SPAWAR HQ PROCEDURES FOR 

DISTRIBUTING CONTRACT ACTIONS

Upon execution of any contract action, the following procedures apply:

Contract Actions with Financial Data Involved (SPAWAR Lines of Accounting):

· Procuring Contracting Officers (PCOs)/Contract Specialists are responsible to provide documentation to the SPAWAR Comptroller.  The documentation shall be converted to electronic Portable Document File (PDF) format and electronically transmitted to SPAWAR 01 via a special message mailbox at  code0142@spawar.navy.mil in it’s entirety by the Distribution Office within one business day  of execution.  Fiscal sheets will be the last page(s) of the document to ensure easy access by 01 personnel.
· Upon receipt of documentation from the PCO/Contract Specialist, the SPAWAR 01-4 designated official or alternate will ensure the entry of the obligation into the STARS financial system.  Normally, this should be done upon receipt, but in any event no later than within one business day.

· In addition to electronic distribution of the document to 01, the document transmission e-mail message will include the document originator and cognizant program office as directed by the Procuring Contracting Officers (PCOs) and/or Contract Specialists on the distribution sheet.  The originator and/or Program Office(r) can confirm proper document distribution by reviewing the “To:” block of the e-mail message.  Further, any additional distributions will be provided when indicated on the distribution sheet.

· Distribution problems can be resolved by notifying the Distribution Office, Steve Swiger (02-42A) or Wayne Hughes (02-41), via direct communication or e-mail, as appropriate.

Contract Actions with Financial Data Involved (Other Activities’ Lines of Accounting via a Request for Contractual Procurement (RCP), NAVCOMP Form 2276 or Military Interdepartmental Purchase Request (MIPR), DD Form 448):

· If a RCP or MIPR is the obligating document, then the PCO/Negotiator needs to ensure that the sponsoring activity (designated in block 9 of the RCP or block 7 of the MIPR) is on the distribution list to receive a copy of the contractual document and copy of the signed RCP (acceptance of an RCP is made at the Branch Head level or higher) or MIPR.  These documents do not need to be sent to the SPAWAR Comptroller.

· In those cases where there is a “co-mingling” of SPAWAR and other activity funds, the PCO/Negotiator needs to ensure that a copy of the transaction goes to both the SPAWAR Comptroller and to the other activity in accordance with the above procedures. 

All Other Copies:  

Contracting actions of less than 9 total pages (including signature pages) shall be routed to the distribution office in paper format for distribution, and conversion to pdf format for upload to the Navy Air Force Interface (NAFI) web site.

· The Contract Negotiator/PCO is responsible for providing the document to be distributed with specific distribution instructions to the Distribution Contractor in sufficient time to ensure the document is distributed within the time specified in the Distribution Policy, normally within one day of execution.

· The PCO/contract specialist will convert contracting actions of  9 or more total pages to .pdf format utilizing the installed postscript printer driver.  Microsoft Word, Excel, etc. file conversion to PostScript is accomplished by “printing” the document “to file” using the PostScript printer.  Detailed instructions for this procedure are contained in the “Electronic Document Conversion for Distribution” handbook. 

· Very specific file naming conventions must be followed to prevent loss of files due to duplicate file names.  File naming conventions are outlined in the “the “Electronic Document Conversion for Distribution” handbook. 

· Once the document is converted the paper copy of all signed pages must be hand delivered to the distribution office. The Distribution Sheet and the AE Index Sheet can either be hand delivered or sent electronically.  

· The distribution office must scan signature pages for insertion into the document. 

· The distribution center performs the following functions:

· Log action into the document control log.

· Scan pages as required, insert signature pages where appropriate and assemble the document.

· Xerox appropriate number of copies for delivery/mail to those organizations without electronic reception capabilities.

· Distribute copies to internal codes.

· Prepare copies for external organizations and e-mail or deliver to 0T-4 mailroom.

· Upload to NAFI web site for distribution to the ACO and DFAS organizations.

Reference Notes:

1.  Click here for sample Distribution List.

2.  The audit office (DCAA) shall receive copies of the following types of contracts/mods:  cost-reimbursement; time-and-materials; labor-hour; fixed-price contracts with provisions for redetermination, cost incentives, economic price adjustment based on cost, or cost allowability; and any other contract that requires audit services.

3.  To ascertain or verify external addresses, access the following web sites: 

ACO:    http://www.dcma.mil/CASBOOK/Casbook.htm
DFAS:   http://www.dfas.mil/agency/centers/index.htm
DCAA:  http://apps.dtic.mil/wobin/WebObjects/DCAA_zipcode
4. To verify contract/mod/order numbers, use the shared drive to determine the next available unused number.  

5.  This document does not include information on official contract files.  See the policy memo on Official Contract Files to ascertain procedures on Application Extender (AE).

