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Department of Defense 204.670–6 

acquisition. Each contracting office 
with a separate code must submit its 
own DD Form 1057. 

(2) Complete the DD Form 1057 with-
in three working days after the cutoff 
of the reporting month. Contracting of-
fices may not cut off the reporting 
month before the 25th calendar day. 
The cutoff date for September is Sep-
tember 30. Submit the DD Form 1057 to 
the departmental data collection point 
in accordance with departmental or 
agency procedures. 

(3) Unless otherwise instructed by 
the departmental data collection point, 
do not submit revised DD Form 1057 re-
ports. Include any required corrections 
or adjustments in following month’s 
report. 

[65 FR 39708, June 27, 2000, as amended at 66 
FR 47097, Sept. 11, 2001; 67 FR 46113, July 12, 
2002]

204.670–4 Contract administration of-
fice responsibilities. 

Contract administration offices exe-
cuting actions subject to DD Form 350 
or DD Form 1057 reporting must submit 
an annotated copy of the contractual 
instrument to the contracting office so 
that the contracting office can submit 
the required report. 

(a) For DD Form 350, annotate in the 
heading of the contractual instrument 
in large block letters ‘‘DD FORM 350 
REPORTING COPY.’’ Send the anno-
tated copy to the contracting office 
within one working day after the ac-
tion date. 

(b) For DD Form 1057, annotate in 
the heading of the contractual instru-
ment in large block letters ‘‘DD FORM 
1057 REPORTING COPY.’’ Send the an-
notated copy with the normal distribu-
tion. 

[65 FR 39709, June 27, 2000]

204.670–5 Departmental data collec-
tion point responsibilities. 

Departmental data collection 
points— 

(a) Collect DD Forms 350 and 1057 
data provided by their contracting of-
fices; 

(b) Electronically record the data in 
accordance with the instructions for 
recording and editing developed by 
WHS–DIOR with the majority agree-
ment of the departments and agencies 

and prescribed by the Director of De-
fense Procurement; and 

(c) Submit monthly reports (non-
cumulative) to Washington Head-
quarters Services, ATTN: DIOR, within 
18 days after the close of the reporting 
period, except the due date for Sep-
tember may be extended for no more 
than ten days. Report Control Symbol 
DD–AT&L(M)1014 applies to reports for 
DD Form 350 actions, and Report Con-
trol Symbol DD–AT&L(M)1015 applies 
to reports for DD Form 1057 actions. 

[65 FR 39709, June 27, 2000, as amended at 66 
FR 47097, Sept. 11, 2001]

204.670–6 Types of DD Form 350 re-
ports. 

There are three types of reports—sin-
gle, consolidated, and multiple. 

(a) A single report is one DD Form 
350 report per action. 

(b) A consolidated report combines 
several actions. 

(1) Prepare consolidated reports for— 
(i) Military Traffic Management 

Command awards of indefinite-delivery 
contracts for ocean transportation. 
The Command reports at the beginning 
of each fiscal year the estimated value 
of the orders for that fiscal year on one 
DD Form 350. 

(ii) Defense Energy Support Center or 
Defense Supply Center, Richmond, in-
definite-delivery contracts for petro-
leum or petroleum supplies. The Cen-
ters, at the time of award, report the 
estimated value of the orders to be 
placed against the contract on one DD 
Form 350. 

(iii) Orders placed by the Defense 
Commissary Agency (DeCA) for resale 
items over $25,000. DeCA consolidates 
the orders monthly and reports the cu-
mulative dollar amounts and actions 
on one DD Form 350. 

(iv) Vouchers processed by the U.S. 
Army Contracting Command, Europe 
(USACCE), for the purchase of utilities 
from municipalities (e.g., gas, elec-
tricity, water, sewage, steam, snow re-
moval, and garbage collection). 
USACCE consolidates these trans-
actions monthly and reports the cumu-
lative dollar amounts and actions on 
one DD Form 350. 

(2) Consolidated reports may be pre-
pared in accordance with departmental 
or agency procedures for orders under 
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communications service agreements 
for local dial tone services. 

(c) A multiple report is more than 
one DD Form 350 per contracting ac-
tion. Prepare multiple reports if— 

(1) The action includes FMS require-
ments in addition to non-FMS require-
ments (Line B9 on the DD Form 350). 
Submit one DD Form 350 report for the 
FMS requirements and another DD 
Form 350 report for the non-FMS re-
quirements. 

(2) The action includes more than one 
type of contract (Line C5 on the DD 
Form 350) and the type with the least 
dollar value exceeds $500,000. Prepare a 
separate DD Form 350 for each contract 
type. 

(3) The action includes non-DoD Fed-
eral agency requirements and DoD re-
quirements. Submit one DD Form 350 
for the non-DoD requirements and an-
other DD Form 350 for the DoD require-
ments. 

[65 FR 39709, June 27, 2000, as amended at 66 
FR 47097, Sept. 11, 2001; 67 FR 46113, July 12, 
2002]

204.670–7 Security classification. 
Submit DD Forms 350 as unclassified 

documents. Classified contracts are not 
exempt from reporting solely because 
the contract is classified. Contact the 
appropriate departmental data collec-
tion points for special instructions if it 
is necessary for security reasons to 
modify coding of any information on 
the DD Form 350. If contact cannot be 
made for security reasons, obtain in-
structions from the Director of Secu-
rity, Office of the Assistant Secretary 
of Defense (Command, Control, Com-
munications, and Intelligence), (703) 
614–0578, or DSN 224–0578. 

[65 FR 39709, June 27, 2000]

Subpart 204.8—Contract Files

204.802 Contract files. 
Official contract files shall consist 

of— 
(1) Only original, authenticated or 

conformed copies of contractual instru-
ments— 

(i) Authenticated copies means copies 
that are shown to be genuine in one of 
two ways— 

(A) Certification as true copy by sig-
nature of an authorized person; or 

(B) Official seal. 
(ii) Conformed copies means copies 

that are complete and accurate, includ-
ing the date signed and the names and 
titles of the parties who signed them. 

(2) Signed or official record copies of 
correspondence, memoranda, and other 
documents.

204.804 Closeout of contract files. 

Normally, the closeout date for con-
tract files is the date in Block 9d on 
the DD Form 1594, Contract Comple-
tion Statement, or in columns 59–65 on 
the PK9. If the contracting office must 
do a major closeout action that will 
take longer than three months after 
the date shown in Block 9d of the DD 
Form 1594, or in columns 59–65 of the 
PK9— 

(1) The closeout date for file purposes 
will be the date in Block 10e of the DD 
Form 1594 or the date of the closeout 
statement executed when the 
MILSCAP PK9 is received. 

(2) The contracting office shall notify 
the contract administration office of 
the revised closeout date by either 
sending a copy of the completed DD 
Form 1594 or by preparing a MILSCAP 
Format Identifier PKZ, Contract Close-
out Extension.

204.804–1 Closeout by the office ad-
ministering the contract. 

(1) For contracting offices admin-
istering their own contracts, locally 
developed forms or statement of com-
pletion may be used instead of the DD 
Form 1594, Contract Completion State-
ment. Whichever method is used, the 
form shall be retained in the official 
contract file. 

(2) For contracts valued above the 
simplified acquisition threshold, pre-
pare a DD Form 1597, Contract Close-
out Check List, (or agency equivalent) 
to ensure that all required contract ac-
tions have been satisfactorily accom-
plished. 

[56 FR 36289, July 31, 1991, as amended at 64 
FR 2596, Jan. 15, 1999]
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