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There’s more to contracting than 
completing required documentation.

It’s not fire and forget or award and 

forget!



Contract Administration
Purpose

Contract administration encompasses oversight of all relationships between the 
entities and the performance of the Supplier. The focus and overall contract 

administration activities should be directed towards:

Goal Oriented
Enforcement 
of Terms and  
Conditions

Mutual 
Compliance

Positive Contract Outcome

How well the Contract Administrator monitors the contract and consistently discusses 
with contractors their current performance, will  determine how well entities can 

achieve their missions and provide value to the taxpayers.



Contract Administration
Benefits

Ensuring the government is getting what it paid for

 Focuses on obtaining “quality” supplies or services

Receipt of services on time and within budget

 Improved supplier performance

Enhanced ability to manage and retain high quality suppliers

Avoidance of potential pitfalls to the success of the contract

Effective contract management provides for multiple benefits:



Contract Administration 
Progression of Development

Stage 1

• Identification 
of need

Stage 2

• Development 
of 
Requirements

• Market 
Analysis

• Poor 
Research

Stage 3

• Refine 
Requirements

• Develop Sourcing 
Strategy

• Highlight and list 
all areas to be 
added to 
contract plan

• Weak 
Requirements

Stage 4

• Post the RFx

• DEVELOP
Contract 
Administration 
Plan

• Receive Bids

You should assist and collaborate with all members of the development team, or 
end user throughout the entire solicitation process. Highlight and list all areas which 
are a concern for performance and add these areas to the CAP. 

Ineffective contract administration can most times be traced back to the early stages 
of development of the solicitation. Organization is the key to success. 



Contract Administration
Progression of Development

Stage 5

• Evaluation of 
Responses

• List items for 
Clarifications

• List items for 
Negotiations

Stage 6

• Issue Award 
Document

• Coordinate 
any Protest 
issues

Stage 7

• Finalize and Implement Contract 
Administration Plan

• Conduct Kickoff Meeting

• Implement and Monitor Contract 
Performance

• Address and Document  Positive and 
Negative  aspects of the Contract

Any clarifications or negotiations that occur during Stage 5 will also be 
included as you develop your Contract Administration Plan (CAP).



Contract Administration
Compliance-Mutual Compliance

Mutual success of the contract terms includes 4 key elements of compliance. 

Supplier
Government 

Entity

Performance

Spend 
Analysis

Documentation

Audit Compliance

All parties should strive for success in meeting the expectations of the individual 
contract. This includes Performance, Spend analysis, Documentation and Audit 

compliance.



Contract Administration
Mutual Compliance

1. Communication of Issue/Concerns 

with Contract Administrator

2. Discussion of Issue/Concern with 

Supplier or End User

3. Documentation of Program 

changes

4. Issuance of Contract Amendment

5. Monitoring of amended 

performance

6. Successful Contract performance

Part of assuring mutual compliance includes setting a standard for 
communication, escalation of issues, and changes that may occur during the term 
of the contract.  As you kickoff the contract, be sure to document and 
communicate how the following items will be processed/managed. 
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What is involved?

 Administration components 

include:

- Administrative

- Change Management

- Document Management 

- Performance

The administration of a contract includes oversight of all 
relationships between Government and the Supplier 
relating to the expected performance levels. The 
administration of the contract is comprised of the 
following 4 components.

Contract

Administration

Administrative

Change 
Management

Document 
Management

Performance

The Critical key to 
effective 

administration is 
Communication and 

Documentation



Key Forms you will use:

Contract Administration Plan

Contract Action Summary Form

Administrative Change Form

Amendment

Renewal Amendment

Supplier Performance Reports
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Contract Process
Contract Administration Plan (CAP) SPD-CP016

 Deliverables - Identification of all 

deliverables, milestones and due 

dates associated with the contract

 Contract Modifications - List of all 

modifications issued.

 Invoicing - Summary of all 

invoices submitted and paid

 Option/Renewal Dates - List of all 

option/renewal dates and 

option/renewal notification dates

The objective of a Contract Administration Plan (CAP) is to ensure that all 
personnel have a common understanding of both the contractor’s and entities 
respective obligations. 

Be sure to document the contract process with dates and status as the changes 
occur. As changes occur the signed copies and documents are retained with the 

contract file.



Contract Process
Contract Action Summary Form SPD-CP007

 Contract Information

 Contact Information

 Performance Period

 Renewals

 Amendments

 Contract Close Out

 Special Notes

As you prepare to start the Contract Administration Plan (CAP), you will need to fill 
out two forms that are part of your physical contract form.  The second is the 
Contract Action Summary Form, SPD-CP007.

Throughout the life of the Contract, you will use this document to provide a snapshot of 
activity. Be sure to document the form with all required information and to maintain the 

form in the contract file



Start your Contract off on the 

right foot!
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The purpose of the Kick off meeting is to 
identify and review the scope of the contract 
with both the Supplier(s) and Program 
Manager. The following items must be 
addressed:

Kick-Off Meetings!

 Internal Policy and Procedures

Communication process

Payment process

Contract Terms and Conditions

Scope of Work

- RFP

- Clarifications

- Negotiated items

The Kick off 
Meeting should be 

held as soon as 
possible prior to 

the Supplier 
initiating work 

against the 
contract.



Accountability…..starts here!

 It is important to establish yourself as the person that will help 

navigate and facilitate the contract process through the life of the 

contract.

Detail Invoice Acceptance, Approval, and Payment Processes.

Share the tools you will use to evaluate their performance.

Explain that you represent both sides and if there are issues that 

need to be addressed contractually to please come to you!

Remember that you have to check on both sides (Entity and 

Supplier) to ensure that all work products are being completed and 

paid in accordance with the terms of the contract.
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Behind the Scenes… Contract Award

 Receive hard copy proof of required documents prior to posting the NOIA

Insurance

Bonds 

Bid, Payment, Performance and/or Fidelity

Letter of Credit

Security and Immigration Forms

 Issue the Purchase Order and sign the contract following the protest period

 Provide signed copy of contract to supplier

The government entity must complete the contract award by issuing a purchase 
order and supporting contract as applicable.

Note:  The supplier is not authorized to begin contract performance until the PO 
and/or signed contract have been received.



Contract Administration
Performance Monitoring

 Level of Monitoring

 Progress Reports

 Resources

 Timeliness and Quality of Deliverables

 Costs Review

- Verify invoices match stated deliverables 

and scope

- Verify total payments do not exceed the 

monetary limit of the contract. 

The information obtained through monitoring supplier performance may reveal 
actual or potential default. 



Nature and complexity of the work

Dollar value of the contract 

Experience of the Supplier and contractor’s personnel

Requirement for third party monitoring

Feedback based on Reports or Periodic meetings with the 

Supplier

- Discussion of performance-Positive and Negative

- Discussion of invoicing issues

- Updating of project progression/milestones

Remember that any performance issues must be addressed promptly 
and carefully to fulfill the requirements of the contract and preserve the 

rights of the entity.

Contract Process
Performance Monitoring



Discrepancy: an item which is 
not fully compliant, but is 
intended to be compliant with 
the terms of the contract.

Performance Issue: an item 
which is largely incomplete, or 
appears to be non-compliant 
with the terms of the contract.

When evaluating performance and productivity the Contract Administrator 
and Project Manager should consider whether it is considered a Discrepancy 
or a Performance Issue. 

Contract Process
Performance Monitoring



Stage 7: Contract Administration
Discrepancy Resolution

1. Identify the problem

2. Research facts and issues

3. Evaluate the contract requirements

4. Communicate with the Supplier

5. Document the specific issue(s), corrective action 

plan(s), and trends

The role of the Contract Administrator is to resolve problems before 
they escalate. To avoid escalation of problems to the next level, and 
assure that the government entity has not contributed to the problems, 
the Contract Administrator should respond promptly to all complaints. 



Contract Administration
Dispute Resolution- Show Cause Notice

Before sending a Cure Notice, verify that the entity is not also in 

breach of the contract or has significantly contributed to the 

unsuccessful performance.



Contract Administration 
when all else fails……………..

 A cure notice is issued to inform the Supplier that the entity considers 

the contractor’s failure a condition that is endangering performance of 

the contract 

 The minimum cure period is often defined in the contract and is 

generally at least 10 days

 The form of the notice must comply with the specific provisions of the 

government entity’s contract

 The cure notice must state that if the condition is not corrected within a 

specified period, that the Supplier may face the termination of its 

contract for default

The contract administrator must notify the supplier in writing and allow a 
reasonable period to correct or cure the deficiency or violation. This is the first 
step to resolution and serves as the official notice commonly known as a cure 
notice. 
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I know with all we are tasked to do the 

administrative burden sometimes feels like this!
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Most of the time a Buyers and/or Procurement Officers have multiple 

jobs. In some institutions there is only one person….

How do we keep up!



Contract Administration 

Suggestions

 Develop processes the allow for greater control on the contract process.

 Train and Assign Departmental Contract Manager/Liaisons.

 Develop contract checklists or guides for initial contracts and contract renewals.

 Have contract files easily accessible (electronic files).

 Contract files available to stakeholders for reference. (Departmental Contract 
Managers/Liaisons)

 Additional training at the department level…. 

 Maintain a contract tracker with key tracking elements of the contract.
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Contract Tracker

Contract Owner/Liaison

Type of Contract (Fixed or Open)

Contract amounts

Renewal requirements

Supplier Information

Amendments

 Contract Number

 Solicitation Number

 Solicitation Title

 Service/Good 

Description

 Contract Terms

 Renewal Information
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An Excel spreadsheet that provides a snapshot of contract key elements to  help 
track contract information, amendments and renewals.

It’s not always easy doing the right thing 

but it is Always Right!
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