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 REPLY TO

ATTENTION OF:
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10 March 2003

MEMORANDUM FOR All Acquisition Personnel Assigned to the Capital District Contracting

Center (CDCC) and Subordinate Directorates of Contracting (DOC)

SUBJECT:   Policy/Compliance Branch Standard Operating Procedure (SOP) Number (7) - 

Contract Review Board Procedures

1.  PURPOSE:   The CRB shall review all procurement actions referred for 1) compliance with established procurement policies and procedures; and (2) to determine the overall reasonableness of proposed actions to assure that each action is in the best interest of the Government.  The review by the CRB supplements all other requited procurement action reviews.

2.  REFERENCE:  FAR, DFARS, AFARS, Army Acquisition Instructions (AI) and CDCC Policy Memorandums

3.  APPLICABILITY:  This SOP applies to the CRB board members and all personnel involved in the acquisition and pre-award process. The Board is comprised of a Chairman, a representative from the Staff Judge Advocate (SJA) office and a minimum of three members.  The Chairman will be either the Director or Deputy Director, Directorate of Contracting.  Members shall be selected by the Chairman from the contracting divisions senior contracting specialist and managers when appropriate, advisory personnel may be invited to attend a CRB meeting by the Chairman.  Advisory personnel may include the customer or other requiring activity personnel, legal counsel, Small and Disadvantage Utilization Specialist (SADBU) representatives, and the Competition Advocate, etc.

CRB Scheduled Meetings:  The Board will meet as required on Monday and Thursday at 0930.  Procurement actions to be reviewed must be logged in with the Director’s Secretary and submitted to the CRB Chairman no later than 1300 of the preceding day.  Special ad hoc meetings may also be called by the CRB Chairman.  Ad hoc meetings will generally be scheduled for 0930 and procurement actions to be reviewed must be logged in and submitted to the Chairman 24 hours prior to the Board meeting.
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4.  SCOPE OF REVIEWS:  The board shall review the following kinds of procurement actions:

Action prior to Solicitation:

a.  Solicitations (Request for Proposals (RFPs) and Invitation for Bids (IFBs) on procurements as determined by the Director and Contracting Officer.

b.  Disapproval by a Division Chief or Contracting Officer of a SADBU recommended procurement preference program set-aside; i.e., small business 8(a), or labor surplus area set aside.

c.  Sole Source or Letter Solicitations $100,000 or above.

d. All source selection procurements.

Actions Prior to Award:

e.  Awards valued at $100,000 or more.  Exclusions:  Delivery orders against requirement contracts, indefinite quantity, contracts, or GSA schedule contracts, which meet all of the contract’s requirements (maximum and minimum order limitations, delivery schedules, etc.)

f.  All proposed awards, which are protested, regardless of dollar value.

g.  Contract modifications which; (a) result in a change of $100,000 or more (increase and/or decrease); or (b) cause the total contract value to exceed $100,000 for the first time and each $100,000 increment, i.e., when contracts exceed $200,000, $300,000, etc.  Exclusions:  Modifications solely for incremental funding or release of excess funds upon contract close-out.

h.  All terminations for convenience or default and Final Contracting Officer’s Decisions and Settlement agreements.

i.  All protests filed at the GAO level.

j.  All matters falling under the Contract Disputes Clause.
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Other Actions:

k.  All determinations of no responsibility required by the FAR.

l.  All proposed awards to firms on the Joint Consolidated List of Debarred, Ineligible and Suspended Contractors.

m.  All proposed awards to firms currently and inexcusably delinquent.

n.  Any matter for which the Contracting Officer desires guidance or resolution by the Board.

o.  All acquisitions required for submission to Headquarters, Garrison Command Principal Assistant Responsible for Contracting.

5.  PROCEDURES:  The Contract Specialist will log the procurement action for review in the Contract Review Board Schedule maintained by the Director’s Secretary.  The Contract Specialist must submit the original procurement file and three copies of the solicitation/contract, etc., to the Secretary no later than 48 hours prior to the scheduled CRB session; or in the case of an ad hoc special session, 24 hours prior to the session.  The Review File shall be covered by a Request for Contract Review Board Form and shall consist of all the critical documents; e.g., item under review (RFP, proposed contract or modification); funded requisition; Justification for Other than Full and Open Competition; Business Clearance, Division Chief’s or Contracting Officer’s review comments and responses to them, etc.

a.  The Contract Specialist, accompanied by his/her Division chief or Team Leader, shall attend the CRB meeting and make an oral presentation by describing the planned action, the rationale of the planned action, and problems or special items for consideration.  Following the presentation, there will be a discussion of questions, comments, and/or recommendations regarding the action.

b.  The Contract Specialist shall document the Board’s findings and concerns on the Contract Review Board Memorandum.  The Contract Specialist shall take the necessary actions and prepare a written response of such actions/corrections taken.  The Contract Specialist shall then circulate the entire review file, including the Request for Contract Review Board review, Contract Review Board Memorandum, and the Contract Specialist’s response, to each member of the CRB for final approval or rejection.
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c.  If an action is rejected by the Board, the Contract Specialist will document the file stating the Board’s reasons for rejection, take immediate corrective action, and present the procurement action the Board again for review. 

d.  A copy of the Contract Review Board Memorandum showing the Board’s approval shall be placed in the contract file and a copy shall be given to the CRB’s Recording Secretary.  The Contract Specialist must note the disposition of the procurement action in the Contract Review Board Schedule Log.

Waiver of Contract Review Board:  CRBs shall not be waived except with prior approval of the Director, Directorate of Contracting.  Waivers will be granted only under the most extreme circumstances.  The sole purpose of the board is to ensure compliance with all acquisition regulations and procedures (FAR, Department of Defense FAR Supplement, Army Federal Regulation Supplement, Army Acquisition Instructions)

It is to be noted that no person may serve as a member of a Board reviewing a contract or solicitation for which that person is the responsible Division Chief, Team Leader or Contracting Officer.

5.   EFFECTIVE DATE:  This policy is effective 10 March 2003 and remains effective until rescinded by the Director.  The above stated criteria shall be followed when completing contract reviews and applies to the CDCC as well as all DOCs.

TONI PASTER-DUPREE

PROCUREMENT ANALYST

APPROVED BY:______//signed//________  

                            LENORA CLAK-EVANS

                              DIRECTOR
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