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PART 4--ADMINISTRATIVE MATTERS

SUBPART 4.2--CONTRACT DISTRIBUTION

4.201 Procedures.


PKXO (or other designated matrixed contracting division personnel) or the buyer / PCO will be responsible for contract distribution, dependent on whether the contractual document is being distributed in a paper format, or electronically.  PKXO will be responsible for paper format distribution; buyers / PCOs are responsible for electronic distribution.  Buyers / PCOs are responsible for preparation of the contract file, whether in paper or electronic format.  

PLEASE REFER TO THE “CONTRACTUAL DOCUMENT DISTRIBUTION GUIDE FOR BUYERS (MARCH 2003)”, FOUND AS AN APPENDIX (PKOI 64-10, PART 4, DOCUMENT NUMBER 2003-8)
TO THIS SUBPART, FOR DETAILED DISTRIBUTION INSTRUCTIONS.  THIS GUIDE INCLUDES INFORMATION ON NAFI, COMPLETION OF THE FL-165, REQUIRED ATTACHMENTS, AND OTHER IMPORTANT DISTRIBUTION GUIDANCE.  THIS GUIDE CONTAINS INSTRUCTIONS REGARDING BOTH ELECTRONIC AND PAPER DISTRIBUTION.  

!!!THESE INSTRUCTIONS CAN BE UTILIZED BY OTHER MATRIXED CONTRACTING DIVISION PERSONNEL, WHICH ACCOMPLISH DISTRIBUTION, SUBSTITUTING THE MATRIXED DIVISION’S DISTRIBUTION PERSONNEL FOR PKXO!!!    

4.201-95 Prior to (paper or electronic) Distribution.

Buyers and Contracting officers will:



(1) Assemble (paper or electronic) contract files in accordance with AF Form 3019, Contract File Contents Checklist, or any superseding equivalent document, including pre-and post-award documents and miscellaneous correspondence.



(2) Prepare and include DD Form 350 and any other applicable forms or correspondence for transmittal at the time of contract distribution.

(3) Prepare and include FL 165, Distribution Checklist, with each contract/modification.


(4) Provide completed contract file along with the contracts and applicable forms set forth above to distribution personnel, for distribution of the contract/modification.

4.201-96 Distribution.


(a) For paper contractual documents, distribution personnel in PKXO will distribute individual contractual documents using the PAPER instructions as directed by the CONTRACTUAL DOCUMENT DISTRIBUTION GUIDE FOR BUYERS (MARCH 2003) (Appendix hereto).  



(b) For paper contractual documents, PKO buyers and contracting officers will utilize a six-part folder and an AFMC Form 295 for preparation of construction contract files wherein the value of the contract is over $25,000.  Ensure that a separate file is established for each Federal Supply/ADP Schedule and GSA Contract/Contractor Price List for which an order is issued.

4.201-97 Post-Award Contractual Document Distribution.

(a) When distribution of post-award contractual documents is required, buyers have the option of either assembling the contract modification file documentation in a separate folder, assembling in the folder that contains the basic contract, or creating the modification and supporting data file electronically.  If paper is used, the decision should be based on the size of the basic contract file and the size of the contract modification file.  If the basic paper contract file becomes too large with the contract modification(s) and back up documentation, use a separate folder for the contract modification(s).  At all times, insure that the paper file folder(s) are properly labeled and the file documentation is appropriately identified, as necessary.  If the paper file has not been converted to an electronic document (e-file), then the paper Post-Award documents with back-up data should be filed by the buyer (if the file is retained at the buyer’s desk) or forwarded to PKXO Central File Room if the file is being stored.   


(b) Other Post-Award documents should be converted to electronic format by the buyer (or other designated personnel) into the official contract file in the R2M/CFD system.  If the paper file has not been converted to an electronic document (e-file), then the paper Post-Award documents should be filed by the buyer (if the file is retained at the buyer’s desk) or forwarded to PKXO Central File Room if the file is being stored.   

(PKOI 64-10, PART 4, DOCUMENT NUMBER 2003-8)

APPENDIX:  CONTRACTUAL DOCUMENT DISTRIBUTION GUIDE FOR BUYERS (MARCH 2003)  
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