U.S. DEPARTMENT OF STATE
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SECTION I – PRE-SOLICITATION DOCUMENTS

DESCRIPTION
REFERENCE
TAB
IN FILE*

Procurement Request (DS-1970), Specifications/Statement of Work, etc.
FAR 4.803(a)(1)
A


Independent Government Cost Estimate


FAR 4.803(a)(7)
B


Approval of Statement of Work (Construction)
M/OBO

A/OPE Cookbook
C


FMO Certification of Funds Availability
FAR 4.803(a)(3)

32.702(a)
D


Acquisition Plan, Solicitation/Contract Milestones/

Checklist
FAR 7.1, 4.803(a)(1)

A/OPE Cookbook
E


Market Survey


FAR 10.002(e)
F


Justification for Other Than Full and Open Competition


FAR 4.803(a)(2), 6.3

DOSAR 606.3
G


Determination & Findings – Fixed Price with Economic Price Adjustment or Time-and-Materials Contract
FAR 16.203-3

16.601(c)

4.803(a)(22)
H


Copy of Federal Business Opportunities (FedBizOps) Synopsis or  ( Blanket Waiver for Non-LGP (check if applicable)
FAR 4.803(a)(4)

DOSAR 605.202-70
I


Local Advertisement


FAR 5.101(b)
J


Justification for Use of Options


FAR 17.205

4.803(a)(2)
K


Review of Required Sources


FAR Part 8
L


Liquidated Damages Calculation (Construction)
FAR 11.5

A/OPE Cookbook
M
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SECTION II – SOLICITATION DOCUMENTS

DESCRIPTION
REFERENCE
TAB
IN FILE*

Solicitation Document (Request for Proposals/RFP)
FAR 4.803(a)(8)

15.2
A


Solicitation Amendments and Supporting Documentation


FAR 4.803(a)(8)

15.2
B


A/OPE Review
DOSAR 604.70
C




Approval of Specifications by OBO (Construction),

Review by Contracting Officer’s Representative
A/OPE Cookbook
D


Solicitation Mailing List and Requests for Copies of Solicitation
FAR 4.803(a)(5)

15.205
E


Technical Evaluation Plan & Appointment of Technical Evaluation Panel 
FAR 4.803(a)(13)

15.3

A/OPE Cookbook
F


Pre-Proposal Conference, or Site Visit Information
FAR 4.803(a)(12)

15.201
G


Solicitation Questions and Answers
FAR 4.803(a)(8)
H




Notice of Solicitation Cancellation


FAR 14.209
I
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SECTION III – PRE-AWARD DOCUMENTS

DESCRIPTION
REFERENCE
TAB
IN FILE*

Abstract of Offers
FAR 4.803(a)(10)


A


Copy of Offers (including acknowledgment of amendments, certifications, final proposal revisions)
FAR 4.803(a)(10)

4.803(a)(11)
B


Determination re:  Late Offers
FAR 4.803(a)(10)

15.208
C




U.S. Preference Evaluation and Documentation (Guard Services)
A/OPE Cookbook
D


Technical & Cost Evaluation of Initial Proposals
FAR 15.3, 15.4

4.803(a)(13)
E


Cost or Pricing Data & Certification (over $550,000, if only one acceptable proposal received)
FAR 15.403

4.803(a)(17)
F


Audit Report
FAR 15.404-2

4.803(a)(20)
G


Cost or Price Analysis
FAR 15.404

4.803(a)(19)
H




Competitive Range Determination & Pre-Negotiation Objectives or Basis for Award Without Discussion
FAR 15.306, 15.406

4.803(a)(21)
I


Notice to Offerors Outside Competitive Range


FAR 15.503(a)

4.803(a)(28)
J


Letters of Negotiation to Offerors in Competitive Range & Request for Final Proposal Revisions
FAR 15.306, 15.307
K


Technical & Cost Evaluation of Final Proposal Revisions (including domestic preference for guard services)
FAR 15.3, 15.404

4.803(a)(13)
L


Contractor Responsibility Information
FAR 9.103(b)

4.803(a)(14)
M


Review of “Lists of Parties Excluded. . .”


FAR 9.404

DOSAR 609.404
N


Price Negotiation Memo


FAR 15.406-3

4.803(a)(21)
O


A/OPE Review


DOSAR 604.70
P


Pre-Award Protest Correspondence


FAR 33.1

DOSAR 633.1
Q


Review of Department of Treasury’s Office of Foreign Assets Control List
E.O. 13224
R
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SECTION IV – POST-AWARD DOCUMENTS

DESCRIPTION
REFERENCE
TAB
IN FILE*

Notice to Unsuccessful Offerors
FAR 15.503(b)

4.803(a)(28)
A


Record of Debriefing of Unsuccessful Offerors
FAR 15.505, 15.506

4.803(a)(28)
B


Bid Bond, Performance Bond & Notice to Sureties (Construction)
FAR 28.1, 28.2

4.803(a)(30)
C




Insurance Certificate/Policy/Defense Base Act Coverage
FAR 28.3

DOSAR 628.3
D


State/Federal Procurement Data System (S/FPDS) Reports
FAR 4.602

4.803(a)(29)

DOSAR 604.602-70
E


Notice to Proceed (Construction), Stop Work Orders, Overtime Approval
FAR 4.803(a)(32)

42.1303, 22.103-4

36.213-4
F


Post-Award Protest Correspondence
FAR 33.1

DOSAR 633.1
G
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SECTION V – CONTRACT ADMINISTRATION DOCUMENTS

DESCRIPTION
REFERENCE
TAB
IN FILE*

Record of Successor Contracting Officers
FAR 42.2

4.803(a)(41)
A


COR Nomination Request, Appointment Memo, & Evidence of Training
DOSAR 642
B


Report of Post-Award Conference
FAR 42.503

4.803(a)(31)
C




Approvals of Requests for Waiver/Deviation from Contract Requirements
FAR 4.803(a)(34)
D




Receiving/Inspection/Acceptance Reports
FAR 46.402 & 46.403
E


Invoices/Vouchers/Record of Payment & Approvals
FAR 4.803(b)(13)
F


Approval of Subcontracts (Construction)
FAR 36, 44.2

4.803(b)(7)
G


Performance Evaluation Reports (SF-1420 – construction; SF-1421 – architect-engineering; DS-1771 – other contracts)
FAR 36, 37.2

DOSAR 604.804-70
H


Contract Claims/Appeals
FAR 33.2

DOSAR 633.2
I
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SECTION VI – CONTRACT AND MODIFICATIONS/CONTRACT CLOSEOUT

DESCRIPTION
REFERENCE
TAB
IN FILE*

Original Signed Contract & Modifications
FAR 4.803(a)(26)
A


Copies of Delivery Orders/Task Orders Issued (Indefinite Delivery Contracts)
FAR 16.5

4.803(b)(10)
B


Contract/Mod/D.O./T.O. Distribution Sheet
FAR 4.201

DOSAR 604.202
C




Log of Contract Mods/Delivery Orders/Task Orders

D


Backup Supporting Contract Mods/D.O.s/T.O.s
FAR 4.803(a)(26)

4.803(b)(4)
E


Determination to Exercise Option
FAR 17.207

4.803(a)(2)
F


Termination Documentation (Cure Notice, Show Cause Letter, etc.)
FAR 49.1

4.803(a)(38)
G


Closeout Checklist & Documentation
FAR 4.804-5

4.803(b)(20)

DOSAR 604.804-70
H




Signed Contract Completion Statements (from COR and Contractor)
FAR 4.804-5

4.803(a)(37)

DOSAR 604.804-70
I
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