resume Work Order (BLM Form 1510-6)

4.   Payrolls/Statements of Compliance (WH-347)



5.   Cure/Show Cause Letters(s)



6.   Contract Progress Report(s)



7.   Contract Diary (BLM Form 1510-57)



8.   Notice of Noncompliance/Instruction to Contractor



      (BLM Form 1510-58)

9. Quality Assurance Surveillance Report for Performance-Based Service 

Contracts



10.  FedBizOpps Award Notification



11.  Letter Designating Contracting Officer’s Representative (COR) and


Acknowledgement



12.  Letter Designating Project Inspector (PI) and Acknowledgement



13.  Bonding Document Forms



14.  General Correspondence/Documentation

C. CONTRACT / MODIFICATION(S) AND AWARD
1. Contract Award Document

2. Modification Negotiation Documentation

w/Approved PR, Negotiation Documentation, SOW, etc...



3.   Modification Order(s)

D. RESPONSES TO SOLICITATION AND ABSTRACT


1.   Abstract of Quotes



2.   Quotations (w/Representations and Certifications)



3.   Determination of Fair and Reasonable Price/Responsibility



4.   Technical Evaluation of Quotes



5.   Protests before Award



6.   Past Performance Evaluation



7.   General Correspondence Relating to the Solicitation/Abstract

E. SOLICITATION / AMENDMENT(S) AND EVALUATION
1. Original Solicitation (RFQ)

2.  Requisition to Authorize Amendment w/Supporting Documentation and Authorizing Approving Signature



3.   Amendment(s) w/Supporting Documents



4.   General Correspondence/Documentation (Pre-Award)

5. Site Inspection Tour Notes (BLM Form 1510-56)

6.   Notification in Solicitation that Past Performance and Technical are Significantly More Important than Price



7.  Wage Rate Determinations Submitted to DOL (SF 98 & SF 98a)



8.  Applicable Wage Determinations (Service Contract Act/Davis Bacon Act)

F. PRE-SOLICITATION AND PLANNING


1.    IDEAS Generated Purchase Request w/Supporting Documentation and 

Required Approvals 



2.    Government Cost Estimates (Construction Requirements)



3.    Market Research Documentation



4.    Justification for Non-Competitive Procurement (JNCP)

5.  Waiver/Deviations/Special Approvals

6.    Requisitioners Source List



7.    FebBizOpps Notice/Electronic Commerce



8.    HUBZone Set-aside



9.    8(a) Set-aside



10.  Pre-Solicitation Correspondence/Documentation

SECTION   A

PAYMENT AND CLOSEOUT
YES_____
N/A_____
1.  Contract Payment Register (UT Form 1510-8)

YES_____
N/A_____
2.  Certificate for Contract payment Register/Invoice



     (BLM Form 1510-10)

YES_____
N/A_____
3.  Contract Receiving Reports

YES_____
N/A_____
4.  Contractor Performance Profile (BLM Form 1510-60)

SECTION   B

CONTRACT   ADMINISTRATION
YES_____       N/A____
1.  Pre-work Conference Record and Contractors 

Authorization (BLM Form 1510-30).

YES_____
N/A_____
2.  Notice to Proceed (BLM Form 1510-7)

YES_____
N/A_____
3.  Suspend and Resume Work Order (BLM Form 1510-6)

YES_____
N/A_____
4.  Payrolls/Statements of Compliance (WH-347)

YES_____
N/A_____
5.  Cure/Show Cause Letters(s)

YES_____
N/A_____
6.  Contract Progress Report(s)

YES_____
N/A_____
7.  Contract Diary (BLM Form 1510-57)

YES_____
N/A_____
8.  Notice of Noncompliance/Instruction to Contractor






     (BLM Form 1510-58)

YES_____
N/A_____
9.  Quality Assurance Surveillance Report for Performance-

Based Service Contracts


YES_____
N/A_____
10.  FebBizOpps Award Notification

YES_____       N/A_____       11.  Letter Designating Contracting Officer’s Representative (COR) and Acknowledgement


YES_____
N/A_____
12.  Letter Designating Project Inspector (PI) and 


 Acknowledgement


YES_____
N/A_____
13.  Bonding Document Forms


YES_____
N/A_____
14.  General Correspondence/Documentation

SECTION   C

CONTRACT / MODIFICATION(S) AND AWARD
YES_____
N/A_____
1.  Contract Award Document

YES_____
N/A_____
2.  Modification Negotiation Documentation






     w/Approved PR, Negotiation Documentation, SOW, etc.

YES_____
N/A_____
3.  Modification Order(s) 

SECTION   D

RESPONSES TO SOLICITATION AND ABSTRACT
YES_____
N/A_____
1.  Abstract of Quotes

YES_____
N/A_____
2.  Quotations (w/Representations and Certifications)

YES_____
N/A_____
3.  Determination of Fair and Reasonable 

Price/Responsibility        

YES_____
N/A_____
4.  Technical Evaluation of Quotes 

YES_____
N/A_____
5.  Protests before Award

YES_____
N/A_____
6.  Past Performance Evaluation

YES_____
N/A_____
7.  General Correspondence Relating to the

 
Solicitation/Abstract

SECTION   E

SOLICITATION / AMENDMENT(S) AND EVALUATION
YES_____
N/A_____
1.  Original Solicitation (RFQ)

YES_____
N/A_____
2.  Requisition to Authorize Amendment w/Supporting   
        





     Documentation and Authorizing Approving Signature

YES_____
N/A_____
3.  Amendment(s) w/Supporting Documents

YES_____
N/A_____
4.  General Correspondence/Documentation (Pre-Award)

YES_____
N/A_____
5.  Site Inspection Tour Notes (BLM Form 1510-56)

YES_____
N/A_____
6.  Notification in Solicitation That Past Performance and

Technical Are Significantly More Important Than Price

YES_____
N/A_____
7. Wage Rate Determinations Submitted to DOL (SF 98 & 


SF 98a)

YES_____
N/A_____
8. Applicable Wage Determinations (Service Contract 

Act/Davis- Bacon Act)

SECTION   F

PRE-SOLICITATION AND PLANNING
YES_____       N/A_____      1.  IDEAS Generated Purchase Request w/Supporting      Documentation and Required Approvals

YES_____
N/A_____
2.  Government Cost Estimate (Construction Requirements)

YES_____
N/A_____
3.  Market Research Documentation

YES_____
N/A_____
4.  Justification for Non-Competitive Procurement (JNCP)

YES_____
N/A_____
5.  Waivers/Deviations/Special Approvals

YES_____
N/A_____
6.  Requisitioners Source List

YES_____
N/A_____
7.  FedBizOpps Notice/Electronic Commerce

YES_____
N/A_____
8.  HUBZone Set-aside

YES_____
N/A_____
9.   8(a) Set-aside 

YES_____
N/A_____
10.  Pre-Solicitation Correspondence/Documentation

INDEX FOR ORAL ORDERS
A.
PRE-AWARD

1.  Purchase Request Approval Signature

2.  Budget Approval

3.  Property Approval 

4.  IT Approval

5.  Complete Funding 

6.  Justification for Non-Competitive Procurement



7.  Justification for other than Small Business Set-Aside

8.  Use of Commercial Acquisition Procedures

9.  Posted on the DOI Electronic Commerce Website

10  Evidence of Competition (BLM Form 1510-42)

11.  Negotiation Memorandum (BLM Form 1510-53)

12.  Past Performance Documentation (Use of CPS/PPIRS)

B. POST-AWARD

1.  Contract Award Document  

2.  Applicable Clauses

3.  Posted on the DOI Electronic Commerce Website

4.  Modifications – Approved Purchase Request w/Funding

5.  Modifications – Negotiation Memorandum (BLM Form 1510-53)

6.  Receiving Information

7.  Follow-up on Late Deliveries

8.  Compensation for Late Deliveries



9.  FPDS Report Submissions for Basic Awards, Delivery/Task Orders, & Modifications 



10.  Payment Logs

SECTION   A

ORAL ORDER 

PRE - AWARD
YES_____
N/A_____
1.  Purchase Request Approval Signature

YES_____
N/A_____
2.  Budget Approval

YES_____
N/A_____
3.  Property Approval

YES_____
N/A_____
4.  IT Approval

YES_____
N/A_____
5.  Complete Funding 


YES_____
N/A_____
6.  Justification for Non-Competitive Procurement (JNCP)


YES_____
N/A_____
7.  Justification for Other than Small Business Set-Aside


YES_____
N/A_____
8.  Use of Commercial Acquisition Procedures


YES_____
N/A_____
9.  Posted on the DOI Electronic Commerce Website


YES_____
N/A_____
10.  Evidence of Competition (BLM Form 1510-42)


YES_____
N/A_____
11.  Negotiation Memorandum (BLM Form 1510-53)


YES_____
N/A_____
12.  Past Performance Documentation (Use of CPS/PPIRS)

SECTION   B

ORAL ORDER

POST - AWARD
YES_____       N/A_____
1.  Contract Award Document

YES_____
N/A_____
2.  Applicable Clauses

YES_____
N/A_____
3.  Posted on the DOI Electronic Commerce Website

YES_____
N/A_____
4.  Modifications – Approved Purchase Request w/Funding

YES_____
N/A_____
5.  Modification – Negotiation Memorandum




                 (BLM Form 1510-53)

YES_____
N/A_____
6.  Receiving Information

YES_____
N/A_____
7.  Follow-up on Late Deliveries


YES_____
N/A_____
8.  Consideration for Late Deliveries


YES_____
N/A_____
9.  FPDS Report Submissions for Basic Awards,






     Delivery/Task Orders & Modifications

YES_____
N/A_____
10.  Payment Logs

· Central Files UT-952

· Reading Files UT-910

· Reading Files UT-950

· ORIG (   Holmes   )
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