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Contract/P.O. # N66001-XX-D-XXXX
Copies
Labels







Delivery/task Order (D/TO) # 0000 Mod. # 00        



Delete the H if not applicable for hard copy distribution

(H)        Defense Security Service (DSS), ________________________________  
(only if DD254 is for Specific Contract Action)
                                              



Delete the e if not applicable for electronic distribution
(e)
Contractor 

(e)
Technical Assistance Office (tao@spawar.navy.mil) (Basic "D" Type Contracts & Mods to D contracts, Cooperative agreements & Mods

 
that have task orders, completion contracts that have TDL’s)

(e)
COR:  Name: XXXXXXXXXXXXXXX, Code  XXXXXX, Location XXXX, Bldg. XXXXX, Rm. XXXX
(e)
REQUESTER:  Name: XXXXXXX, Code DXXX, Location XXX, Bldg. XXX, Rm. XXX  (if different than COR)
(e)
Security: (patti@spawar.navy.mil) (All BPAs and all contracts/P.O.s/D/TOs/Mods when DD 254 is used.  All actions when contractor is foreign-owned.)

(e)
Property Administrator:  (maysg@spawar.navy.mil)  (All PO’s/Mods which have GFP)

(e)
CONTDOC (Contractual Obligation Documents)

(e)
AOD (Accounting Obligating Documents)
(e)
*NAFI (All non-Conwrite actions)  

(e)
norrisjc@spawar.navy.mil (all actions involving funding)
(e)
SRD@spawar.navy.mil (Shipping & receiving – all new awards)
(e)
NHRC code 4 if applicable: (griffis@nhrc.navy.mil) 
(e)
Small Business Administration District Office, (ming.yee@sba.gov )(All Basic Contracts and Mods with 8(a) contractors)  Our local SBA office will forward to the correct SBA location.   

(e)
RCP funded documents (send copy to funding sponsor listed on RCP 2576)


Complete the contract/P.O./DO with exhibits/attachments/enclosures (as applicable).  File a copy of the email showing distribution was made and to whom in the official contract file.    

Distribution made by: _________________________________      Date: _________________________


Ref:  PolicyGram 02-03 (Rev 1)

