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FEDERAL AVIATION ADMINISTRATION  SOLICITATION AND AWARD CHECKLIST
PART 1 - MATERIAL INFORMATION
TO BE COMPLETED BY ACQUISITION SPECIALIST
PART 2 - ACQUISITION SPECIALIST - CONTRACTING OFFICER
13. CONTRACT AWARD
PART 3 - PRODUCT SPECIALIST
PRODUCT SPECIALIST DIGITALLY SIGN AND SUBMIT RSW WORKSHEET AND CHECKLIST TO PRODUCT SPECIALIST SUPERVISOR/LEAD.
PRODUCT SPECIALIST SUPERVISOR/LEAD DIGITALLY SIGN AND RETURN RSW WORKSHEET AND CHECKLIST TO CONTRACTING OFFICER VIA EMAIL.
PART 4 - ACQUISITION SPECIALIST - CONTRACTING OFFICER
DIGITALLY SIGN AND UPLOAD COMPLETED RSW WORKSHEET AND AWARD CHECKLIST TO RECORDS MANAGEMENT (PO, PRE-AWARD, TQ SUPPORT DOCUMENTS FOLDER).
INSTRUCTIONS
1. The Acquisition Specialist or Contracting Officer is responsible for filling out Part 1: Material Information.
2. The Acquisition Specialist or Contracting Officer is responsible for filling out Part 2 and submit this checklist to the Product Specialist.
3. The Product Specialist is responsible for Part 3 and will submit this checklist to Product Specialist Supervisor/Lead.
4. The Acquisition Specialist  or Contracting Officer is responsible for filling out and signing Part 4 and will ensure all documents are uploaded to Records Management.
Part 1 - Material Information - Acquisition Specialist - Contracting Officer.
Part 2 - Acquisition Specialist - Contracting Officer.
Part 3 - Product Specialist and Product Specialist Supervisor/Lead.
Part 4 - Acquisition Specialist - Contracting Officer.
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