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PART 4--ADMINISTRATIVE MATTERS

SUBPART 4.8--CONTRACT FILES

4.803  Contents of contract files.
    (a)(10) If feasible, unsuccessful offers should be filed separately from contract case files and destroyed upon contract completion in accordance with FAR 4.805(b)(13)(i).  "Unsuccessful offers or quotations may be maintained separately, if cross-referenced to the contract file. The only portions of the unsuccessful offer or quotation that need be retained are --

          (i) Completed solicitation sections A, B, and K;

          (ii) Technical and management proposals;

          (iii) Cost/price proposals; and

          (iv) Any other pages of the solicitation that the offeror or quoter has altered or annotated."
    (a)(40) Interrogation Requirements Information System (IRIS) query is required, pursuant to HQ AFMC/LGI memo dated 20 Sep 1996, “Immediate Policy Change to AFMCI 21-102, Purchase Request (PR) Operations, 12 Oct 94 and AFM 67-1, Vol III, Part One, Chapter 9, Section B, Paragraph 9.32.2, 2 Jan 96.” Local process for this policy as is follows:  (i) The first IRIS query (accomplished by the PR initiator) should come with the PR package, and should be placed at CFCC 1 in the official contract file.  (ii)  The second IRIS query should be performed by the buyer/PCO just prior to contract award. The web address for IRIS is http://www.drms.dla.mil/asset/govealpa.html.  It should be documented in the official contract file as follows: either (a) a new query, filed at CFCC 59-Verification of Requirement, or (b) annotation on the original IRIS, stating that it has been viewed again and is still valid (buyer/PCO signature and date required).  If assets to fill the requirement are found via the buyer/PCO query, then no contract award is made and the PR should be returned to the PR initiator.   
4.803(a)(95) Contracting Office Contract File 

R2M File documentation when accomplishing a split award:

1. Create a separate and complete electronic file for each award/contract.  File Tabs and the documents filed within those tabs will be duplicates in both contract files through solicitation.  It is at this juncture that the split award files will begin to deviate and contain different documents.  Some examples include, different proposals in the Unsuccessful Offerors file tab, different offer in the Successful Offeror file tab, different Contracting Officer Determinations of Responsibility, different CCR documentation, different funding documents, different DD350s, different 1279 reports and EEO clearances if applicable, and of course, different contract documents.  

2. Also, PKXD has created a separate File Tab "- Split Award Documents".  Both contract files resulting from the split award should include this tab.  This file tab will contain a Memo For Record that briefly explains/clarifies that a split award was accomplished, the contract numbers involved, the Purchase Request(s) involved, and what items were awarded in which contracts.  

4.804 Close-out of contract files.
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(a) PKXO personnel (or as designated by matrixed contracting divisions) are responsible for ensuring that the final closeout of contracts is accomplished in a timely manner.  Buyers / Procuring Contracting Officers (PCOs) are responsible for all closeout actions prior to submitting contracts to PKXO for final closeout action.  Actions include verification of physical completion, final payment or completion of any administrative action (i.e., MOCAS, CPAS) by the PCO and/or the Administrative Contracting Officer (ACO).  Buyer/PCO responsibilities are further outlined in FAR 4.804-5 (and supplements).  PKXO’s tasks include final closeout actions only, including reconciliation of the J041 database funds, preparation of closeout notice, staging of documents, and transport of documents to the staging facility.

(b) For detailed closeout guidance, see “Contract Closeout Guide”, dated November 2002, and “Final Steps in the Closeout Process”, dated September 2001 at https://www.afmc-mil.wpafb.af.mil/organizations/HQ-AFMC/PK/pkp/pkpa/closeout/guides.htm.  

(c) As stated, Buyers/PCOs are responsible for all closeout actions prior to submitting files to PKXO for final closeout action.  Files that are not ready for closeout (i.e., no proof of delivery; payment not made; no MOCAS report provided; contract not in CAR Section 5 (not closed by ACO) in MOCAS; no CPAS report provided, etc.) should not be sent to PKXO for final closeout action. 
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