





Program-Wide Information�



Original to:�
No. Copies:�
Copies to:�
Cover Letter or Transmittal Only to:


�
�
Basic Contract�
LANTDIV Code 02 (contract administrator)


�
2


1 EA


5


1�
EFA CHES Code 18


ALL ROICC offices


LANTDIV Code 18


LANTDIV Code 05�
�
�
Program QC Plan�
LANTDIV Code 02 (contract administrator)�
1


1 EA


1


1�
EFA CHES Code 18


All ROICC offices


LANTDIV Code 18 (COTR)


LANTDIV Code 05 (CM)�
�
�
Corporate S&H Plan�
LANTDIV Code 02 (contract administrator)�
1


1 EA


1


1�
EFA CHES Code 18


All ROICC offices


LANTDIV Code 18 (COTR)


LANTDIV Code 05 (CM)�
�
�
Monthly Reports �
COTR (full set)�
1 EA


1 EA


1 EA


1 EA


1�
ROICC NTR


RPM/EIC


Activity POC


Code 02 Contract Specialist


Code 05 CM (full set)�
�
�
QC Assessment Notification & Report�
Code 05 CM�
1 EA


1 EA�
ROICC NTR


RPM/EIC�
COTR�
�
Master Workplans�
Code 18 RPM/EIC�
�
Coordinate w/ RPM/EIC�
COTR, Code 05 CM, ROICC �
�
Implementation Plan�
COTR�
�
�
�
�
Indirect Rates�
LANTDIV Code 02 (contract administrator)�
1�
COTR�
�
�
Indirect Rate Adjustment Invoice�
LANTDIV Code 02 (contract administrator)�
�
�
COTR�
�
Award Fee Invoice�
LANTDIV Code 02 (contract administrator)�
�
�
COTR�
�
Fiscal Year Program Summary�
COTR�
1


1�
Code 05 CM


Code 02 Contract  Administrator�
�
�



�



Original to:�
No. Copies:�
Copies to:�
Cover Letter or Transmittal Only to:


�
�
Predetermined Annual Labor 


Rates�
LANTDIV Code 02 (contract administrator)�
1�
COTR


�
�
�
Predetermined Annual Daily Equipment Rates�
LANTDIV Code 02 (contract administrator)�
1


1�
COTR


Code 05 CM�
�
�
Program-wide Key Personnel Approval Request�
LANTDIV Code 02 (contract administrator) �
1


1�
COTR,


Code 05 CM�
�
�
Annual Financial Submission to DCAA�
LANTDIV Code 02 (contract administrator)�
�
�
�
�



Task Order-Specific Correspondence�



Original to:�
No. Copies:�
Copies to:�
Cover Letter or Transmittal Only to:�
�
Initial TO Proposal & Initial Construction Mod (Original & Revised Proposals)�
LANTDIV Code 02 (contract specialist) �
1


2


�
ROICC


Contract Specialist �
COTR


Code 05 CM�
�
Draft Workplan, incl.


Site Specific S&H Plan,


Site Specific QC Plan�
Code 18 RPM/EIC�



1�
Coordinate w/ RPM/EIC


ROICC�
COTR


Code 05 CM�
�
Construction Phase  Proposals for Modifications�
LANT ACO- Code 02 Contract Specialist


ROICC ACO- ROICC Contract Specialist�
1�
RPM/EIC�
Code 05 CM (e-mail)�
�
Task Order Key Personnel Approval Request�
LANTDIV Code 02 (contract specialist)�
1


1


1


1�
ROICC (NTR)


Code 05CM


RPM/EIC


COTR�
�
�
Site Specific Draft Sampling Plan�
Code 18 RPM/EIC�
�
Coordinate w/ RPM/EIC�
�
�
Site Specific Final Sampling Plan�
Code 18 RPM/EIC�
�
Coordinate w/ RPM/EIC�
�
�
Sample Test Results�
Code 18 RPM/EIC�
�
Coordinate w/ RPM/EIC�
�
�
Laboratory Certifications�
COTR�
�
�
�
�
Task Order-Specific Correspondence�



Original to:�
No. Copies:�
Copies to:�
Cover Letter or Transmittal Only to:�
�
Laboratory QA Information�
RAC Contractor holds; do not submit unless requested�
�
�
�
�
Request for Subcontracting Consent�
LANTDIV Code 02 (contract specialist)�
�
�
�
�
Precon Information Package�
ROICC NTR�
1�
RPM/EIC�
�
�
Invoices�
LANTDIV Code 02 (contract specialist)�
1


1�
ROICC


RPM/EIC�
�
�
Responses to invoice questions�
LANTDIV Code 02 (contract specialist)�
1


1�
ROICC,


RPM/EIC�
�
�
Certified Payrolls�
LANT ACO- Code 02 Contract Specialist   OR


ROICC ACO- ROICC Contract Specialist �
�
�
�
�
Field Form (former Work Directives, variance request, RFI, OT auth.)�
ROICC NTR�
1


1














1�
RPM/EIC


LANT ACO- Code 02 or 


ROICC ACO- Contract Spec. (Technical/work directives only )





COTR (all)�
�
�
Government Furnished Property�
LANTDIV Code 02 (contract administrator)�
1�
ROICC�
�
�
QC Meeting Minutes�
ROICC�
1


1EA


1


1�
RPM/EIC


Attendees 


Code 05 CM


COTR�
�
�
“75%” Letter�
 Contract Specialist


(when LANT retains ACO)


              OR


Supervisory Contract Specialist at ROICC when ROICC is ACO�
1


1


1


1�
RPM/EIC,


COTR


ROICC


Contract Specialist at LANT when ROICC is ACO�
�
�
Task Order-Specific Correspondence�



Original to:�
No. Copies:�
Copies to:�
Cover Letter or Transmittal Only to:�
�
Closure Report�
Code 18 RPM/EIC�
�
Coordinate with RPM/EIC�
�
�
�
�
�
�
�
�
Confirmation via e-mail


         Site Visit Data


         Precon date/minutes


         Final Inspection 


         System Start Up


          O&M Start Up  








�
Code 05 CM


ROICC NTR


RPM/EIC


COTR�
�
�
�
�












NOTES: (1) In general; do not federal express unless necessary to meet deadline or requested by receiver of deliverable.


	   (2) Use e-mail when feasible


	   (3) If a document is faxed ; an original is not required to be mailed unless specifically requested by receiver.





RAC Correspondence Distribution


Oct 6,1999
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