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(Delete this and everything above it when using the form. Do not fill out on-line. See Using forms and letters.)

FILE REVIEW CHECKLIST            

                                                                                                                                 CONTRACTOR NAME: ________________________________________________

CONTRACT NUMBER: ________________________________________________

ASSIGNED CONTRACT SPECIALIST: ___________________________________

FILE REVIEWED BY: ___________________    FILE REVIEW DATE: ___________

FILE REVIEWED THROUGH MOD# ______
INVOICE # _____

AN ANNUAL REVIEW OF EACH CONTRACT FILE SHALL BE CONDUCTED.
RED FILE #1








Yes
        No
N/A

Inside Front Leaf
Basic Contract (SF-26) 

________________________




And Modifications (SF-30)

2nd Leaf

Modification Back-up 

________________________




Documentation

3rd Leaf

Signed Subcontracts (if applicable)
________________________

Back Leaf

COA's & COA Log Sheet

________________________

Reviewer's Comments:  









Specialist's Response:  









RED FILE #2
                                                                                                 Yes
        No
N/A

Inside Front Leaf
FOI Requests

 

________________________

2nd Leaf

Human Subjects (OF-310)

________________________




Original & Annual

Back Leaf

Basic Award Documentation

________________________

Reviewer's Comments:  









Specialist's Response:  









ORANGE FILE








Yes
        No
N/A

Inside Front Leaf
Annual Property Listing

________________________

2nd Leaf

Administrative/Cost Correspondence
________________________




Past Performance Reports



Intellectual Property Plans (as required)
3rd Leaf

OA File Review Checklist,

________________________

                                    Quarterly Merlin printout, &




annual PO Designation Memos

4th Leaf

294's/295's and


________________________




SDB Target correspondence

5th Leaf

Indirect Cost Rate Agreement

________________________




Status of Funds (Semi-Annual)

Back Leaf

Signed Invoices & Current 

________________________




Spreadsheet




ACH Vendor Payment Form (SF-3881)

Reviewer's Comments:  









Specialist's Response:  









BLUE FILE
Inside Front Leaf
General Correspondence

________________________

2nd Leaf

Site Visit Reports  


________________________

3rd Leaf

Technical Reports & P.O. 

________________________




Acceptance

Reviewer's Comments:  









Specialist's Response:  









GENERAL COMMENTS: _________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________
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