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Sandia Contracting Representative (SCR) Tips for Preaward Audits
(June 2010)

The following suggestions will help to eliminate unnecessary delays in the preaward audit process:

· Start the process early. If you anticipate the need for a preaward audit to be conducted on a proposal, contact Contract Audit’s Teamleaders as soon as possible. We’ll be happy to work with you to achieve success. Depending upon the size and complexity of the award, 4-6 weeks to complete a preaward audit is not unusual. 
· If you are contemplating placing a contract with a supplier with whom we’ve had no prior experience, contact us and we can evaluate them and their accounting systems in advance. This may save you a great deal of time if we determine that the contractor cannot handle the proposed or any contract type. 
· Direct the contractor to provide an electronic cost proposal using Microsoft Excel. Proposal submitted in PDF or a similar image format will not be accepted.
· If they need help, suggest that they use the electronic cost proposal template located on the Contract Audit External website. There are two types of cost proposals available – one for TM/LH proposals and one for Cost Reimbursable or Fixed Price proposals – as well as guidelines on how to use the proposals. We also have a production cost proposal and guidelines on our internal website. Note:  Contractors who do business with the government on a regular basis may have their own proposal format which is usually adequate.
· Review the contractor’s submission and the completed proposal to ensure that it is adequate prior to sending it to Contract Audit. If Contract Audit receives an inadequate cost proposal, we will contact you to indicate that an adequate proposal will need to be provided before we can continue the audit.

· Has the contractor provided the names, phone numbers and addresses of persons who will be contacted during the audit process, and, if applicable, contact information for the contract pricing organization and cognizant government audit agency?
· Has the contractor taken any exceptions to the terms and conditions or made any statements in their proposal, which would prevent or hinder Sandia from conducting an audit? The SCR will need to resolve these issues prior to the performance of an audit.    
· Does the cost proposal contain obvious mathematical errors that materially impact the cost proposal?
· Does the cost proposal contain the appropriate cost elements, i.e., individuals and/or labor categories, travel, material, other direct costs (ODCs), indirect costs, etc., based on the requirements stated in the Request for Quote (RFQ)? 
· Does the cost proposal contain sufficient cost and/or price detail?
· TM/LH cost proposals should contain a breakdown of the proposed labor billing rate(s) by direct labor, indirect costs and profit.
· Cost Reimbursable and Fixed Priced cost proposals should contain a breakdown by cost element, i.e., direct labor, indirect costs, travel, ODCs, etc., by the contractor’s fiscal year (not Sandia’s fiscal year).. 
· For indirect rates where Sandia is cognizant, the proposal should contain rate calculations that clearly show the division of pool(s) and base(s) and the accounts in each. There is a indirect cost claim you can refer to on the Contract Audit External website, under “ECC- Cost Reimbursable Template”.
  
· Complete the proper request form (see Procurement Policies and Guidelines, form entitled “Accounting System Review and Preaward Audits”). 
· Use email to transmit the request form along with the electronic cost proposal and any other necessary information to one of the Contract Audit Team Leaders. 
· Concurrently, request a technical evaluation from the SDR and forward that information to Contract Audit as soon as possible. Their input is vital to the process. 
· Additional information might include the narrative proposal, technical evaluation, Balance Sheet and Profit and Loss Statement (Income Statement) and name, address and phone number of the cognizant government auditor. 
· We require an electronic cost proposal in an Excel format. We will not assign the preaward to an auditor until we receive the cost proposal in this format. 
·  It is not necessary to send us the RFQ. All we need is the number on the request form and we can access it via Oracle. 

A little up front work on your part, i.e., requesting an electronic cost proposal, directing the contractor to use the electronic cost proposal on the Contract Audit External website, reviewing the completed proposal and emailing your preaward request form as well as the electronic cost proposal to a Contract Audit Team Leader, will go a long way in reducing delays and help us get your preaward to you in a timely manner.

If you have questions or need further clarification please feel free to contact us at snlaudit@sandia.gov


Sandia is a multiprogram laboratory operated by Sandia Corporation, a Lockheed Martin Company, for the United States Department of Energy’s National Nuclear Security Administration under contract DE-AC04-94AL85000. 
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