ATTACHMENT 3
eCMS Contract File Documentation
Due to the scope and variety of VA acquisitions, a single mandatory list is not possible. Contracting officers and their supervisors should use their best professional judgment to determine what documents are relevant to a given acquisition. Key decisions for each phase below must be represented by appropriate documentation. The list below suggests documents a contracting officer should consider to ensure the official contract file in eCMS is complete, as directed by FAR subpart 4.8.
Pre-solicitation Phase
Purchase Request (VA Form 2237)
Original Statement of Work (SOW)
Independent Government Estimate
Market Research [include searches and results of Vendor Information Database (VIP) queries per VAAR 819.202, Specific policies, when applicable.]
Justification & Approvals, Determinations & Findings
Interim Contract Authority, Facility Specific Approvals
Procurement Review (VA Form 2268)
Small Business Set-Aside & 8(a) Correspondence
Wage Determinations and Requests (Professional Services Determination)
Acquisition Plan
Final SOW/Evaluation Criteria/Source Selection Plan
Security/Background Requirements (HR, IRM, ISO, etc.)
Miscellaneous Correspondence/Memos
Review Documents (Pre-Solicitation)


ATTACHMENT 3 continued
Solicitation Phase
Solicitation and Attachments
FedBizOpps Posting
Pre-Bid Proposal Conference, Site Visit, Minutes
Vendor Questions & Requests for Information
Amendment Back-Up Documentation
Abstract of Bids/Proposals
[VIP Verification of Offerors/Quoters in accordance with VAAR 819.7003(b)(3) when applicable.]
Copy of All Unsuccessful Offers (including no bid responses) (if feasible)
Record of Late Proposals/Rejected Bids
Successful Offer–ORCA
Verification of Bid/Proposal
Technical Evaluation
Request/Report of Pre-Award Survey
Protest Prior to Award
Record of Oral Presentations
CO Determination of Competitive Range/Notice to Offerors
Discussions or Exchanges
Request for Final Proposal Revisions (FPRs)
Best Value Decision (Source Selection Documents)
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Determination of Responsibility including checks of VetBiz, SAM, and VIP.
System for Award Management
HHS Exclusionary List, VETS 100 Report, D&B Report
Small Business Administration (SBA) Certificate of Competency
Subcontracting Plan Review/Approval
Pricing & Audit Reports, Certification of Cost & Pricing Data/Analysis
Record of Negotiations/Price Negotiation Memorandum (PNM)
EEO Clearance (>$10M)
VA Directive 1663 Certifications/Approvals
Notice of Award (Congressional Notification >$4M)
Notice to Unsuccessful Offerors, Pre-Award Notice
Record of Debriefings
Miscellaneous Correspondence/Memos
Review Documents (Pre-Award) (including VIP Verification)
Contract Administration
FedBizOpps Posting of Award Announcement/J&As
Protest/Mistake After Award
Signed Contract
Integrated Funds Distribution, Control Point Activity, Accounting, and Procurement


 (IFCAP Purchase Order/Obligation Document for Modifications
Pre-Performance/Post-Award Conference Minutes
Payment/Performance/or Other Bonds
Insurance Certification
Award Letter/Contract Receipt/Notice to Proceed
Subcontracting Plan/List of Sub-Contractors (SF 1413’s)
Security/Background Check Documentation
Contracting Officer’s Representative (COR)
Nomination/Appointment/Training
COTR/Quality Assurance Records
Delegation of Project Coordinator/Job Superintendent
Contract Progress/Performance (Reports/Meetings)
Delinquency Notices (e.g., Cure, Show Cause, Liquidated Damages)
Stop Work Order/Suspension of Work
Post award Conference Documentation (e.g., meeting minutes, report)
Site Visit Documentation
Warranty Documentation
Submittal Log
Progress Schedule/Progress Reports
Schedule of Values
Labor Investigation Correspondence
Apprentice Certifications
Labor Checks
Payroll Documentation
Material Submittals
Drawings (if feasible)
Specifications (if feasible)
Invoices/Payment Vouchers
Termination Documentation
Assignment of Claims
Final Acceptance/Completion/Beneficial Occupancy
Contract Completion Certificate
Release of Claims
Performance Evaluations
Option Renewal Letters/Documentation
Enhanced Sharing Report
Claims and Supporting Documentation
Miscellaneous Correspondence/Memos
Signed Modifications and Supporting Documentation
Signed Delivery Order
Signed Task Order
Contract Closeout
Final Reports
Final Approved Invoice
Contract Completion Statement
Signed Deobligation of Funds Modification


