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United States
Department of
Agriculture

Office of the Assistant Secretary for Management

Departmental Administration

Office of Contracting and Procurement

Procurement Operations Division

301 S. Howes Street., Suite 321
Fort Collins, CO  
80521



To: 		


From:		


Subject:	AOP Number 25: Procurement Review Program – Fiscal Year 20XX, 


In accordance with Acquisition Operating Procedure (AOP) Number (No.) 25, Procurement Review Program, an internal review was performed on the Procurement Operations Divison’s (POD) Fiscal Year 20XX contract awards valued at ____________.  The Federal Procurement Data System (FPDS) Award Detail Report, Integrated Acquisition System (IAS) Billing Report and POD Review logs, as applicable were examined to determine contract actions meeting this threshold.  A total of _____ contract actions and associated files were reviewed.

The review team consisted of ______________to conduct on-site reviews at the _________ office location(s) from Date through Date.  

The team reviewed applicable contract actions, contemplated and discussed the following items during the review:

· Best practices and procedures; 
· Overall compliance with laws, regulatory policies and USDA regulations and procedures;
· Use of electronic systems and data reporting; and
· Whether contract files were complete and good order, to include supporting documentation.

Individual review checklists were completed for each contract action as well as a consolidated review checklist with trends (see Attachment 1 and 2).  Findings or elements there were not in compliance were noted with an “X” in the applicable cell on the consolidated spreadsheet.  Partial compliance, general review comments or best practices were noted with an asterisk in the applicable cell.  Review findings, general comments and best practices are noted in Attachment 3.  A trend was determined to occur when two or more contract actions did not comply with a  specific review element.   

Best Practices and Commendable Items

As a result of its review, the review team identified several commendable items and best practices:

1.   
2.   
3. 

Review Findings

Several areas within each contract action were noted as lacking required information, documentation, or having inconsistencies with other areas of the contract or file documentation.  These are included in the attached Consolidated Review Comments file.  Trends, two or more findings for the same requirement, noted during this review include:

1.  
2.   
3. 


Other Observations

Several general observations noted by the team during the review include:

1.  
2.  
3.  

Recommendations

As a result of this review, the team provides the following recommendations:
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