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Contract Award Distribution Checklist 
Related SOP: Distribution of Contract Awards, Modifications, and Task Orders SOP
April 7, 2006 (jlg) 
Date submitted to PT:__________________ In accordance with FAR 4.201, distribution should be completed within 10 working days after contract execution. 

Contract No: 

            
  

Program Division:    FORMCHECKBOX 
 DAIDS     FORMCHECKBOX 
 DAIT    FORMCHECKBOX 
 DMID   FORMCHECKBOX 
 DEA   FORMCHECKBOX 
 DIR
Contract Specialist: 

            
  

Office of Acquisition Branch:   FORMCHECKBOX 
 APEB    FORMCHECKBOX 
 AIDS-RCB    FORMCHECKBOX 
 AIT-RCB   FORMCHECKBOX 
 MID1-RCB   FORMCHECKBOX 
 MID2-RCB   FORMCHECKBOX 
 PMOB

Project Officer name and address:  

Business Rep. name and address:    FORMCHECKBOX 
  Check if address is attached on mod or letter

P.I. name and address:   FORMCHECKBOX 
  Check if address is the same as business address  
Contents of Distribution Folder – completed by contract specialist

Included
 To be  

In folder    Completed by PT
 FORMCHECKBOX 
             FORMCHECKBOX 
 ORIGINAL of Contract (PT sends original to Business Rep, 1 copy to PI) (CS retains 1 signed original in file) 

 FORMCHECKBOX 
             FORMCHECKBOX 
 ORIGINAL of PO Designation Memo (PT sends 1 copy to Business Rep, 1 copy to PI) (PT returns 1 copy to CS for file) 

 FORMCHECKBOX 
             FORMCHECKBOX 
 ORIGINAL Award letter to be mailed to the Business Representative & PI (P.T. will return original to CS after distribution)
 FORMCHECKBOX 
             FORMCHECKBOX 
 Multiple Awards (Contract Number 
 of 
 Contracts)

 FORMCHECKBOX 
             FORMCHECKBOX 
 Copy of NIH-1688-1 for faxing
 FORMCHECKBOX 
             FORMCHECKBOX 
 Congressional Liaison notification  for actions over $3M (Fax after award)

 FORMCHECKBOX 
             FORMCHECKBOX 
 OAMP/NIH notification  for actions over $3M (Fax after award)
 FORMCHECKBOX 
             FORMCHECKBOX 
 ADB Printout showing final approval of action in ADB.
 FORMCHECKBOX 
             FORMCHECKBOX 
 DCIS Unfinished Record Printout for DCIS Verification.
 FORMCHECKBOX 
             FORMCHECKBOX 
 Post Award Notice on OA Home Page

 FORMCHECKBOX 
             FORMCHECKBOX 
 Post Award Notice in FedBizOpps 

 FORMCHECKBOX 
             FORMCHECKBOX 
 Award Notification Letters ______  (number) of letters
 FORMCHECKBOX 
             FORMCHECKBOX 
 Debriefing Letters ______  (number) of letters
Completion and Distribution Documents – completed by procurement technician: 

Distribution of Contract Completed
 FORMCHECKBOX 
 Contractor (original + 1 copy)
 FORMCHECKBOX 
 Project Officer
 FORMCHECKBOX 
 Branch Chief

 FORMCHECKBOX 
 PMOB

 FORMCHECKBOX 
 AO-Marilyn Kunzweiler (all actions)
 FORMCHECKBOX 
 AO-Brian Collier (DAIDS Only)
 FORMCHECKBOX 
 Property (if applicable)

 FORMCHECKBOX 
 Lai Tan 
 FORMCHECKBOX 
 Contracting Officer/Specialist (distribution folder including original      docs and one copy of any documents created)
Documents created (when applicable)                           Distribution completed
 FORMCHECKBOX 
 Congressional Liaison notified via Fax (Over $3M)
 FORMCHECKBOX 
 OAMP notified via Fax (Over $3M) 

 FORMCHECKBOX 
 NIH-1688-1 sent via Fax 
 FORMCHECKBOX 
 PO Designation Memo (2 copies to contractor)

 FORMCHECKBOX 
 PO Designation Memo signature page to PMOB
 FORMCHECKBOX 
 DCIS verification has been finalized (Copy to CS and BC)  

 FORMCHECKBOX 
 Post Award Notice in FedBizOpps 

 FORMCHECKBOX 
 Post Award Notice on OA Home Page 

 FORMCHECKBOX 
 Award Notification Letters 

 FORMCHECKBOX 
 Debriefing Letters 
 FORMCHECKBOX 
 Other ____________________

Comments: Please identify any circumstances unique to this action.






                             



____                   


Procurement Technician


Date

DCIS Verification Entry


Date Completed

