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I
PURPOSE


The purpose of this procedure is to provide for a system and instructions, and to assign responsibilities for review of contractual requirements during the solicitation process, pre-award evaluation and after award of Firm Fixed Price and Indefinite delivery/Indefinite Quantity contracts.

II
APPLICATION


This procedure applies to all Government and Commercial solicitations and contracts.


III
PROCEDURE

1.
Receiving Solicitations

1.1
The Vice President, and other designated personnel, shall actively seek solicitations through normal business sources for procurement activity. The necessary information is obtained and solicitations are acquired from the procuring activity.
2.
Solicitation/Contract Review

2.1
Planning and production supervisors are responsible for solicitation review. Each solicitation received by mail, fax, or phone is reviewed to verify that:

· Description of supplies and/or services is complete 

· Required resources are available


The entire solicitation is also carefully reviewed to note any special requirements such as specific delivery dates, customized packaging, requests for certificates, requests for integrated logistical support data, etc.  Payment activity instructions are also reviewed and noted.

2.2
If additional information is required or there are any discrepancies or ambiguities, the procuring activity is contacted for clarification.  All clarifications or additional information made in the solicitation are initiated by the procuring activity.

3.
Verification of Compliance

3.1 Before submitting a bid or offer, Program Management determines that the ordered supplies and/or services are within the available resources and can be delivered on the specified date (if indicated). If the resources are not available, Program Management contacts the designated production manger with inquiry and collective turn on Human Resources to obtain contingent hires to meet customer requirements.

3.2 
If the specified delivery date cannot be met, the bid or offer will not be submitted to the procuring activity.

3.3
When delivery date is not indicated, it is assumed that the requested delivery date is the standard lead-time.

4.
Solicitation/Contract Changes and Amendments

4.1
Solicitation and/or contract changes and amendments received from the procuring activity are routed to the Vice President for solicitations (RFP and IFB).

When a change order is received,

- The corresponding original solicitation or contract is retrieved

- The change order is reviewed for completeness and clarity, and the procuring activity is contacted if more information is needed

- The status of the original order processing (accepted, entered, in production, packed, or shipped) is determined

- The feasibility of the requested change and the impact on cost and delivery date is determined

5.
Solicitation/Contract Review Records

5.1
When the solicitation review (per Section 2) and the verification of the capacity to deliver (per Section 3) are completed satisfactorily, the executive management representative signs, and dates the proposal/amendment.  A signed copy of the solicitation/amendment constitutes a record of its review.  Storage location and retention period for the contract review records are specified in Standard Operational Procedure, SOP-Q-03, Quality Records.

5.2
Review and verification of change orders are also recorded by signature and date.  Change orders are kept together with the corresponding original orders.

IV
ASSOCIATED DOCUMENTS

SOP-Q-03, Quality Records
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