General Services Administration
Washington, DC 20405
ADM 2800.12B, Change 99
April 16, 2019

GSA ORDER

Subject: General Services Administration Acquisition Manual; GSAM Case 2019-G505,
Contract File Requirements

1. Purpose. This order transmits a revision to the General Services Administration
Acquisition Manual (GSAM).

2. Background. GSAM subpart 504.8, Government Contract Files, prescribes a contract
file format standard. One of the problems with the current standard is it doesn’t provide
the flexibility GSA needs as it moves towards agency-wide use of electronic ﬁling'.
Additionally, several recent internal audits have identified contract file issues (e.g.,
missing documents, lack of consistent organization, and difficulty with locating
documents) that are best addressed within the GSAM. As a result, this order amends the
GSAM to ensure consistent management of contract files, enable GSA to better realize
the benefits of the use of electronic files, and provide greater file standardization by
including leasing transactions and procurements down to the micro-purchase threshold?.

This amendment does not loosen the requirements concerning contract files.

Specifically, the Federal Acquisition Regulation (FAR) requires documentation in files to
be sufficient to constitute a complete history of the acquisition. The purpose being to
provide a complete background as a basis for informed decisions at each step in the
acquisition process, support actions taken, provide information for reviews and
investigations, and furnish essential facts in the event of litigation or congressional
inquiries,

3. Effective date. April 16,2019,

4. Applicability. This amendment to the GSAM applies as follows:
a. New contracts. The requirements in section 5 of this Order apply to all new
contracts that exceed the micro-purchase threshold. The requirements in section 5
may be applied to new purchases at or below the micro-purchase threshold.

b. Existing contracts. The requirements in section 5 of this Order should be
incorporated into existing contract files as workload permits. At a minimum, the
requirements must be incorporated before exercising an option.

'Some of the benefits of using electronic files are improved workflow, increased quality, increased
customer satisfaction, and the ability to transfer workloads electronically to optimize resources.

ZPrior to the issuance of this amendment, the standard applied only to contracts that exceeded the simplified
acquisition threshold, except leases of real property. Additionally, the standard could be applied to
purchases using simpliﬁed acquisition procedures.



5. Explanation of changes.

This amendment includes non-regulatory changes. For full text changes of the
amendment see GSAM 2019-G505 - Tab A - GSAM Text, Line-In/Line-Out.

This amendment revises the language of GSAM subpart 504.8, as summarized below:
e Contracting Officers shall—

@]
o]
o

o]

Maintain contract files electronically;

Ensure the contract file contains all required documentation;

Identify in a clear and logical manner, within the electronic contract file,
any documentation that is maintained in another location.

Comply with the filing and document naming convention/nomenclature,

¢ Head of contracting activities consistent with their delegated authorities are
responsible for—

o

Developing policies and procedures that support FAR and GSAM
requirements with regard to the contents of contract files and the official
system of record for contract files; and

Designating a point of contact within their organization for purposes of
supporting file audits and reviews by internal and cxternal organizations.
Support may include, but not be limited to providing copies of
contracting activity policies and procedures and assisting in resolving
issucs (e.g., location of a contract file), addressing questions, providing
access.

This amendment also makes minor revisions to the language of GSAM parts 553 and 570
to support the revisions being made in GSAM subpart 504.8.

6. Cancellations and Rescissions: Not Applicable.

ting Senior Procurement Executive,

Office of Acquisition Policy,
Office of Government-wide Policy.



TAB A - GSAM Text, Line-In/Line-Out

GSAM Baseline: Change 97 effective 4/4/2019

» Additions to baseline are indicated by [bold text in brackets]

* Deletions to baseline are indicated by strikethrenghs

» Five asterisks (* * * * *) indicate that there are no revisions between the preceding and
following sections

* Three asterisks (* * *) indicate that there are no revisions between the material shown
within a subsection

Subpart 504.8—Government Contract Files

504.800 Scope of subpart.
[(a)] This subpart prescribes a standard contract file format [standard] for all

contracts that exceed the simplified-acquisitien [micro-purchase} threshold;-exeept
leases-efreal-property. This subpart may be applied to purchases [at or below the] using
stmplified-aequisition [micro-purchase threshold)precedures.

[(b) The purpose of this standard is to ensure that the documentation in the file
complies with FAR 4.801(b)(1) and FAR 4.802(c) requirements.]

504.802 Contract files.

[(a) Contract files shall be maintained electronically, unless otherwise
determined, in writing, by the HCA to be prohibitively burdensome.]

[(b) The contracting officer must place all information and documentation
required by FAR 4.802 and 4.803 in the contract file and organize the file in the
format as set out in each individual contracting activity’s contract file standard.)




I(c) Contracting officer responsibilities.

(1) The contracting officer is responsible for the official contract file.
Individuals creating documents relating to the contract must provide those
documents to the contracting officer for inclusion in the file. Other members of the
acquisition team may be responsible for the maintenance and archival of any
delegated responsibilities (e.g., contract administration and delegated contract
administration function) according to prescribed contracting activity policies and
procedures.

(2) The contracting officer shall—

(i) Place all information and documentation required by the FAR (see

FAR subpart 4.8), the GSAM, and any other policy and procedure in the contract
file,

(ii) Include an index or checklist identifying the location of any
documentation contained in the contract file when such identification is not already
prescribed by policy. The index or checklist can be electronic.

(iii) Identify in a clear and logical manner, within the contract file, any
documentation maintained in another location.

(iv) Comply with applicable file and document naming
convention/nomenclature requircments.

(3) When responsibility for a contract transfer from one contracting officer
to another contracting officer (e.g., employce departure, transfer of assignments, or
redelegation of contract administration authority (intraoffice or interoffice))—

(i) The successor contracting officer shall review the files being
transferred. The purpose of the review is to identify any issues with the contract file
(e.g., missing or incomplete documentation or information).

(ii) The successor contracting officer shall attempt to resolve any issues
identified during their review of the transferred files. The successor contracting
officer should write a memo-to-file that documents any issues with the contract file
that were not able to be resolved as part of the transfer.

(d) Head of contracting activity responsibilities. Head of contracting activities
consistent with their delegated authorities are responsible for—

(1) Developing policies and procedures that discuss, at a minimum, the
following:

(i) The different types of files identified in FAR 4.801(c) along with any
other files that are to be established (e.g., unsolicited proposals);

(ii) The location where file documentation is to be stored (e.g., an
electronic contract filing system, another official system of record, or some type of
combination thereof). If file documentation must be stored in different locations,
the policy and procedure shall discuss the rationale for the need (e.g., separation of
classified and unclassified documentation) and medium (e.g., paper) to be used;

(iii) The approach used to identify the documents to be retained within a
contract file (see FAR 4.803) and any other files established per paragraph (d)(1)(ii)
of this section (e.g., use of a checklist or index that includes the citation of the
authority for retaining a document);



(iv) The organization(s) or individual(s) responsible for maintaining file
documentation when such responsibility does not reside with the contracting officer
(see 504.802(b));

(v) The filing and document convention/nomenclature to be used;

(vi) The content, access, and other applicable requirements for
contracting officer representative (COR) contract files (see FAR 1.604) and any
other files (see paragraph (a) of this section); and

(vii) The internal controls (e.g. quarterly review by the contracting
activity) to be used for ensuring compliance with FAR, GSAM, and other
requirements.

(2) Designating a point of contact within its organization for purposes of
supporting file audits and reviews by internal and external organizations (e.g., the
Procurement Management Review (PMR) office). Support may include, but not be
limited to:

(i) Providing copies of applicable policies and procedures;

(i) Assisting in resolving issues (e.g., locating a contract file) and
questions;

(iii) Providing access to files and systems; and

(iv) Notifying the contracting officer of the status of the review or audit.)

504.803 Contents of contract files.

[In addition to the examples of contract file documents described in FAR 4.802
and listed in FAR 4,803, the contract file shall include, if applicable, the following:

(a) GSA Form 2689 (see 519.502-70 for applicability), and

(b) Checklist documenting review of the small business subcontracting plan (sce
519.705-4 for applicability).

(c) Documents required by individual contracting activity in accordance with
such activity’s internal policies and procedures.}
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Subpart 553.3—Illustrations of Forms
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Form Title Reference On-line Location
No.
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Part 570—Acquiring Leaschold Interests in Real Property
Subpart 570.1—General
570.101 Applicability.

* % %

(c) The following GSAM provisions apply to acquisitions of leasehold interests in
real property. These are in addition to the GSAR requirements identified in 570.101(b).

GSAM Applicable to Acquisitions of Leasehold Interests in Real Property
501 507 522.14 532.8
503 319.3 323.4 332.9
504.2 519.6 530 532.11
[504.8} 519.7 532.1 533




504.9 519.12 532.4 537.2
505 522.13 532.6

506
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