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Welcome to the Contract Administration Course designed for the Contract
Administrator, How to Create, Manage, and Track Contract Performance and
Expectations. This course is designed to provide you insight into what your
role is in the Contracting Process, how to coordinate reviews and
communication with the Project Manager and Supplier, and how to ensure the
roles, responsibilities, and expectations are known by all.
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@ Your instructor

Title: Policy and Operations Manager

Accomplishments: Over 25 years
procurement experience in the
purchasing and evaluation of IT and
Human Services procurements for
agencies and State Purchasing.

Education: BS, MS
Certifications:
Certified Purchasing Manager (C.P.M.)

Canrnia Cartifiard Durcshacingm
SeOTgia LeruneG ruicnasing

Associate (GCPA)

Georgia Certified Purchasing
Manager (GCPM)

Contact:
Josh Borden
josh.borden@doas.ga.gov

404.656-5340
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Ad

.~ | Welcome

Before we begin, let's review the rules to follow for this training
class:

ber 2015

K Sign in Sheet

Introductions
NS mesem A
TOul INaltlie
Your Responsibility

Your Involvement with the Topic Covered in this Training
Class

Slide 3

Housekeeping
Parking Lot
Course Structure

Demonstrations
Hands-On Exercises

State Purchasing Division

Participants will introduce themselves and speak to experience in managing a
solicitation through the Contracting Process to include Contract Administration; or
instances in which they have managed a contract but were not involved in its
procurement.
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L’ While in Class

Guidelines to follow

It is OK to bring food and drinks to the training
room

December 2015

w11l || Turn off your cell phone/pager and make phone
calls outside the training room

Internet Internet usage is not allowed during class. Do
Usage not access websites or emails during class.

Restrooms [ Located down the hall on your left

Return from breaks and lunch promptly as
scheduled

Breaks

Course Complete the entire training course to receive
ole]yy 106 | certificate of completion

State Purchasing Division
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Course Objectives

By completing this course, you will be able to:

Understand the Basics of
Contracting

December 2015

List the Routine functions of
Managing Contract Scope

Describe the steps for Change
Orders, Evaluation of Supplier
Performance, and Contract
Renewal

Slide 5

Detail the Options and Steps
for Managing and Resolving
Delivery and Performance
Issues

Implement Effective Use of the
Contract Administration Plan

State Purchasing Division

In this course, you will be learning the Basics of Contracting, Managing
Scope, Processing Change Orders, Evaluating Supplier Performance
and working with your Purchasing/Contract Administration Team to
ensure that any issues are managed and resolved according to the
terms of the contract. The management of this process is largely
conducted through the Contract Administration Plan.

Understand the Basics of Contracting
List the Routine functions of Managing Contract Scope

Describe the steps for Change Orders, Evaluation of Supplier
Performance, and Contract Renewal

Detail the Options and Steps for Managing and Resolving Delivery and
Performance Issues

Implement Effective Use of the Contract Administration Plan
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L’ Certification Exam

About the certification exams
[ E ] [Required for GCPM Certification |
I [ves |

50 questions that are extracted from a pool of
questions and are randomized to create
individual certification exams

| Yes. Abouta minute+ per question
m| 2 points per question
| 80 points or greater or 80% or greater
OpenBooi? [T

Il ves

You are not allowed to talk to others during
the certification exam, make copies of the
exam, print pages, or capture screens

December 2015

State Purchasing Division
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The 7-Stage Procurement
Methodology

Stage 7 Contract Process

Copyright © 2015 Department of Administrative Services. All rights reserved.
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Contract Process

The Solicitation process relies in Stages 1-4 on the input of the Cross

g Functional Team and the development of the Evaluation Methodology,
! Proposal Factors, Solicitation Requirements, and Negotiations Strategy.
The contract awarded based on these criteria and any resulting discussions
= in Stages 5 and 6 is critical to the success of the Contract Process.
L Eoaeek Akt b it et il kil il i i B S

—

« *Ildentify «Identify »Develop » Post eRFP *Select sIssue intent «Create

2 need for cross- Sourcing advertisement Suppliers to award contract

% purchase functional strategy or bid noticeon  +Conduct sHandle administration

= Start team «Develop Bid GPR administrative yppliers plan
celacting  =Decide on Factors for = Conduct QRA review protests =Sustain results
CTOSS- required sourcing session sEvaluate «Implement «Track
functional  analysis «Generate s« Conduct offeror  technical new contract
team «Develop questions for conference proposal agreement performance
Fa_ct_or RFP « Select sAnalyze cost  .issue «Track

s profile +Generate Implementation Proposal (TCO  notice of Suppliers

;g sGenerate evaluation path calculation) award performance

2 Supplie_!rs criteria «Develop .and;_!ct__ «Document

-] o »Create RFP Evaluation/ L and store

= Portfolio | ) Negotiation d st

g «1dentify according to negotiation «Finalize contract/

= most format plan contract purchase

£ - aile

z appropriate + Receive bids details

a purchasing

2 method

w

Demonstrate how the Contracting Process and its considerations take place early on in the process.
Discuss considerations to include Performance Metrics, Payment/Deliverables Planning and full
participation of a Program/Project Manager following Contract Award.

How?
1. Cross Functional Team — determines who may manage/work with the Contract

2. Analysis and most Appropriate purchasing method may indicate deliverables/performance
considerations

3. Refinement of requirements and mandatory criteria lead to additional information

4. Information exchanged in the Offeror's Conference or Q/A will provide insight into further areas
to be managed.

5. Evaluation to include Negotiation will finalize on scope of services and contract that will be
managed

6. Protests may point to additional areas that need to be targeted for monitoring

Copyright © 2015 Department of Administrative Services. All rights reserved.
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Stage 7: Contract Process

Contract Basics

What is a contract?

Many of you may have been handed an e-mail, a Purchase Order, a
Supplier Proposal, etc. and been told to set up a contract. What exactly
does that mean....how do you do that? There are the obvious questions
— to whom, between whom, for what dates, is this legal? Let’s start right
in with our first exercise...Do | have a contract?

Instructor hands out paper allows participants 5 minutes to write their
answers before moving to next slide.

Copyright © 2015 Department of Administrative Services. All rights reserved.
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» Hands on Exercise - Do | Have a
i#¢| Contract?

One of the most difficult challenges is understanding what is
a contract and what is or isn’t binding.

December 2015

Scenario: John and Pete are at a Braves Game. John
says if the next man up to bat clears the bases, | will give
you my boat and pay for your slip fees for the next 5 years.
Pete says “You're ON!"

Slide 10

The next man up indeed hits a home run and clears the
bases. Does Pete get the boat and 5 years of free slip
fees?

State Purchasing Division

This example may seem a little absurd, but it is these types of agreements or
contracts that may actually be enforceable. To best answer this question, you have
to know how verbal agreements are treated in your state, and know what is
considered a binding contract.

In the State of Georgia, a contract is defined as: an agreement, written, or verbal, in
which an offer has been made and accepted.

Copyright © 2015 Department of Administrative Services. All rights reserved.
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-

Hands on Exercise - Do | Have a
Contract?

|

One of the most difficult challenges is understanding what is
a contract and what is or isn’t binding.

December 2015

Scenario: You receive a notice from your monthly internet
supplier that indicates that you are being billed for new
services with your paid invoice of the monthly statement.

Slide 11

Dn vou have tn accant the tarme whan vnii nav tha
i ave piihe lermes when yo ay the

Moy e anLT

invoice? What should you verify?

State Purchasing Division

This example points to a defacto agreement where you agree to the terms by
submitting your monthly payment. However, if you have not been given an option
to negotiate and to reject, you do not have a legally binding agreement. In most of
these instances, there will be an Opt Out box, or description as to how to be
removed from the obligation. This is why it is so important to read statements, and
understand what you have agreed to.

Copyright © 2015 Department of Administrative Services. All rights reserved.
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»,

Hands on Exercise — Do | Have a
Contract?

e
e
e

|

One of the most difficult challenges is understanding what is
a contract and what is or isn’t binding.

December 2015

Contracts need two things to be legally
binding:
1. mutual agreement and
2. an exchange of things of value*
(called “consideration”)

Slide 12

*VALUE IN THE STATE OF GEORGIA IS GREATER THAN $25.00.

State Purchasing Division

Contracts need two things to be legally binding: mutual agreement and an exchange
of things of value (called “consideration”). Not every contract must be written, but
writing a contract is preferred, as it presents clear evidence of the agreement
between the parties. When writing a legal agreement, remember to keep the
language clear and easy to understand. The document must contain every aspect of
the agreement, but it must be written in a way that both parties fully understand the
obligations and implications of the agreement and can use the document to resolve
matters should they arise.

*Value in the State of Georgia is typically greater than $25.00

Copyright © 2015 Department of Administrative Services. All rights reserved.
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3
age 7: ntract Process
i ;; CSoEtragcreBasicsC e t
)

Terms

Let's go over some key terms that we will be using in this class. Please
refer to this handout for this class and to assist you in discussions when
you return to your offices.

Instructor — Distribute Definitions Handout

Copyright © 2015 Department of Administrative Services. All rights reserved.
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(.3
#8| Terms
g Term Definition
1 Contract An agreement between parties, mutually accepted
in consideration of an item/service of value.
a

Contract Administrator* The person that is performing the Contract
Activities on behalf of the Entity and is responsible
for executing notices, amendments, and renewals.

"NOTE: In some entities the role may have other names (e.g. Contract Liaison,

Coniract Manager)

= Contract Amendment A mutually agreed upon change to the
& requirements or terms of the contract, documented
and signed to modify the contract.

Project Manager The person with the lead programmatic expertise
responsible for the day to day interaction and
supervision of the Supplier. This person assists in

5 the evaluation of the Supplier and communicates
é actions that must be facilitated by the Contract

@ Administrator.

B

;T_ Term The length for which the Contract has been written
:E — typically fiscal or calendar year.

]

Your handout has many other definitions that we will get to as we go through the
course — these initial definitions should be enough to get us started! Please use this
tool to add additional terms as you become familiar with them.

Copyright © 2015 Department of Administrative Services. All rights reserved.
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Stage 7: Contract
Administration Process

Think you're done when the contract is executed or the purchase order is
signed? Think again!

Contract administration is just as important as the Solicitation
development because it completes the Purchasing Cycle. The
foundations created in solicitation development, contractor selection, and
the contract itself must be managed throughout the project. It
encompasses all dealings between the government and the contractor
from the time the contract is awarded until the work has been completed
and accepted or the contract terminated, payment has been made, and
disputes have been resolved.

As such, contract administration constitutes that primary part of the
procurement process that assures the government gets what it paid for.
Poor contract administration can result in significant dollar loss, project
delay, disputes, legal action, and as well as adverse public perception . It
involves planning, monitoring, and proactive insight into the oversight of
contract performance.

Copyright © 2015 Department of Administrative Services. All rights reserved.
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Contract Administration
Definition

¥ 4

Contract administration refers to those tasks that take place after contract
award. These tasks can encompass a range of activities, all of which are
goal oriented and ensures the enforcement of the contract terms and
conditions. These tasks focus on...

ber 2015

Successful outcome of the solution
for all parties.

Ensuring the supplier performs
according to the terms of the
contract.

Slide 16

Certifying that all parties properly
discharged their responsibilities to
the contract.

State Purchasing Division

You will learn in this course how to effectively engage the Supplier as you contract
and how to manage to ensure that all terms are being met by both sides. This
compliance will also help to ensure that payment is not impeded unnecessarily.

Copyright © 2015 Department of Administrative Services. All rights reserved.
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5

Contract Administration
git | 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:

- G
< Enforcement

]
Oriented Con dltlons Complaance
Posltlve Contract Outcome

By increasing attention to Supp]ler performance on in-process contracts the
government is reaping two benefits: (1) better current performance and (2)
enhanced ability to select and maintain high quality contractors.

December 2015

A\
/A

Slide 17

State Purchasing Division

How well the entity’s administer in-process contracts and discuss with contractors
their current performance, determines to a great extent how well agencies can
achieve their missions and provide value to the taxpayers. By increasing attention
to Supplier performance on in-process contracts and ensuring past performance
data is readily available for source selection teams, entities are reaping two
benefits: (1) better current performance because of the active dialogue between the
Supplier and the government; and (2) better ability to select high quality contractors
for new contracts, because contractors know the assessments will be used in future
award decisions.

Typical contract administration activities are goal oriented, aimed at ensuring
enforcement of the contract terms and conditions, mutual compliance of the
supplier and the entity, while giving attention to the achievement of the
stated output and outcome of the contract.

The success of your contract depends on each party being in compliance
with the stated outcome that the contract is to meet. This includes the entity
performing their responsibilities and not unnecessarily restricting the supplier
from meeting their milestones or responsibilities of the contract. As an
example, delivery of new furniture for a renovated building cannot occur until
the building is complete — if the entity has delayed approving plans,
materials, etc. and delayed the building completion, it is also impacting the
supplier that needs to deliver new furniture.

Copyright © 2015 Department of Administrative Services. All rights reserved.
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>

Contract Administration
Purpose

e
e
e

|

The overall purpose of Contract Administration is as follows:

December 2015

The purpose of Contract Administration is to manage all
actions and processes that must be taken to assure
compliance with the contract. This includes management of

timalv dalivery acrcantance nauvment valid honde insiirance
uamely Celvery, accepiance, payment, Vvaic Dengas, iInsurance

documents, contract amendments, renewals and close outs.

Slide 18

Effective Contract Administration includes consideration during each
phase of the procurement process of any potential impact on the
administration of the contract after award.

State Purchasing Division

The specific nature and extent of contract administration varies from contract to
contract. It can range from the minimum acceptance of a delivery and payment to
the Supplier to extensive involvement by program, audit and procurement officials
throughout the contract term.

Factors influencing the degree of contract administration include the nature of the
work, the type of contract, and the experience and commitment of the personnel
involved.

Stress the following talking point:

Contract administration starts with developing clear, concise, performance-
based statements of work, and preparing a contract administration plan that
cost effectively measures the contractor's performance and provides
documentation to pay accordingly.

Copyright © 2015 Department of Administrative Services. All rights reserved.
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-

Contract Administration
Benefits

|

Effective contract management provides for multiple benefits:

December 2015

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

Slide 18

Enhanced ability to manage and retain high quality suppliers

Avoidance of potential pitfalls to the success of the contract

State Purchasing Division

Effective contract management begins with understanding the goals and
outcomes of the end user, and establishing a positive working relationship
with the Supplier as you put the Contract Administration Plan in place. By
understanding what is needed in a good contract, you will be able to:

Ensure the government is getting what it paid for

Focus on obtaining “quality” supplies or services

Receipt of services on time and within budget

Improved supplier performance

Enhanced ability to select high quality suppliers, and
Avoidance of potential pitfalls to the success of the contract

Copyright © 2015 Department of Administrative Services. All rights reserved. 19
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N

Contract Administration
Benefits

|

By increasing attention to contract performance, entities will strive to attain
two key elements that will be of benefit to both the Government and the
Supplier.

December 2015

Performance
Quality Contracts
Improved Supplier performance for current contracts

Enhanced ability to select proven contractors

Slide 20

Compliance (Mutual Compliance)

€ I omm mabiom e prom met 3 b s
I RSpUuny reyuicineins

Verification of Quality performance

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.

State Purchasing Division

By increasing attention to contract performance, entities will strive to attain two key
elements that will be of benefit to both the State and the Supplier.

Performance and Compliance

Focusing on performance will hopefully end with quality contracts, improved
performance on current contracts and enhanced ability to select proven contractors
for future contracts.

Concentrating on mutual compliance to ensure the reporting of information is
validated and verified. Validation and verification should lead the entity to the
supplier performing to the terms and conditions of the contract as was agreed to.

But just as in everything we do successfully, it requires communicating with all
parties.

Copyright © 2015 Department of Administrative Services. All rights reserved.
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Contract Process

Planning for the Administration of the Contract

Copyright © 2015 Department of Administrative Services. All rights reserved.
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Contract Administration
st8 Development

3

Contract administration starts with developing clear, concise,
performance-based statements of work during the solicitation and then
managing those items as the contract progresses.

ber 2015

D

During the development of the

RFx project plan, focused

consideration is given to the

requirements of the contract. Dol

lopment

Stages 1-3

Slide 22

The requirements should
effectively measure the -
contractor's performance and RFx /
provide documentation for a P;.‘:i:“' /
productive contract. Stages 1-7 ,’;

Documentation
Stage 5-7

State Purchasing Division

Contract administration starts with developing clear, concise performance
based statements of work to the best extent possible.

During the development of the RFx project plan, focused consideration is
given to the requirements of the contract which will effectively measure the
contractor's performance and provide documentation for a productive
contract. Be sure that this is clearly communicated to the cross functional
team members.

Remember, when creating the requirements, be sure to address “What” will
be monitored and “How” it will be monitored. You should have questions in
which the Supplier indicates how they intend to manage the contract and
meet reporting criteria, and how they will work with the entity to escalate
issues, develop change orders, and manage the overall project. Their
REPLY will become critical both in negotiations and in the resulting contract.

Copyright © 2015 Department of Administrative Services. All rights reserved.
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‘I - - -
Contract Administration
li" . Progression of Development
5 Ineffective contract administration can most times be traced back to the early
@ stages of development of the solicitation. Organization is the key to success.
2
N Stage 4
‘. Stage 3 * Post the RFx
+ Refine + DEVELOP
a k Requirements Contract
a - « Develop Administration
z Stage 2 Sourcing Plan
+ Development Strategy * Receive Bids
of « Highlight and
- Requi ts list all areas to
Stage 1 . M:?kt,::emen be addedto
* Identification  Apalysis contract plan
of need - Poor « Weak
s Research Requirements
£
(-]
E You should assist and collaborate with all members of the development team,
3 or end user throughout the entire solicitation process. Highlightand list all
é" areas which are a concern for performance and add these areas to the CAP.

As you continue to assist and collaborate with all members of the end user’s
development team, you should highlight and list all areas which are a concern for
performance throughout the contract life. These areas can then be added to the
CAP. Communication is critical in the successful administration of the contract. The
end user, the Supplier, and the Contract Administrator must have open and
consistent communication to ensure that all needs are met.

Copyright © 2015 Department of Administrative Services. All rights reserved.
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Contract Administration
g0t Progression of Development

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

ber 2015

\
= Stage 7
‘== - +» Finalize and Implement Contract
@ Stage 6 Administration Plan
+ Conduct Kickoff Meeting
< * Issue Award « Implementand Monitor Contract
Document Performance
Stage 5 + Coordinate « Address and Document Positive
+ Evaluation of ~ any Protest and Negative aspectsofthe
Responses issues Contract
« Listitems for
Clarifications
* Listitems for
Negotiations

State Purchasing Division

In Stage 7, the CAP is finalized and deliverables and payment points are solidified
using the Contract which includes the RFP, the Supplier’s response, and any other
documented negotiated items/timeframes.

Copyright © 2015 Department of Administrative Services. All rights reserved.
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Contract Administration
Compliance-Mutual Compliance

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

December 2015

Performance

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.

State Purchasing Division

When all parties are successful in meeting the expectations of the Performance,
Spend analysis, Documentation and Audit compliance, the contract runs smoothly.
The 4 key elements are:

Performance — how does the Supplier perform in meeting the needs of
the contract and how does the Entity ensure that they have provided all
necessary information to the Supplier?

Spend
Analysis — Are there changes in scope or pricing? Have there been any
savings? Is the project on time, and within budget?

Documentation Compliance - Are all substantive changes addressed in
amendments and managed? Are all deliverables approved in writing
prior to invoicing and payment?

Audit compliance — Has the entity and the supplier performed as
required in the contract and followed the GPM and OCGA rules?

Copyright © 2015 Department of Administrative Services. All rights reserved.
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3 Contract Administration
§88  Mutual Compliance

- Part of assuring mutual compliance includes setting a standard for

8 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.

|
Communication of Issue/Concerns
with Contract Administrator .

Discussion of issue/Concern with
Supplier

Documentation of Program
changes

Issuance of Contract Amendment

Monitoring of amended
performance

Successful Contract performance

State Purchasing Division

—L_

You will often discover needs for change in your contract. There may be delays in
obtaining materials, getting feedback, creating deliverables.....these all must be
managed and recorded. When there is a change you will need to go through an
amendment process to ensure that all parties are mutually agreed and compliant
with the work at hand. No work can be accomplished until all documents are signed
and in place.

Copyright © 2015 Department of Administrative Services. All rights reserved.
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Contract Roles and
Responsibilities

Copyright © 2015 Department of Administrative Services. All rights reserved.
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) Contract Administration
liii Administration Roles and Responsibilities
i)
= How do you perform Contract Administration?
8
*'g' What roles and responsibilities are being used in the
] administration of your current contracts?
What level of procurement oversight is currently being
B performed?
What level of programmatic oversight is currently being
performed?
2 What level of Program management is currently being
§ performed?
£
g

Take a moment and answer the questions above. Who is responsible for these
activities? As you will note in the following slides, the roles may be different within
your entity, however ALL these activities must be in place to have a successful
contracting process. It is important that you understand your role and the roles of
others involved with the project/work. All roles should be clearly captured in the
CAP.

Copyright © 2015 Department of Administrative Services. All rights reserved.
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Contract Roles and Responsibilites

Procurement vs Contract Management

Some entities have the administration of a contract performed by
procurement personnel in lieu of contracting staff. Even though the roles
are segmented, the overall function of contract administration remains the
same.

Procurement

Development of Specifications of the goods or services purchased, manage,
planning and organization

Evaluation of Supplier based on availability, reliability, and pricing to obtain
high quality products at lowest price and/or negotiations

Contract Management

Measuring end user satisfaction, supplier performance

Administrative skills of documenting, managing, organizing, planning, and
problem resolution

Contract management is a process. The success of the contract includes a
basic understanding of the following areas; contract terms, administration,
accounts payable, Program management, and planning for future needs.

State Purchasing Division

This is most commonly known as a “hand off”. If your entity is structured with Procurement
handling the solicitation and then a Contract area managing the subsequent contract, there
is a transition, documented with the collaborative creation of the CAP with both
Procurement and Contract Administration joining forces to ensure all needs are met.

In any event, the key understanding is that Contract management is a process. The
success of the contract includes a basic understanding of the following areas;
contract terms, administration, accounts payable, project management, and planning
for future needs.

Copyright © 2015 Department of Administrative Services. All rights reserved.
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State Purchasing Division

Contract Administration
Contracting Roles and Responsibilities

Depending on the organizational structure of your office, the following
positions could be used for the administration of your contract. These

positions can be independent or can work in conjunction with each other.

Contract Specialist Role:

Assists with contract terms, solicits and reviews RFXx, process
invoices against contract/purchase order

Contract Liaison Role:

Monitor Supplier performance; Work with Contract Administrator

durina renewal nroceee’ Review and annrove inuvnices
guringrenewal pr , meview ang approve iny

VLTSS LTS

Contract Administrator Role:

Maintain online contract database and files; Conduct contract
"kick-off" meetings; Initiate correspondence with vendors;

Manage the contract renewal process includingall required forms;

Create contract renewal purchase orders; Handle contract
disputes

There are 5 different titles that could be deemed to perform the tasks involved in the

administration of
Contract Special
Contract Liaison

the contract. They are
ist

Contract Administrator

Program Manager or Director

Project Manager

Copyright © 2015 Department of Administrative Services. All rights reserved.
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ber 2015

Slide 31

State Purchasing Division

Contract Administration
Team Concept and Goals

Because of the various steps in administrating a contract, it may be
necessary that more than one role is assigned. The overall goal of
contract administration is to ensure that the contract is performed and the
responsibilities of both parties are properly fulfilled.

' Contracﬂng Role
Programmatic Role

(End User) = Conducts administrative
functions and documentation
= Administers technical aspects = Communicates and manages
of the coniract ali contractuai issues for both

Supplier and End User

Effective contract administration presents a continuing opportunity to
minimize or eliminate problems, potential claims and disputes which
may arise during the life of the contract.

Best practice is to be “proactive”, not “reactive”.

Copyright © 2015 Department of Administrative Services. All rights reserved.
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) Contract Administration
.1 1] - . ageasn
#i8 | Contracting Roles and Responsibilities
z Depending on the organizational structure of your
s office, the following positions may functionin the
E programmatic supervision for the administration of
= your contract.
Senior Program Management Role:
Works with Project Manager to help define need/specifications
o Project Management Role:
% (oversees each location as it relates to structure/assets)
Works with Contract Specialist to ensure the needs are met.
Oversees the work to ensure the completion is satisfactory and
approves invoices for payment
§ Example: An entity is building a new service program. The Program
& Manager sets the vision and overall outcomes needed. The Project
& Managers handle the sub-components— [T, Training, Program and Policy,
E etc.

When there is a Program and a Project Manager, there is an additional layer of
approvals and deliverables that must be coordinated. The Program Manager works
with the project manager to define the overall outcomes and measurement criteria.
An example would be when an entity is building a new service program. The
Program Manager sets the vision and overall outcomes needed. The Project
Managers handle the sub-components — IT, Training, Program and Policy, etc.

NOTE: Your entity may be structured differently. In some cases the Program
Manager is a Program Director, Deputy Commissioner, Division Director, etc. Focus
for this role is on the individual that is providing programmatic direction or “vision” to
the division/department. The Project Manager is providing day to day supervision of
the Supplier and State Staff and working with the Contract Administrator for
compliance considerations.
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Contract Administration

5

Contract Administration
Programmatic Role and Responsibility

|88

—_—

The role of the Program Manager is to oversee, monitor, and provide
technical guidance to contractors awarded the contract.

December 2015

Works closely with Procurement to manage
the Scope of Work and/or Requirements
developed in early stages of the development

Serves as Point of Contact regarding the

evaluation of supplier performance
Manages the Internal Communication
Process for the Project Managers and L eads

Provides guidance to all users of the contract
regarding usage and intent

Slide 33

Communications to internal and external parties is
critical to the success of the contract.

State Purchasing Division

The ideal model for a good contract includes a Program Manager and Project
Manager that have been involved from the very beginning. They will have the
knowledge of decisions related to direction that have occurred throughout the
solicitation and evaluation process and will be key in understanding the items that
must be managed. It is their responsibility to communicate any information which
may affect contract requirements to internal and external parties, and to manage the
process with the Contracting Administrator should subsequent amendments be
necessary.

NOTE: Due to staffing constraints, sometimes there is only one lead person that is
performing all roles.

Copyright © 2015 Department of Administrative Services. All rights reserved.
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Contract Administration
#88 Program Management Duties

Depending on the complexity of the project, the following tasks may be
performed by Program Management.

ber 2015

Assist with Kick Off Meeting

Monitors Supplier Roles, Responsibility, Progressin
accordance with the terms and conditions

Identifies and Verifies change orders

Monitors government entity role and responsibility

Slide 34

Conducts Site visits as appropriate

P "
Participates in Audit/Compliance evaluation %
Addresses supplier performance deficiencies

Coordinates any modifications, terminations or claims
disposition with the Contract Administratorwho is
authorized to take action.

State Purchasing Division

While the Program Manager has a specific role in monitoring the performance of the
Supplier and in managing the receipt, evaluation, and approval of deliverables, they
cannot provide notice of contract failure or take formal action. They do participate
however, in providing documentation to the Contract Administrator to support any
findings related to the Supplier’s performance.
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Contract Administration
#88| Contracting Roles and Responsibility

- The overall tasks that the Contract Administrator is responsible for includes
8 the following:

& Monitoring supplier performance
Managing the reconciliation of deliverables and invoices
Monitoring invoice payment reports

Managing the contract, including the renewal process

Documenting all actions taken regarding the contract

Dispute and Non-Compliance Management and Review

Closing out Activities

State Purchasing Division

The Contract Administrator is responsible for providing formal review of the Supplier
materials as relates to compliance for payment of invoices. Often the Program
Manager will execute an approval letter to accompany an invoice which clearly
demonstrates it is a valid invoice.

Copyright © 2015 Department of Administrative Services. All rights reserved.
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Contract Administration
Contracting Roles and Responsibility

The overall contracting role reviews all contractual documents, requests and/or
submittals to ensure accuracy and compliance with the terms and conditions of
the contract. These duties are separated into 4 categories.

Administrative Tasks Document Management

December 2015

Review of Supplier
Submittals

Invoices, W9's, Court

Open Records Requests

Maintain Contract
Documentation

Order directives
Performance Management

Contract Termination
Contract Assessment

TMhanmaa Manamnamant (o PP
wHdNye viainiaycinciit REPOIs
Amendments Vendor Performance
Report (VPR
Renewals park( )

Tax Compliance, Cure Letter 3

Insurance, Bonds

Immigration

State Purchasing Division

Note: These 4 categories often intersect with other items within the contract,
depending on what needs to be accomplished. For instance,

A change to the Point of Contact is necessary. The Business Owner will verify that
the new Point of Contact has the correct background, credentials, and required
methods of contact, and notify the Contract Administrator. When the updated
information has been validated, the Contract Administrator processes an
Amendment to the contract documenting the Change in Point of Contact.
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. Contract Roles and Responsibilites
@8 Shared Model

L
There are times where the management of a contract has multiple owners
as this illustration shows.

| ;/

Contract

/k'x Role
Raole

Lt~

(End User)

2015
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Project Management is responsible for the managing the deliverables.
However, some business requirements may be managed by the
Programmatic Role. Any requested changes verified and validated are
amended to the contract by the Contracting Role.

State Purchasing Division

There are times where the management of a contract has multiple owners as the
illustration shows.

For example; The supplier may contact the program manager regarding a change to
contract personnel. Before granting this request, the Program manager must first
contact the project manager to discuss any impacts that could occur. If there are
impacts that require negotiation, the issues are communicated to the Contract
Administrator to be facilitated. The Contract Administrator conducts the negotiations
for these points, typically with the input of the Program Manager, and amends the
contract. At the completion of the amended points, the contracting person then
issues the formal communications to all parties and includes to the contract file.
This is a Shared Model — the activities require shared information and impact
evaluation. All must be working together to ensure that the contract is effectively
managed.
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Contract Administration
Team Concept and Goals-Communications

December 2015

/ A\
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Consider modifications: Company name change

Change to service hours Change to Insurance/Bond(s)

Delay in delivery, possible
substitutions

Change to service personnel Amend Contract

Document substitution

Approve Changes from Adjust pricing |
Contract Administration I

State Purchasing Division

Formal communications I—l

How does the Supplier fit in? Our discussion thus far has been on the Entity
Contracting Roles and Responsibilities. For mutual compliance we also have to
ensure communication with the Supplier.

There is a Team formed to ensure that all needs are met and compliant.

In a team environment, the supplier communicates with the End user
(Programmatic Role) regarding a minor changes to service hours. The end user
must convey this communication and their decision to the Contract Administrator so
that the contract can be noted and formal communication is then prepared and sent
to the Supplier. This type of documentation is required to show that the change in
service hours has been approved. An amendment changing those hours would be
part of this process.
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Contract Process
Setting Up Your Files
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Contract Process
#88 Setting Up Your Electronic Files

——)

This is the recommended folder structure for your data repository.

December 2015

Marketing Services
11111-0000068

h 4 v Y
Solicitation Evaluation Award
% 1
= * [ 3 L 4
° Administrative Suppliers Evaluation
Review Profile Forms
r * -
X A 4
| Creative Out[etsl ‘ Promoting You, Inc.l
a
E Cost Technical Cost Technical
z Responses Responses

You will remember that in the RFP Courses you took we created a Data
Repository during the Solicitation Process so that you could organize
and maintain your work. We also discussed that within each folder you
would maintain information related to the Solicitation Process as a
whole.

In Your Solicitation Folder would be all the draft materials, research,
market analysis, Supplier Profiles, etc. that steered your procurement
strategy through the posting of the RFX. The Evaluation Folder was
where you documented the events following the successful posting of
the event to include the proposals received, etc. You may have needed
to add a subfolder to reflect any Negotiations that were held as well.
The Award folder would document the NOIA, NOA, Protests (with
potential subfolders for multiple protests/responses), and copy of the
final contract awarded. Once the Solicitation has moved through the 7
Stages, the resulting contract will then be structured as follows.
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Contract Process
Setting Up Your Electronic Files

Use this information to create your Contract Files on your flash drive.

Moves under
the new folder

v

| |
o
|riend

This is a recommended folder structure for your desktop Contract File repository. Use this information to
create your Contract Files on the Flash Drive you brought to training. You will be able to store documents
here, and use the materials as a refresher when you are back in your offices.
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State Purchasing Division

Within the Creative Outlets Folder you would have their final technical and cost proposal, any negotiated
agreements, copies of their administrative documents, etc. You might have created separate files for
Staffing and Resumes as well.

The Contract Administration Plan will host the electronic copy of the Plan, and provide a folder where you

may also maintain copies of reports, etc. that you are using to help manage the plan. A hard copy of the plan

is maintained in the Contract Folder so that you may take it with you to meetings.

As each deliverable is presented for Payment you may (depending on your structure) have a file associated
with the deliverables which will have approval documents and supporting information for the payment
process. The Contract Administrator should have a copy of all payments processed.

Each amendment will be numbered; Because Renewals are Amendments, you may want to title those
Amendment Folders as Renewal 1, Amendment X, etc. so that you can easily locate the documents.

As we work through this contract, you will have the opportunity to see how this works.

The Performance Issues Folder will be where you will maintain any forms that relate to Performance Issues,
and documentation of notification, corrective action, and/or other notices that we will discuss later in the
class.

These are recommendations; you need to ensure that actions are clearly documented should you be asked
for supporting information during administrative reviews.
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Contract Process

Contract Administration Tools

The Contract Administration Plan (CAP), and the other supporting tools can
be found on the DOAS website in Stage 7, Contract Process.

December 2015

@  Depurtmest of Mmisistrative Services Uit Dl5 - G Commty  Nesfley | Q

STAGE 7 DOCUMENTS

1]
1]
(4]
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State Purchasing Division

The forms related to Contract Administration are located in Stage 7 — Contract
Process. Please go to the State Purchasing Website Forms Page to access these
documents. As we go through these next slides, we will reference how forms will be
maintained, and how they are classified.

Copyright © 2015 Department of Administrative Services. All rights reserved.
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Contract Process
Setting up your Files

Contract Files

December 2015

Signed Contract

Bonds and Certificates of

Notarized Documents \
Insurance

Signed Change Order
Requests

Slide 43

Signed Amendmentis and
Renewals

State Purchasing Division

While we are now in a world of electronic solicitation, there are still some documents
that require notary documentation, and physical signatures. For that reason, you
will have an actual contract file to maintain your Contract Administration Plan and
other relevant files. We have suggested the format referenced here to ensure
consistency and to help align to what is important for you to have readily available.

Copyright © 2015 Department of Administrative Services. All rights reserved.
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Contract Process

Setting up your Files

Informational Items that Require Action

December 2015

SPD CP004 Excise Tax

» Bonds, Letters of Credit, and
Certificates of Insurance

» Entity required Forms

(HIPPA, Background

» SPD-CP022-25 Reports
» SPD-CP019 Assessment
» SPD-CP010 Renewal

» SPD-CP013 Amendment**
» SPD-CP016 Contract

Ehecks. etc—.‘] L Administration Plan
» Lontract ana Atlacniments PD-CP Performan
= > SPD-CP001 Supplier Data g g D-CPO0S Performance
E Sheet gpon
w

» Payments
» SPD-CP007 Contract Action

Summary Form
Special Approvals

* Any Correction Plans, Cure Notices, etc. are placedwith supporting
documentation at the front of the folder as they must be immediately
managed.

** Supporting Change Order Requests, Supplier Letters are filed with the
related Amendment.

State Purchasing Division

Typically you will have two types of information:
1. Informational
2. Items that Require Action

On the left side of the file would be the following Items:

SPD CP004 Excise Tax

Bonds, Letters of Credit, and Certificates of Insurance
Entity required Forms (HIPPA, Background Checks, etc.)
Contract and Attachments

SPD-CP001 Supplier Data Sheet

SPD-CP007 Contract Action Summary Form

V V.V V V VY

On the Right Hand Side would be:
SPD-CP022 -25 Reports

SPD-CP019 Assessment

SPD-CP010 Renewal

SPD-CP013 Amendment**

SPD-CP016 Contract Administration Plan
SPD-CP008 Performance Report*
Payments

YV V.V V V V V

Please note that these are listed in the order back to front, with the most important documents available
as you open the folder. Let’s dig a little deeper...
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December 2015

Contract Process
Setting up your Files

On the left side is the
Contract Summary

Form with the

Historical
Information, Supplier
Contact Information,
Amendments and
Renewals from
Previous Years, and
all required forms.

=

On the right side, the most readily
available information (and only if
you have this occur) is any
Performance Assessment/Action
Plan that is currently being
administered, followed by the
Summary Contract Administration
Plan and the Current Terms. When
the renewal period is officially
completed the Amendment and
Supporting Information that is now
added to the contract is moved to
the left side and only information
related to the new performance
period remains.

State Purchasing Division

On the right side, the most readily available information (and only if you have this

occur) is any Performance Assessment/Action Plan that is currently being

administered, followed by the Summary Contract Administration Plan and the
Current Terms. When the renewal period is officially completed the Amendment and
Supporting Information that is now added to the contract is moved to the left side

and only information related to the new performance period remains.

On the left side is the Contract Summary Form with the Historical Information,
Supplier Contact Information, Amendments and Renewals from Previous Years, and

all required forms.

Copyright © 2015 Department of Administrative Services. All rights reserved.
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Contract Administration

Step 1- Initial Contract
Administrative Tasks

Copyright © 2015 Department of Administrative Services. All rights reserved.
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1 Contract Administration
#88| Contract Process - 7 Major Steps

S

—_—

The administration of a contract starts after the award of the contract and is
comprised of 7 major steps; some of the steps will overlap, and the person
responsible for these tasks may vary depending on the Purchasing
Department for each entity.

December 2015

Contract Process — 7 Major Steps
Step 1 Initial Contract Administration Tasks
Step 2 Suppiier Contract Performance

Slide 47

Step 3 Review and Acceptance of Supplier Contract Performance
Step 4 Payment for Accepted Goods or Services

Step 5 Ongoing Contract Management

Step 6 Dispute Resolution

Step 7 Contract Close-out

State Purchasing Division

The administration of a contract starts after the award of the contract and is
comprised of 7 major steps; some of the steps will overlap. The person responsible
for these tasks may be part of the Procurement Staff or there may be a dedicated
Contract Administrator depending on how the entity is structured.
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Contract Administration

gin  Step 1-Initial Contract Administrative Tasks

Contract administration begins after the Award document is issued and no
protests have been received or have been resolved. Some of the activities

which may be part of the first component of contract administration
include:

Contract Ownership | d

|dentification of deliverables and/or
milestones

December 2015

Reporting requirements
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All items should

Performance management be confirmed
Payment processes petore the Kick
Off Meeting

Verification of Contact Information

Defining the Roles for Administering
the Contract

&

State Purchasing Division

In the initial step, the Contract Administrator, working with the Project Manager,
defines from the solicitation and resulting documentation the items that must be
included in the Contract Administration Plan (CAP). Once the draft CAP is
completed, preparations are made to meet with the Supplier in a “Kickoff” Meeting
to establish how the contract and evaluation process will be administered. This
meeting may take a full day or more to conduct depending on the complexity of the
solution that is being procured.
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Contract Process
Supplier Data Sheet SPD-CP001
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
first is the Supplier Data Sheet, SPD-CP001.

December 2015

Company Information

Georgia Based?

SUPPLIER DATA SHEET

Federal Employer ID Number

Payment Location

Slide 49

Contact Information

Be sure to document the form with all required information and to maintain
the information in the contract file. Any changes to this document can be
made with the Contract Administrative Change Document, SPD-CP012

State Purchasing Division

The purpose of the Supplier Data Sheet is to ensure that you have all the
information typically required by Accounting to ensure the Supplier is set up in the
system correctly for award of contract, renewals, and invoicing items.

The Issuing Officer reviews the data available from the Supplier's Response, etc. to
ensure that all information is correctly captured in their self registration as well as for
future reference.
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Contract Process
Contract Action Summary Form SPD-CP007
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.

December 2015

Contract Information
Contact Information
Performance Period

=) -
nenewdls

Amendments

Contract Close Out
Special Notes

Throughoutthe 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. Any changes to
this document can be made with the Contract Administrative Change
Document, SPD-CP012

State Purchasing Division

The purpose of the Contract Action Summary Form, is to ensure that you have all
the information readily available for contacting the supplier, providing status on
dates, amendments, renewals, etc.

This form is updated throughout the life of the contract.

Copyright © 2015 Department of Administrative Services. All rights reserved.
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State Purchasing Division

1 Contract Administration Plan (CAP)
Scope

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. —

Administration components &g )

. L€~

include: \l._,v 2,
Administrative /a3 >

Change Management 00“
Document Management *

Performance | Administration
(p] /
\ o )

\ &"ib% §¢.
The Critical key to % £
L ‘.{(z{ 3
effective x\}l, £
administration is o o

i . o)
Communication o & §
and Documentation ~

Typical contract administration activities are goal oriented, aimed at ensuring
enforcement of the contract terms and conditions, while giving attention to
the achievement of the stated output and outcomes of the contract. Critical
to the success of any contract is frequent communication and effective
documentation to correctly capture what is happening within the project.
Your Contract Administration Plan will document how this will take place and

be an additional resource to you.
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Contract Process
Contract Administration Plan (CAP) SPD-CP016

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. Among the items that can be included in the
CAP are:

December 2015

Deliverables - Identification of all e SO ORGP
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

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.

State Purchasing Division

The purpose of the CAP is to organize and review the intent of the contract,
milestones, renewal dates, extensions, etc. Starting with the Solicitation
Documents, the anticipated outcomes and deliverables are listed and timeframes
noted if applicable, to create the framework for how the contract will need to be
managed.

Copyright © 2015 Department of Administrative Services. All rights reserved.



Contract Administration

Contract Administration
Contract Administration Plan(CAP)
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Contract Process
Contract Administration Plan— SPD-CP016
- The Contract Administration Plan (CAP), and the other supporting tools can
@ be found on the DOAS website in Stage 7, Contract Process.
£ il
E (@  Oepariment of Administrative Services Lown Mbost DOMS = O Communty Nemdielp | Q
[~]
STAGE: 7 DOCUMENTS MTET
o o o | o |
W
= o = | 2
= antract Admatrstraton Contract Assessment Contract Quartery Suppleer JJ:I{: j Salet
% Plas Template Repert Agmastratoe Foe Repert Rrpert For Gootdt
=
(-]
3
5

Locate the Contract Administration Plan Template, SPD-CP016 on the DOAS
Website. After you have located the form, please save it to your Contract Data
Repository on your Flash Drive.
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Contract Process
Contract Administration Plan - SPD-CP016

1. Save the Contract Administration
Plan (CAP), found on the DOAS
website in Stage 7, Contract
Process, to your CAP Subfolder in
the Creative Outlets 99999-8675309
Contract Data Repository you
created earlier.

‘m 2. Open the CAP subfolder and then

December 2015

Slide 55

right-click on the SPD downloaded
form and Rename

ﬁ V . CreativeOutletsCAP_DATE.

3. Open the document and enter the
Supplier Name.

4. Follow the same process with your
Supplier Data Sheet and Contract
Action Summary Form

State Purchasing Division

Locate the Contract Administration Plan Template, SPD-CP016 on the DOAS
Website. After you have located the form, please save it to your Contract Data
Repository on your Flash Drive. Go into the CAP subfolder and rename the
downloaded document with the Supplier Name CAP Form and the Date that the
Plan is created. Follow the same process with your Supplier Data Sheet and
Contract Action Summary Form. Once that has been done, you may open the plan
and start to enter the relevant data.
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Contract Process Exercise

Contract Administration Plan — SPD-CP016 @
w /
8
- A
E S Contract Administration Plan
o
]
= Contract Administrator Email: kwin lssuerfdoas ga gov
Phone: 404-463-9090
Inwin lssuer
Cantract Number. 99999-8675309 Expiration date: June 30, 2019
Contraci Title: Marketing Services Renewal opbons 4
2
s Suppher awarded Creative Outiets Estimated annual spend $229 000 00
=
Suppier address. 45 Peachines Fiace Supphier Rey Coniaciis)
Suite 1004 Name: Michael Markeler
Atlanta, GA 30303 Address. 48 Peachtree Place, Surte 1906
Phone 404.662.1480
Email Michael@creativeoutlets com

Using the materials in your Contract Delivery Folder,
review all the relevant documents and complete your
draft CAP. You will have one hour to review the
materials, map assignments and create your CAP.

State Purchasing Division

Using the materials in your Contract Delivery Folder, review all the relevant
documents and complete your draft CAP. Before you begin, you will want to take a
moment to briefly read through the CAP questions and items so that you may
maximize your time in pulling data.

You will have one hour to review the materials, map assignments and create your
CAP.

NOTE: Students will have the opportunity to read through materials, and extract
information from a variety of sources in their folders, as well as conducting some
other market analysis if time allows.

TRAINER NOTE: This activity may take longer, or may be combined for group
discussion as need be.

Copyright © 2015 Department of Administrative Services. All rights reserved.
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Contract Process Exercise
Contract Administration Plan- SPD-CP016

Let's Review

December 2015

1. Did you have all the information you needed to form
the plan?

2. What steps or actions did you take or will you take
to compiete the pian?

Slide 57

3. How will these be communicated to the Supplier?

4. Is e-mail an appropriate tool to receive the
Supplier’s feedback and to work through completing
the initial CAP?

State Purchasing Division

1. Seldom will you have all the materials needed to complete the CAP and draft for
approval by the Program/Project Manager and the Supplier.

2. The Contract Administrator begins by working with the Program/Project Manager
to ensure that items are clearly understood, and to determine what specific
guestions must be posed of the Supplier to ensure complete understanding.

3. The Kick-Off Meeting which is our next step, would be where the majority of the
information is hashed out with the Supplier. Questions as to processes, roles
and responsibilities, and expectations are discussed and documented during the
meeting(s).

4. While you could argue that you could send questions and receive the
documentation via e-mail, the goal in hosting a Kick-Off Meeting and
establishing a Contract Administration Plan is to show the Supplier the
eagerness of the entity to partner to a successful outcome and start an open
flow of ideas.

Copyright © 2015 Department of Administrative Services. All rights reserved.
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Contract Process Exercise
Contract Administration Plan — SPD-CP016

$ 0
£ CAP Practice Review P, 8
2 r
1. Divide the class into groups of three. Within each 4 C,
group, each participant will have 5 minutes to ' -

present their findings. impact and gaps identified.

2. Using their incompiete CAP forms, the teams wiii
highlightthe missing information, impact and gaps
identified and potential discussion points for the
Kickoff Meeting.
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State Purchasing Division

CAP Practice Review

1. Divide the class into groups of three. Within each group, each participant will
have 5 minutes to present their findings. impact and gaps identified.

2. Using their incomplete CAP forms, the teams will highlight the missing
information, impact and gaps identified and potential discussion points for the
Kickoff Meeting.

3. Discuss the success of the exercise — what were the skill sets that seemed
incomplete, unspoken?

TRAINER NOTE: This can be combined with the previous activity if need be.
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Contract Administration
Supplier Contract Performance —
Step 2
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Contract Administration
Kick off Meeting

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:

December 2015

Internal Policy and Procedures

Communication process

Davumant nranace The K|Ck off
] C.ly'IIIC]iL }JIUUCO\D 3+
s Meeting should
g Contract Terms and Conditions be held as soon
as possible
Secone of Wark .p -
MHRROSERINEN prior io ihe
RFP Supplier
initiating work
Clarifications against the
contract.

Negotiated items
Draft CAP

State Purchasing Division

The Kick off meeting should be scheduled as soon as possible (normally within 5
business days) following the successful award and executed contract. If for some
reason, the contract does not start immediately, you will plan the meeting to be held
@ 5 days prior to the Start Date.

The reason you hold the Kick Off meeting is that you want to reinforce that ALL
parties understand the terms of the contract, what is to be accomplished, and each
person’s roles and responsibilities. Take the time needed to fully explore the
Supplier response, and document all clarifications, and negotiated items that will be
included within the contract.

The evaluation of the Supplier as an active and engaged partner working with the
State Entity begins with the Kick-Off meeting. For that reason, you want to invite
the Key Personnel for the Project from both sides, and have an introduction where
you discuss the steps that have been taken to carefully select a partner that will be
committed to service delivery for the State Entity.
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! Post Contract Award:
\ sit| Kick off Meeting Agenda Components
= The Contract Administrator should create an agenda to review all key

elements of the contract with both the Supplier and Program Manager. At a
minimum the areas of review which may be included.

December 2015

Scope
Review the intent of the contract.
Terms and Conditions

Review the terms and conditions, particularly special provisions
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Requirements

Review of technical requirements with both Supplierand Program
Manager

Review of reporting requirements

State Purchasing Division

Scope: The review of the contract scope may seem redundant, however,
there can sometimes be different ways the written word can be interpreted.

T's & C’s: Review the T's & C’s with special attention to any special
provisions; i.e., renewals, price escalations, etc.

Requirements: Review the technical requirement of the contract and allow
the supplier the opportunity to ask questions. Likewise, you are allowing the
Project Manager and/or Program Manager the opportunity to interact with the

supplier.

Review any reporting requirements with the supplier. Detail the information
that is needed and when it is to be submitted. The reason is to reiterate that

reporting is essential to the performance of the contract.

Administration: Explain monitoring of contract and progress and explain the

responsibilities of all parties. Discuss and review the respective

responsibilities of the Supplier and the entity personnel and be sure they are

clear on who/how to engage the entity.
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Post Contract Award:
Kick off Meeting Agenda Components

E

The Contract Administrator will often also address these items in their
meetings:

December 2015

Administration

Explain monitoring of contract and progress

Explain responsibilities of all parties

Explain Official forms: Assessment, Renewal, Amendment
Rights

Explain the performance evaluation of the supplier

Slide 62

Disputes and Resolution

Review of possible problem areas and subsequent solutions

State Purchasing Division

Rights: Discuss the rights and responsibility of all parties of the contract.
Explain how the performance of the supplier will be evaluated and how the
information may be used at a later time. Either as supporting a renewal or
termination of the contract. Likewise, the performance information may be
used for evaluating the supplier’s performance ability on future contracts.

Disputes and Resolution: Review of possible problem areas and
subsequent solutions. These discussion points may be anything that the PM
or CS perceive as potential pitfalls of the contract.

Payment: Review the invoice and payment procedures so that the supplier is
aware of timelines for payment. Discuss how if supplier misses a milestone,
then payment could be reduced or withheld.

Authority: Explanation of the authorization limitations of both the entity and
supplier. Detail how items will be escalated, how deliverables will be signed
off, and how any issues will be managed.

Because you are creating a working partnership, your tone of voice,
expression (verbal and non-verbal) are key in making the work
environment favorable to good communication and productivity.
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Post Contract Award:
Kick off Meeting Agenda Components

The Contract Administrator will often also address these items in their
meetings:
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Payment
Review the invoice and payment procedures.

Discuss how payment can be contingent upon satisfactory
performance

Authority

Explain the authorization of duties for the entity
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Discuss the authorization of the duties for the supplier

Review Signature Authority and impact of incomplete documents.

State Purchasing Division

Rights: Discuss the rights and responsibility of all parties of the contract.
Explain how the performance of the supplier will be evaluated and how the
information may be used at a later time. Either as supporting a renewal or
termination of the contract. Likewise, the performance information may be
used for evaluating the supplier’s performance ability on future contracts.

Disputes and Resolution: Review of possible problem areas and
subsequent solutions. These discussion points may be anything that the PM
or CS perceive as potential pitfalls of the contract.

Payment: Review the invoice and payment procedures so that the supplier is
aware of timelines for payment. Discuss how if supplier misses a milestone,
then payment could be reduced or withheld.

Authority: Explanation of the authorization limitations of both the entity and
supplier. Detail how items will be escalated, how deliverables will be signed
off, and how any issues will be managed.

Because you are creating a working partnership, your tone of voice,
expression (verbal and non-verbal) are key in making the work
environment favorable to good communication and productivity.
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Post Contract Award:
Authorization to Begin Performance

The government entity must complete the contract award by issuing a
purchase order and/or by signing a standard contract following the protest
period and providing a signed copy to the supplier. Next steps include the
following:

|

December 2015

Issue the Purchase Order
Provide signed copy of contract to supplier, if applicable
Receive hard copy proof of required documents
Insurance
Bonds

Slide 64

Bid, Payment, Performance and/or Fidelity
Letter of Credit

Security and Immigration Forms

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

State Purchasing Division

In most cases, you will have the necessary documents and purchasing instruments
in place prior to the Kickoff Meeting. If for some reason they are incomplete, you
will detail the items that are still pending, and the reminder that work cannot be
initiated until you, the Contract Administrator, notify all parties, in writing, that work
can begin.

If multiple meetings are necessary to Kick-off a complex initiative, wrap up each day
with a summary of the items handled/managed, and those that are being deferred
or worked on outside of meeting time. Please also share how the next day will
proceed, and who needs to be in attendance for the Supplier to make the meetings
as productive as possible.
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Post Contract Award:
Suppliers Responsibility before Performing

|

With receipt of one or all of these documents, and following the Kickoff
Meeting, the Supplieris authorized to begin performance on the contract.

December 2015

Purchase Order-One Time Purchase
Receipt of a PO authorizes supplier to perform
Notice of Award-Open Contract

Fully executed contract

Slide 65

Receipt of NOA may authorize performance*
Receipt of PO on Open Contractauthorizes performance

P-Card purchase

* Note: When using an NOA for awards
under 100K, you still must wait for the
expiration of the protest period (10 days)
to execute the contract.

State Purchasing Division

Often the Supplier is eager to start work (and thus invoicing) and will offer to work
as soon as the PO has been processed. Do not forget for items that are under
100K you are only required to post the NOA....however...... you cannot execute the
contract until after the protest period has been completed with no protests (or
resolution of the protest). Any work performed by a Supplier prior to the contract
execution is at-risk work, and by definition, not susceptible to payment (particularly if
the contract has not been executed and/or the award is protested). Allow enough
time in your solicitation process and onboarding of the Supplier to ensure that all
rules are appropriately followed.
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Stage 7: Contract Administration
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Stage 7: Contract Administration
g88| Contract Payment Process

o Proper validation processes should be in place before submitting for
2 payment. An example of the 3 step process includes the following.

AN
N

Slide 67

Business
invoice OWREr
4 confirms
Received Acceptable

Deliverables

State Purchasing Division

Once the contract has been fully executed and the purchasing instruments finalized,

the contract is setup for invoicing, payment, and reconciliation. The process of
receiving invoices, securing approval and payment should be discussed and
documented during the Kickoff Meeting and detailed in the Contract Administration
Plan.

1. Invoice received: Review and confirm pricing, dates of service, quantities

2. Confirmation of acceptable deliverables: Business confirms receipt of
acceptable and functional product/service. They’re happy with what they got!

3. Invoice processed: Once documented acceptance from business owner,
process payment and send to AP
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Stage 7: Contract Administration
Contract Payment Types

Contracts payment clauses may allow contracts to be paid for using 1 or a
combination of payment terms. The Contract Administrator is responsible
for monitoring the payments for timeliness and accuracy to ensure the total
payments do not exceed the limits. Typically payment types include:

December 2015

=

5
Milestone
Payment

:

§_

s

&

Complete Payment
Partial Payment

Progress Payment
Milestone Payment
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w Stage 7: Contract Administration
liﬁ Contract Payment-Complete Payment

—

Complete Payment

December 2015

Full payment is provided upon acceptable completion
of services or delivery of goods

Includes a Certification of Completion or Validation of
Acceptance from the Business Owner

State Purchasing Division

This is the equivalent of Payment in Full. It is important to understand that Payment
in Full also represents full compliance with the terms of the contract and the
required deliverables. In no case should full payment be made in advance of
receipt of the product or service.
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Stage 7: Contract Administration
Contract Payment

¥ 4

Partial Payment

ber 2015

Allows payment for incremental delivery of services or goods

Payment may be based on partial delivery or timelines
Includes a Validation of Acceptance from the Business Owner
Progress Payment

Payment may be based on a percentage of completion or
timelines

Slide 70

Includes a Validation of Acceptance from the Business Owner

Partial and Progress Payments should be relational to the value of
the materials received (i.e. — if 30% of the value of the end
product has been received, then payment should not exceed

30%)

State Purchasing Division

Partial Payments should be relational to the value of the materials received (i.e. — if
30% of the value of the end product has been received, then payment should not
exceed 30%)

Progress Payments should be relational to the stage or milestones accomplished to
date. The percentage of payment is typically tied directly to a fixed timeline and
completion of specific deliverables. (e.g. 30% of the State has been upgraded
within 4 months)

These are difficult to manage, as there may be impact to the value received. As an
example, if 30% of the State has been upgraded, and the system capacity is
compromised when 40% of the State is upgraded, the actual value is diminished.
Assuming that the solution can’t function properly without additional enhancements
or purchase of an alternate solution, you then no longer have the value of the 30%
already upgraded as they will have to have new materials upgraded/trained, etc.
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Stage 7: Contract Administration
Contract Payment

Milestone Payment

December 2015

Deliverable (Services or Goods) completed and predetermined in
the requirements of the solicitation

Supplier must meet and the entity validates that the milestone
has been met

Holdback Provisions

Typically used with very large projects

Slide 71

10-20% of all payments are held pending completion of the

+
Lvurniuact

Deliverable (Services or Goods) completed and predetermined in
the requirements of the solicitation

Supplier must meet and the entity validates that the milestone
has been met

Supplier costs may be higher as there is diminished cash flow.

State Purchasing Division

Milestone Payments assume a risk of inherent value of the materials received (i.e. —
assume that when Business Requirements have been established, that those
requirements would be valid for any other supplier that might need to complete the
work)

Holdback Provisions allow for the State to retain some of its capital, but may result
in higher costs in the long run. This strategy has been most successful when there
were high political impacts and service delivery needs. It establishes a stronger
partnership between the supplier and entity as the supplier is eager to complete
work sooner to reap the benefits of payment.
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Stage 7: Contract Administration
liii__': Contract Payment-Risk

As with everything in your professional life, each contract payment type
presents a level of risk. The level of risk and the parties exposure can
range from Low to High.

December 2015

Payment Type | Supplier _______Entity

Completion High Low
~ Partial Medium/Low Medium/High
% Progress Medium/High High
Milestone Medium Medium
Holdback Medium/High Low/Medium

Effective contract administration requires regular assessment
of risks associated with the project. The assessment of risk
should be determined early in the development of the
solicitation requirements.

State Purchasing Division

Completion: Burden of financing the project until completion is the responsibility of the Suppler

Partial: May provide a positive cash flow to the Supplier for delivery of services or goods in order to
move forward with the contract requirements. A partial may be a higher risk to the entity depending
on the overall impact to the project/mission

Progress: Risk is to the entity as there is no guarantee that project delivery will be successfully
completed

Milestone: Risk is on both Supplier and entity, as the supplier can not invoice for deliverable until the
associated milestone has been met. Entity must validate that the milestone is met.

Holdback — Typically lower risk to the Entity as they will have more cash flow to use should the
contract be unsuccessful. Best mitigated by using a combination of Holdback and Milestone where,
as each milestone is completed, the associated holdback is released.

Effective contract administration requires regular assessment of risks associated with the project.
Again, the need for planning and assessment of risk in the early stages of the solicitation creation is
important. Planning for budget impacts, payment processes, and overall administration of multiple
invoicing points, etc. will also potentially be more labor intensive for the Contract Administrator and
the Project Manager and should be discussed fully.

Risk Assessment is continuous through the life of the contract. As change orders or amendments
are presented, you will need to continue to assess the risk involved and ensure that all changes are
subject to the same conditions originally included in the solicitation.
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Stage 7: Contract Administration
Contract Payment- Audits

Contract audits are routinely conducted and ensure a 3 way match
before submitting for payment. Deliverable acceptance forms or
validation communication from the business owner must be in the

contract file.

December 2015

Slide 73

State Purchasing Division

Note: When a Contract is Used as the Encumbrance Method as opposed to a
separate Purchase Order, it becomes the first component of the three-way match
concept. In all cases, you must be able to audit for a request for a service or good,
an instrument of fulfilment and of payment. As you benchmark progress towards

completion of the project, look at renewals, and impacted spend/budget lapses, etc.

it will be key to also audit the payments made to date.
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Optional GAME:

The purpose of Procurement Jeopardy is to see how much you remember from our class yesterday. | will call out a question,
and the first person to raise their hand will be called upon to complete the response. Remember to put your answers in the
form of a question!

1. I am the two criteria that any contract must have to be considered legally binding.

ANSWER: What are mutual agreement and consideration (exchange of something of value)

2.l am work performed when a contract has not yet been signed.

ANSWER: What is “at risk”?

3. |l am the person that can process amendments, renewals, and payments.

ANSWER: Who is the Contract Administrator?

4. | am the document that is shared and discussed in the Kickoff Meeting.

ANSWER: What is the CAP (Contract Administration Plan)?

5. | am where signed original documents are stored.

ANSWER: What is the Contract File?

6. | am the two types of materials stored in Contract Files.

ANSWER: What are Items that Require Action and Operational Forms?
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Contract Administration
\_ gin| Performance Monitoring

CEmmm—

Level of Monitoring

December 2015

Progress Reports

Resources

Timeliness and Quality of Deliverables

Costs Review

Slide 75

Verify invoices match stated
deliverabies 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.

State Purchasing Division

Monitoring the performance of a Supplier is a key function of contract
administration. The evaluation process may differ based on the type of work being
performed, however all components in Supplier Evaluation will ascertain if the
Supplier is meeting the terms and conditions of the Contract, and measure
satisfaction with the delivered work products. Evaluation may be weekly, monthly,
quarterly, annually or as needed and may change as documented issues are
presented, addressed, and/or resolved.

The Contract Administrator is also responsible for reviewing each invoice to ensure
it is correct. The invoice must comply with the terms and conditions of the contract,
and the total payments must not exceed the monetary limit of the contract.

NOTE: Many entities are not set up where the Contract Administrator has full
access or input in the invoicing process. Because it is a component of contract
administration, it is important that, at a minimum, the Contract Administrator pulls
reports to monitor funding availability of the contract and to use when looking at
amendments and changes.
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Contract Process
git Performance Monitoring

CEmmm—

The level of performance monitoring is determined by scope of work.
Some factors that may have an impact may include...

ber 2015

Nature and complexity of the work

D

Dollar value of the contract

Experience of the Supplier and contractor’s personnel

Requirement for third party monitoring

Slide 78

Feedback based on Reports or Periodic meetings with the
Supplier

Any performance issues must be addressed promptly and
carefully to fulfill the requirements of the contract and
preserve the rights of the entity.

State Purchasing Division

Small dollar value or less complex contracts would normally require little, if
any, monitoring. Nevertheless, that does not preclude the possibility of more
detailed monitoring if deemed necessary by state entity personnel.
Conversely, large dollar contracts may need little monitoring if the
items/services purchased are non-complex and entity personnel are
comfortable with the contractor’s performance.

Requirement for third party monitoring: Sometimes this happens with GTA
contracts, Federal funds being used for your contract... This incorporates a third
party to independently verify and validate the performance of the supplier.

EXAMPLE: Pine Straw contract for GA Southern Univ

Low dollar value, low complexity but the contractor must be monitored for
using the specified pine straw.
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1) Contract Process
g8t Performance Monitoring

A strong CAP should already include periodic meetings and
review of work products; make sure that the frequency and type
of interaction is specified in the solicitation and subsequent
contract.

December 2015

Periodic meetings with the Supplier, allow
for:
Discussion of performance-
Fositive and Negative

Slide 77

Discussion of invoicing issues

Updating of project
progression/milestones

Support the required evaluation
tools for contract renewal

State Purchasing Division

The value of Periodic Meetings is certainly the mutual understanding of
compliance, and open communication. Having this ongoing dialogue often
prevents major issues from impacting the project!
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ber 2015

D

Slide 78

State Purchasing Division

Contract Process

Performance Monitoring
When evaluating performance and productivity the Contract

Administrator and Project Manager should consider whether it is
considered a Discrepancy or a Performance Issue.

Discrepancy: an item which ALY
is not fully compliant, but is .igq,
intended to be compliant with / \/

the terms of the contract ) \i@ .

Performance Issue: anitem
which is largely incomplete, or
appears to be non-compliant

with the terms of the contract.

In evaluating the performance of a supplier, it is important to note whether
the received materials have a discrepancy that can easily be resolved, or if
they are symptomatic of a larger performance issue which indicates non-

compliance with the terms of the contract.

This is very subjective, and the documentation should support multiple
discrepant deliverables that require a stronger approach to correction. We
will be treating them equally in terms of developing a corrective action plan,
but the significance of each is important to note as we go through the
remainder of the course and address the implication of Performance Issues

on project success and performance management.
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Contract Process
git | Performance Monitoring Tools

)

Two forms are used to formally document Supplier Performance.
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SPD-CP008 Supplier Performance Report is used to X
document performance and corrective actions taken P‘
during the current contract period. This form is

typically completed by the Contract Administrator

bhased upon information communicated by the end

user.

Slide 79

SPD - CP019 Contract Renewal Assessment Report
is sent to a sampling of end users that are working
with the Supplier, and gathered by the Contract
Administrator.

These forms are used to further document performance, invoicing,
and project progression issues in the Contract File.

State Purchasing Division

To effectively manage contract performance, you must have appropriate
documentation of positive and negative issues so that you can best advise
your customer should issues arise. Throughout the year as deliverables are
received, if delays occur, etc. take a moment to update your files using the
Supplier Performance Report. If a corrective action plan is needed, it is
documented here as well so that you can track date of implementation and
date of resolution.

In a bit when we discuss the Contract Renewal Process, we’ll discuss how to
gain other input and benchmark overall progress and satisfaction.
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] Contract Process
l | Performance Monitoring Tools

SPD-CP008 Supplier Performance Report

December 2015

Supplier Performance Report

*  Submined By Phone
*Email Address

PO Number PO Date

The Supplier Performance Report has a series of drop down
selections to help you get started. Please pull up the SPD-CP008
form and take a moment to see how the tool works.

State Purchasing Division

An online solution is again being considered by State Purchasing that would
provide access to the information to all users statewide. At this time you may
use the form for your own records, or submit to the SPD Purchasing Director.
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Hands on Exercise:
git | Performance Monitoring Tools

Creative Outlets has turned in their first deliverable, Final Detailed
Project Plan, and their first Invoice to you. Access the Contract

Administration Folder for Creative Qutlets, labeled Deliverables.

ber 2015

D

¥
Review the delivered packet. ?‘

Determine next steps (Error? Correct?
Process Paymeni?)

Complete the SPD-CP0008 and annotate
any corrective action that must take place.

Slide 81

State Purchasing Division

Let's see how to document a deliverable as it is received. In your Contract
Administration folder on your desktop, access the Creative Outlets folder,
and then the subfolder for Deliverables. Look at the information received and
using the information you have from the Contract Administration Plan and
Supplier’'s Response, etc. review the materials. If you find errors or
corrective items that must take place to be compliant, you will document
those on the form. If, however, all is received correctly, you will annotate the
form in a positive manner and forward the items for payment. You have 15
minutes to complete this exercise and review!
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| Hands on Exercise:
gt Performance Monitoring Tools

—_—
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What did you find? j

al 8
oL i T

1. Deliverable said “DRAFT”, was late, and wasn't the final version of the
Deliverable.

2. Deliverable had cover sheet with signature of the supplier, but had not
been routed to the Program Manager for their approval.

3. Invoice reflected the wrong pricing and contract number.

Slide 82

State Purchasing Division

What did you find?

Lead a class discussion on how to best resolve these items.
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Stage 7: Contract Administration
gt | Discrepancy Resolution

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.

Identify the problem %
Research facts and issues w

Evaluate the contract requirements

ber 2015

D

Slide 83

Communicate with the Supplier

Document the specific issue(s), corrective action plan(s),
and trends

State Purchasing Division

Like any relationship, there are always going to be some rough patches that you
need to work through! A contract is no different. It is still a “relationship” between the
supplier and the government agency. Sometimes, there are misunderstandings of
either party, that's the role of the Contract Administrator...to mediate thru those
rough patches. The goal is to salvage the supplier’s performance and retain a viable
working contract that benefits both parties.

Throughout the life of a contract, you can expect that there may be performance
issues and/or misunderstandings by the supplier. The role of the Contract
Administrator is to resolve these problems before they escalate.

Sometimes issues that arise during the life of a contract are as a result of the entity
failing to meet their obligations to the contract, would you agree? When issues
become apparent the CA should research and understand what the issue is and
who is responsible in order to avoid escalation of the issues to the next level which
may result in the termination of the contract.
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Stage 7: Contract Administration
Corrective Action Plan

e
e
e

What is the problem
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Miscommunication

D

Poor Specifications or
Requirements
Unforeseen impacts
Pnar nlannina ar desian
o B - Bl =

Insufficient documentation

Slide 84

Non performance

What is the impact to
internal/external parties

Severity of the problem

Level of impact to the
performance of the contract

State Purchasing Division

Once the problem has been identified, the next step is to communicate to all parties
the issues and to develop a written corrective action plan. Be sure to communicate
and document all areas that are affected. As you work through the issue determine
if an amendment in scope is required, or if a notice of default/ breach of contract
appears likely. Be prepared to be firm and direct in discussion of the issue, the
impact, and the potential outcomes.
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Stage 7: Contract Administration
#88| Discrepancy Resolution-ldentify the Problem

ber 2015

Severity of the problem

Assess Impact and Risk
Overall success of the Project
Timeline
Quality
Cost

A well constructed corrective
action plan will address the
impact, risk, and the best solution
to resolve the issues at hand.

State Purchasing Division

Determining the actual severity of the problem will take some work on the part of
both the Program Manager (or programmatic lead) and the Contract Administrator.
Much like a Judge, the Contract Administrator will attempt to assign fault and/or
injury to the appropriate party and then determine the best resolution. Let’s look at
how this is played out.
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Contract Administration
Discrepancy Resolution- Risk and Impact

e
e
e

|

Scenario:

December 2015

Your current pest control provider recently treated a community center
using chemicals not approved by the your government office. As a result,
several patrons have had severe allergic reactions some of which
resulted in being admitted to the ICU unit at the local hospital.

Risk

Slide 88

What is the risk associated with failing to find
resoiution?

Impact

What is the impact to the intent of the contract?

State Purchasing Division

Clearly there is risk with the continued use of the unauthorized chemicals, and the
risk to human life for those that have already been admitted to the ICU, and/or at
risk customers that have asthma and a life threatening allergic reaction when
exposed to these chemicals.

The impacts range from
* media coverage of customers sent to the ICU after being in your facility
 potential legal action against the entity to include restitution of all medical bills

« closure of your facility by the Health Department/Authorities until a full cleansing
can occur which will also impact productivity and service delivery

So there are definitely risks if no action is taken, and existing risks and impacts for
those already affected that must be handled.

Copyright © 2015 Department of Administrative Services. All rights reserved.



Contract Administration

Contract Administration
Discrepancy Resolution- Risk and Impact

To respond to the Risk and Impact Questions, you will need
to talk to all parties and ensure that you have the correct
information:

December 2015

Think before Acting

Listen to all sides

Slide 87

Respect all Parties

Focus on the Problem

us o oble
Communicate Clearly

Follow the Process you Developed
Look to the Future

Keep Options Open

State Purchasing Division

As you can see, careful consideration of all of the items is important. As you
approach any issue, step back and do the following:

Ask open-ended questions wherever possible to ensure that you capture as much
information as you can. Listen without prejudice, and make notes as you have
conversations to help you document issues clearly. Keep a list of items that may
require a change to either process or the contract, or both.

Think before Reacting
Consider options and weigh possibilities for a positive outcome
Listen
Listen to the words, body language and intonation
Consult with Legal before offering solutions, “deals”
Pledge a Fair Process
Focus on the Problem
Maintain Responsibility
Communicate Directly
Focus on Interests
Look to the Future
Keep Options Open
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. Contract Administration
@i Causes of Performance Issues
At times, the supplier and the government entity may disagree over
performance or other contract issues. The supplierand government entity
must work in good faith through the dispute resolution process. Typical
performance issues include

—_—
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Missed scheduled delivery date and time
Providing inferior merchandise or unauthorized substitute

Altering contract pricing

Unauthorized use of subcontractors
Unauthorized assignment of contract to another supplier
Inadequate or unqualified workers

Incorrect invoicing

State Purchasing Division

When Program Management or the Contract Administrator discover issues that
impact performance, you must remember that time is money. The severity of the
issue may impact service delivery, cost, quality, and overall satisfaction. Some
examples of Performance Issues are listed here. They may not be intentional, and
your role is to Listen, Understand, and then Correct.
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Contract Administration
Performance Issue Resolution- Cure Process

—_—

aen |
R
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The cure process is the means by which the government entity addresses
non performance issues. It involves a coordinated response with the end

user, legal counsel, and purchasing. Key to this process are the following:

December 2015

Identify and document the failure
Validate with the end user

Evaluate the risk and impact to project success

Identify remedy
Implement the corrective action plan

Evaluate the supplier and determine next steps

State Purchasing Division

The cure process occurs when formal notification of breach of contract has been
provided to the Supplier. In these instances, a letter is sent to the Supplier by the
Contract Administrator outlining the issue, the intended resolution, and the
timeframe for action. It is coordinated with the legal department, and also
references areas in the contract that if not met, will result in the termination of the
contract.
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Contract Administration
g8 Performance Issue Resolution- Cure Notice

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.

ber 2015

A cure notice is issued to inform the Supplier that the
entity considers the contractor’s failure a condition that is
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The minimum cure period is often defined in the contract
and is generally at least 710 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

State Purchasing Division

The cure notice is sent as a LAST resort, after mediation has failed. You will recall
in the solicitation process you may have asked the supplier to indicate if they have
ever been found in breach of contract or had a contract terminated and to provide
the details. Most suppliers will work through the normal channels to avoid being
found in breach.
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Contract Administration
#08| Performance Issue Resolution- Cure Notice Sample

When issuing a cure letter, consult with legal counsel. The cure notice must
be on your government entity letterhead and provide specific information
regarding the non performance issue(s) and the remedy sought. Below is
an example of how to include the information foundin the GPM.

ber 2015

Pursuant to [contract number], [ section],
between [entity and supplier name], you
are notified that the [government entily]
considers [specify failure(s)] a condition
that is endangering performance of the
contract. Therefore, uniess this condition
is cured within [insert cure period
identified in contract] days after receipt of
this notice, the [government entity] may
terminate for default under the terms and
conditions of the Termination clause of
this contract.

Slide 81

State Purchasing Division

Key reminders:
Be sure to complete this step in conjunction with legal counsel

Ensure that all parties and POC's in the contract, to include the business owner are
ccd

**The contract may have legal counsel and the legal signatory individual which will
also need to be notified

Be sure that you have:

Identified remedy
Timeframe for correction to performance failures (must be reasonable)
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Contract Administration
gt Dispute Resolution- Show Cause Notice

)

December 2015

Slide 92

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.

State Purchasing Division

There is nothing worse than calling the Supplier out for breach of contract when the
State Entity has caused the breach to occur. Research carefully and discuss with
the Contract Administrator any issues in which the State Entity may have
contributed to the failed delivery of items.
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State Purchasing Division

Contract Administration

Dispute Resolution- Show Cause Notice

The Show Cause Notice is the last step preceding the termination of the
contract. The notice requests the supplierto respond in writing,

explaining the reason for non-performance, including any excusable
causes. The notice addresses the following areas:

There is not sufficient enough time remaining in the
contract delivery schedule to permit a realistic cure period
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Contract Administration
gt Dispute Resolution- Show Cause Notice Sample

When issuing the notice, consult with legal counsel. The notice must be on
your government entity letterhead and provide specific information
regarding the non performance issue(s). Below is an example of the

December 2015

"Since you have failed to perform Contract No. within the time
required by its terms or cure the conditions endangering performance
under Contract No. as described to you in the [government
entity’s] letter of [date], the [government entity] is considering terminating
the contract under the provisions for defauit of this contract. Pending a
final decision in this matter, it will be necessary to determine whether your
failure to perform arose from causes beyond your control and without
fault or negligence on vour part. Accordingly, vou are given the
opportunity to present, in writing, any facts bearing on the question to
[name and address of contract administrator] within 10 days after receipt
of this notice. Your failure to present any excuses within this time may be
considered as an admission that none exist. Any assistance given to you
on this contract or any acceptance by the [government entity] of
delinguent goods or services will be solely for the purpose of mitigating
damages, and it is not the intention of the [government entity] to condone
any delinguency or to waive any rights the [government entity] has under
the contract”.

Slide 94

State Purchasing Division

"Since you have failed to perform Contract No. within the time required by its
terms [or cure the conditions endangering performance under Contract No.

as described to you in the (state entity’s) letter of |, the [state entity] is
considering terminating the contract under the provisions for default of this contract.
Pending a final decision in this matter, it will be necessary to determine whether
your failure to perform arose from causes beyond your control and without fault or
negligence on your part. Accordingly, you are given the opportunity to present, in
writing, any facts bearing on the question to [name and address of contract
administrator] within 10 days after receipt of this notice. Your failure to present any
excuses within this time may be considered as an admission that none exist. Any
assistance given to you on this contract or any acceptance by the [state entity] of
delinquent goods or services will be solely for the purpose of mitigating damages,
and it is not the intention of the [state entity] to condone any delinquency or to waive
any rights the [state entity] has under the contract".
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Contract Administration
Dispute Resolution- Termination for Cause

e
e
e

|

Termination of a contract for cause should begin only after consideration
of the consequences, impact to the end user and supplier, and with input
from legal counsel.

December 2015

Confirm cure process exists F» 5

Send Cure and Show Cause as y

applicable e = l
3 Exhaust all avenues of resolution \' ’
: Verify no excusable condition exists VA |

Locate alternate source of supply w

Send Supplier Termination letter

Notify Accounts Payable

State Purchasing Division

The importance of communication and documentation is critical when you determine
to terminate a contract. You should have all items documented, copies of
notifications in writing to the Supplier of initial issues, a Cure Notice, and the
supporting documentation where you instructed them that they were in jeopardy of
contract termination. Termination for cause follows a supplier and impacts their
perceived ability to perform and may cost them future awards!

Note that in the list of items to be considered is an alternate source of supply. Many
of our contracts include provision when a termination for cause occurs for the state
to recoup lost productivity by having the exiting supplier pay for the fees charged by
an alternate firm to keep the program in “operational” status. You may also have
some transitional processes going forward in which the current supplier must
provide knowledge transfer and assist in ensuring the new vendor comprehends the
project impacts and deliverables.
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Contract Administration

Consequences-Termination for Cause

Terminating a contract for cause may require additional consequences and
actions by the Contract Administrator. Some of these may include:

December 2015

Secure all government owned materials and property

Identify any bonds related to the contract and contact your legal
department for payment provisions

Notify SPD of Termination for Cause and recommendation for
suspension or debarment

Slide 98

Procure alternate source of supply

Confirm payment of final contract costs with Accounts Payable

State Purchasing Division
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Contract Administration
#it | Dispute Resolution- Show Cause Notice Sample

When issuing a termination letter be sure thatit is on your government
entity letterhead. Below is an example of information to include.

ber 2015

D

"Pursuant to clause No. ___, Termination, this contractis
hereby terminated immediately. You are directed to
immediately stop all work, terminate subcontracts, cease
in delivering goods or equipment and acceptno further
orders. In accordance with this Notice of Termination, you
must:

1.Keep adequate records of your compliance with this
notice, including the extent of completion on the date of
this Termination;

2.Immediately notify all subcontractors and suppliers, if
any, of this Notice of Termination;

3.Notify the (government entity) contract administrator,
(Name), of any and all matters that may be adversely
affected by this termination; and

4.Take any other action required by the (government
entity) contract administrator to expedite this termination”.

Slide 97

State Purchasing Division

"Since you have failed to perform Contract No. within the time required by its
terms [or cure the conditions endangering performance under Contract No.

as described to you in the (state entity’s) letter of |, the [state entity] is
considering terminating the contract under the provisions for default of this contract.
Pending a final decision in this matter, it will be necessary to determine whether
your failure to perform arose from causes beyond your control and without fault or
negligence on your part. Accordingly, you are given the opportunity to present, in
writing, any facts bearing on the question to [name and address of contract
administrator] within 10 days after receipt of this notice. Your failure to present any
excuses within this time may be considered as an admission that none exist. Any
assistance given to you on this contract or any acceptance by the [state entity] of
delinquent goods or services will be solely for the purpose of mitigating damages,
and it is not the intention of the [state entity] to condone any delinquency or to waive
any rights the [state entity] has under the contract".
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w| Stage 7: Contract Administration
E}J Amendments

Part of Monitoring a Contract is seeing where the periodic “disconnects”
occur, and determining if there needs to be a formal change to the
contract terms.

December 2015

A formal change to a contractis
called an Amendment

Itis preceded by a Change

Request ;}//
It is negotiated and approved by all

parties before the change is

T A il e L

enacted

Itis not legally binding if it has not
been amended into the contract

It may require approval of State
Purchasing prior to initiation or
completion

State Purchasing Division

Changes are a part of the Contracting Process. When there is a change to
deliverables, timeframes, payments, market indices, or funding, an amendment
must be put in place. Amendments are formal changes, and are numbered
sequentially throughout the contract.
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Slide 100

State Purchasing Division

Stage 7: Contract Administration
Amendments

Types of Amendments:

Administrative

\V2
Substantive 4 00 e

Renewals ”
Extensions //

NOTE: Numbering of Amendments is Sequential no matter what type of
change is processed.

Changes are a part of the Contracting Process. When there is a change to
deliverables, timeframes, payments, market indices, or funding, an amendment
must be put in place. Amendments are formal changes, and are numbered

sequentially throughout the contract.
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Stage 7: Contract Administration
#88| Administrative Change Exercise

L

ber 2015

Creative Outlets
has moved and
provided the
following
information:
New Address is
481 Key Largo
Blvd., Tampa, FL
37869

Slide 101

Note: The administrative change requires only 1
signature — that of the Contract Administrator.

State Purchasing Division

Go to the DOAS website and download the form into your Desktop File under
Amendments, and complete the form to update the address. What other
considerations, must you factor into your processing of the documents?

1. Out of State Move — how does this impact Tax Registration, Supplier Data
Sheet, Contract Action Summary Form.
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) Stage 7: Contract Administration
#8  Substantive Change

—

December 2015

Substantive Changes require agreement by both parties
and include the following;

« Change in the price(s) of the contract,

+ Change in delivery schedule,

Change in the guantity,

» Change of nature of deliverables, for example, the
specification,

» Change of key personnel,
* Change of any terms and conditions, and/or
» An extension or renewal of the contract not previously

contemplated by the contract.

Slide 102

State Purchasing Division

Substantive change refers to a contract change that affects the rights of the parties.
A substantive change to a contract must be processed through a bilateral
amendment (i.e., a document signed by an authorized representative from both
parties). GPM 7.6.1.2

Examples of substantive changes include, but are not limited to:
Change in the price(s) of the contract,

Change in delivery schedule,

Change in the quantity,

Change of nature of deliverables, for example, the specification,
Change of key personnel,

Change of any terms and conditions, and/or

An extension or renewal of the contract not previously contemplated by the
contract.*

We will discuss Renewals and Extensions separately.
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Slide 103

State Purchasing Division

Substantive Change

] Stage 7: Contract Administration

Substantive Change

Rule:

« A change of more
than 10% or
250,000.00 in the
12 month
contracted period
requires approval
by the State

Purchacina N ity
TS L

asing Deputy
r

Commissione

Note: Approval is required prior to execution of the

amendment or initiating any work.

State entities are authorized to execute substantive changes to contracts
provided the substantive change is within scope and that the combined total
of such changes does not increase the overall cost of the contract by more
than 10% or $250,000.00 (whichever is less) within a twelve month period.
Otherwise, the state entity must request and receive SPD’s approval prior to
executing the contract amendment. Requests for approval must be submitted

in writing via email to

processimprovement@doas.ga.gov. Substantive changes may be processed

using SPD-CP013 Contract Amendment Template or any other contract

amendment approved by the state entity.
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w| Stage 7: Contract Administration
E}J Amendments

Scenario: The Supplier has not been able to complete Business Process
Evaluation with the Field Offices because staff have been called away
and asked for scheduled sessions to be moved. The Project Plan
indicated that this work was to be completed by June 30. In the weekly
meetings, they have documented this impact. The Program Manager
realizes that Fiscal Year Close Out is impacting the outcome and asks
the Supplier to provide a Change Request.

December 2015

3

g What must be in the Change Request?
Why is this important?
Whatwill change?

H

E

$

g

Changes are a part of the Contracting Process. When there is a change to
deliverables, timeframes, payments, market indices, or funding, an amendment
must be put in place. Amendments are formal changes, and are numbered
sequentially throughout the contract.

Please review the scenario and look at the questions.
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Stage 7: Contract Administration
gi¢  Amendments

)

ber 2015

What must be in the Change Request?

D

Effective Date

Referenced Original Item to be replaced/modified
Cost associated with the Change

Supporting documentation (Hours, Materials etc.)
Any additional deliverables or requirements

State Entity Responsibilities

Supplier Responsibilities

Signature Line and Date for the State

Signature Line and Date for the Supplier

Signature Line and Date for the Contract Administrator

Slide 105

State Purchasing Division

A contract is a mutually agreed upon agreement. Therefore any change must be
mutually agreed, and you will want the Contract Administrator to also sign and
understand what is to be amended into the contract. A good tool in solicitations is to
lock in pricing with your cost proposal on an hourly basis for any changes to the
solicitation. As an example, a Project Manager is bid at $185 per hour. If your cost
proposal has locked in this rate, then on any change orders his time can only be
billed at $185 per hour. If you have not locked in a rate, they can submit a cost of
$225 per hour. You should also note if there are any changes or additional
responsibilities for the State Entity. Changes should be approached with the
mindset of clearly understanding all impacts and assessing all known and potential
risks.
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gi¢  Amendments

)

Why is this important?

December 2015

Documentation
Performance Monitoring
Invoicing

Accuracy

Slide 106

What will change?

Terms and Conditions of the Contract
Scope of Services and Delivery Dates
Cost associated with the Project
Bonding and Insurance Requirements*
Deliverables and requirements

State Entity Responsibilities

Supplier Responsibilities

State Purchasing Division

Change Requests are important in managing expectations. You must have the
documentation as to what is changing to effectively monitor performance, to pay
invoices correctly, and to be accurate in both your expectations, and the received
deliverables.

Many things may change when the Amendment is processed. Please note the
asterisk for Bonding and Insurance Requirements. If additional costs have been
added into the contract and the Bond/Insurance is tied to the total value of the
award, then not later than the next renewal, this increase must be reflected in the
bond/insurance amounts.
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Amendments

E
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What can’t be changed?

Adding additional services and programs that were not
part of the original solicitation

Modification of Invoicing to provide the Supplier more
cash flow without receipt of work products

Skill sets of Personnel required for the Contract
Bonding and Insurance Requirements*

Slide 107

State Purchasing Division

Many entities develop a strong working relationship with the Supplier and wish to continue
using the firm since they already are familiar with you. Because the market is ever
changing and new options are available, and because government requires fair and open
access to bidding opportunities, you cannot add items that were not in the original scope of
services to your contract.

You may not modify invoicing and payment to provide increased cash flow to the Supplier,
however, if you want to modify the payment schedule based on revised deliverables ( a
situation where you will be paying for an actual service or product), that is permissable. A
word of caution — make sure that there is a good reason for this change, and that the
products received will be of value to you should the company experience further difficulty
and/or default.

The Skill Sets of the Personnel required for the Contract should not change. Often a
Project Manager is reassigned to another project by the company and a replacement must
be named. Your solicitation should already have language in the contract referencing that
any personnel replaced must have, at a minimum, the same skill sets posted in the RFP.
This ensures that you have someone who should be equally qualified to step in to your
project.

Bonding and Insurance — notice that there is an asterisk on this item. You cannot remove a
Performance Bond or Insurance requirements that are core to the solicitation and the
protection of the entity to relieve the cost to the Supplier. In fact, Performance Bonds are in
place to provide full restitution should the end product not meet specifications.

Copyright © 2015 Department of Administrative Services. All rights reserved. 107



Contract Administration

5

Stage 7: Contract Administration
gt Amendments
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How does this work?

December 2015

e

Slide 108

Until a change has
been formally

‘e
Sy been formall
-
amended into the
contract with all
signatures
received, no work
related to the
Change Order
should be started.

State Purchasing Division

The Supplier proposes the Change Order Request. It is sent to the Program
Manager/ Project Manager for review. The Program/Project Manager analyzes
costs, materials, scheduling, etc. and returns to the Supplier with questions for
further clarification, budget issues, etc. Once the Supplier has refined their
proposed change, it is again submitted to the Program Manager so that it may be

shared with the Contract Administrator and be amended formally into the contract.
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Slide 109

State Purchasing Division

Stage 7: Contract Administration
Amendment Tools

(@  Department of Admisistrative Services Loars Aot DORS =
o S | S - |
Suppher Quarterfy Sales Sappber Quartery Sales Cantract Action Semmary
Report Far Services Repaet Far 11 Farm
o s =

Contract Amengment astract Nenewsl Tempiate
Tesglite etructions

Ow Community  NondMalp | QU

Cantiact Resewal Template

The tool that we use for creating Amendments is SPD-
CPO13. The appropriate language for incorporation into the
contract and signature requirements are already on the form.
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State Purchasing Division

Stage 7: Contract Administration

Amendment Tools

COmTmAC T A nee wT

Tha smarcrmert 2 st Swtmmr Fa Cors sk g e L8 St et shal b wfecton . o

k.l =]

, Contract Administrator

_—— Completes this information
R

Contract Administrator

~__— Completes this information |
e s

These are the only areas
that the Contract
Administrator will modify.

Because the form is already prepared, you will enter a high level description of the
change, any accompanying Change Order, and a cross reference to the documents

attached.
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—

December 2015

Wiy
CONTRACT AMENDMENT

This amendment by and batween the Contractor and State Entty defined below shall be effective as of
he date thes Amendment is fully executed

STATE OF GEORGIA CONTRACT

State Entity's Name:

Slide 111

Contractor's Full Legal | Creatve Outlats. b
Mama:

I Contract No.:

r
— Solicitation No.Event ID: | 599990000065

Sohcitation Titke Event Lark ot
Name:

Contract Award Date: | July 1, 2014

Current Contract Term: | July 1 2015 - June 30, 2016

Amendment No.: | 2

WHEREAS, the Contract i in efect Bwough the Cument Contract Term a5 defined above, and

NOW THEREFORE. for good and valuable coNsideration. the receit and suficiency of which are hereby
Bcknowleaped, Bhe Carbes 9o herety agree as follows

1 Armind thi existing Contract as per he attached Change Order Request, B675308-001
Modify the Go Live Dae from July 1, 2015 to Seplember 1, 2015

State Purchasing Division

Here is an example of a completed Contract Amendment. Notice that the form
includes an Amendment Number. This is important in ensuring that the numbering
of all Change Order Requests and Amendments is consistent. This form is used
when there are changes to the terms and conditions in the contract. NOTE: Itis
best not to “overload” the amendment process. If you have more than 3 Change
Order Requests or Specifications that must be changed, try and consolidate them
by area of change needed to ensure that your documentation trail remains clean.
As an example, you have three staff changes on your team and the delivery of
training is being segmented into four new groupings. You should process the first
amendment with the staffing changes, and then process the training changes as a
separate amendment.
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Amendment Processing

|

Final Processing Steps:

December 2015

Route to Supplier for
Signature

Sign internally to execute
Send copy to Supplierand

Program Manager

Maintain Original in H
Contract File

Scanned copy to vour

desktop file

Update in PeopleSoft
Update the Contract Action
Summary Form SPD-
CP007

Slide 112

State Purchasing Division

After drafting the Amendment, there are additional steps that you must take.

Obtain the Supplier and the Entity Signatures to execute the amendment. Make a
copy of the signed document and provide a copy to the Supplier and scan a copy to
your Amendments subfolder in your desktop repository. You will need to upload a
copy to your PeopleSoft/electronic purchasing system to ensure amendment
numbering remains consistent, and update your Contract Action Summary Form
accordingly.
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liii__‘ Amendment Numbering

—_—

December 2015

Amendment(s)*:
Amendment Nuber: | 1 | Effective Date: | 8124
- Brief Description: Modified Project Plan Due Date to 10/15/14
Amendment Number: | 2 | efective Date: | 12/3/2¢
-' Brief Descripton: Supplier has moved to new adddress - Administrative Change
2 Amendment Number: | 3 | Effective Date: | /15
% - Brief Description: Renewal 1 of 4 processed

*Amendments continue on subsequent pages

Numbering of ALL Amendments is Sequential

State Purchasing Division

Numbering of Amendments is sequential regardless of the type of Amendment.
Amendments are tracked on the Contract Summary form.

In this example, we

» modified the Final Project Plan Deliverable Date (Amendment 1)
* Processed an Address Change (Amendment 2)

* Processed the Renewal (Amendment 3)*

*The Renewal Amendment Form also has a place to track Renewal or Extension
number. The form will show Renewal 1, Amendment 3.
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Another type of contract substantive change is a renewal. In the initial contract
terms, the number of renewals are stipulated. Typically State contracts are for the
first year and up to four renewals. There are some important steps in the renewal
process and some warnings for you as well.
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Contract Process
Renewals
- The Renewal Documents can be found on the DOAS website. Several
% forms are used to document performance, amend the contract, and
£ document any necessary changes.
= (é Degartment of Admesrsirative Services LonMbeot DOKS ~  OuCommunty Mooy | QU
STAGE: 7 DOCUMENTS 1] Q-
= - w3 S -
g Sapghier Data Sheet Excize Taz Exemption Sapplber Performance Contract Admimsstrative
8 Cartificate Brpert P
H
o o o o
"E (¥ [T Contract Ausessment et Quarterty Suppher Duar &
2> Plaa Tempiat Repert Admactratees Fee Reps Repart For Good
(=]
z
.
€
a
]

The forms are located in Stage 7. By and large the majority of these forms will be
completed by the Contract Administrator, however the Contract Assessment Report
will be completed by the Program Manager as well.
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Stage 7: Contract Administration
hii Renewals
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December 2015

Slide 116

CEE)
<L)
PRt

Note: A contract that expires June 30, 20XX cannot have a
renewal executed on July 1, 20XX. The renewal must be
executed prior to the termination of the contract with the correct
effective date of July 1, 20XX to be valid.

State Purchasing Division

The renewal process begins 90 days out from the end of the current term with the
Supplier being contacted about their interest in renewing the contract. If your
contract has provisions for pricing adjustments these are handled at this time.
Pricing Adjustments should reference appropriate indices. If your contract did not
allow for pricing adjustments you are not required to entertain them.

Renewals MUST be executed before the expiration date. Once that date has
passed the contract is no longer active and cannot be “re-opened”. For that reason,
please ensure that you have allotted ample time to get all materials negotiated and
signatures in place.

In the event that you are still in discussion with the Supplier on Contractual Terms
(i.e. pricing changes) during the Renewal Process, be sure to go ahead and process
the renewal to keep the contract “open” and follow with the pricing amendment as
the follow on activity.
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Stage 7: Contract Administration
gi8 Renewals

)

Whatmust be in the Renewal Packet?

December 2015

Certification of the Supplier that they intend to
renew at the existing terms

Tax Compliance and Immigration Verification
Forms

Contract Assessment Report

Slide 117

Documentation of any substantiated Pricing
Adiustment

Receipt of any additional insurance or bonding
documents for increases to project costs

Signed Agreement between all parties before
the expiration date.

State Purchasing Division

Any changes or necessary amendments are documented, change requests
presented, and a final renewal package is generated based on the mutually agreed
upon terms.

Please remember however that a renewal is an award of new money for the new
fiscal year, and is accompanied by the requirement to re-establish Tax and
Immigration Status Compliance, and to assess the Supplier’s overall compliance
with the terms of the contract. If you have processed any increases or change
order amendments to the contract, at renewal you must ensure that the original
terms for bonding and insurance have been increased accordingly if applicable.
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L#88| Renewals

December 2015

Slide 118

Assessment Reports
from End Users are

natharad hy tha
gauwiered oY wnic

Contract Administrator
and included with the
Supplier Performance
Reports in determining
overall contract
compliance.

State Purchasing Division

Earlier we discussed the use of the Supplier Performance Report by the Contract
Administrator noting positive and negative feedback and referenced a second form,
the Contract Renewal Assessment Report SPD-CP019, which is completed by the
Project/Program Manager, and perhaps other participating departments or entities
for the project.

The End-User (which could be the Program Manager, Project Manager, Director , or
field personnel), using a series of checks, documents the performance as Did Not
Meet, Met, Exceeds, or Not/Applicable. Comments are provided to document
service levels, and the form is signed by the user and returned. Once reviewed, the
Contract Administrator evaluates along with their internal Supplier Performance
Reports to determine overall satisfaction.

Any issues identified in the evaluation process should be addressed and any action
plan developed prior to issuing the renewal.
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#8 Renewals
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December 2015

CONTRACT RENEWAL NO.

This amendment by 3 Denien v Suppiet anc Siate Erwiy o 0 DO sheft s efiectre aa A the
d.,le!"ullﬂ-qwm"a"ro ecuted To the extent ihe contract requires the State Enbly 1o meus
TRt of Amand Amancment for DUDOMS Of Serciing B reeAGI SOBON, DY WTRen GoCument shal
serve as such Notice of Award Amendment

STATE OF

State Entite's Mame:

SuppHers Full Legal Name:

COMMBEL N

Mo Event iD:

Slide 119

Solichation TitleEvent

Contract Award Date:

Current Contract Term:
Amendment No.: | S0
WHEREAS, the Contract is in eflect Ihrough the Current Contract Tenm as defined above, and

NO TMEREFORE, 10 QOOU Sk VEIS0M COMMErUon, e FCelEt 2N SUKINCY Of WIh e Reroy
ACHIOMOOR0C. e Partes 00 heredy 30res et

1 CON"LNC' NCH[WM. [l‘[l!HCIN "w wr‘uﬂ I"—ﬂ. agree that the contract will be
an madtona of tierse a5 fol

NEW TERM

Baginning Dato of

e Contract Teom:

The partes agree the
i M Contract Tarm’ Lnkess i Dartes Sree 10 renewieiend e contract for an addibonal
perica of .

State Purchasing Division

The Contract Renewal Amendment lists the Renewal Period at the top of the form
(i.e. first renewal = 1). The new contract term is listed towards the bottom of the
form.

NOTE: If you have additional contract terms or points of negotiation for the new
term, they will be processed AFTER you execute the Renewal Amendment. The
sequencing of the amendments is continuing. Using our previous example, if
Amendment 3 is the Renewal Document, the form would list Renewal 1 and
Amendment 3. Any subsequent change to terms in the new contract period would
be Amendment 4.
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1 Hands on Exercise:
Renewals

|

. Open the Renewal Packet.

2. Complete your Assessment and Recommendation
for Processing of the Renewal.

3. Complete the Required Form(s) necessary to

proceed.

December 2015
—

Slide 120

State Purchasing Division

I’'m distributing a Renewal Packet to you. Please look through the documentation,
evaluate the supplier and then complete the necessary forms that would be needed
for the Renewal Process.

You will have 25 minutes to complete the activity individually. Any issues identified in
the evaluation process should be addressed and any action plan developed prior to
issuing the renewal.
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1 Hands on Exercise:
li"” Renewals

December 2015

Slide 121

DON'T RENEW?

S ? BUDGET?

State Purchasing Division

What did you decide? (Use Whiteboard and indicate items that needed to be
negotiated, discussed, amended, etc.)
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Stage 7: Contract Administration
Extensions

Extensions require agreement by both parties and are executed
as a lastresort as detailed below:

December 2015

Table7.6

Then, the state entity may process contract extensions as

If the state entity’s contract is 3s follows. follows.

If the state entity must have a continuous
source of supply, then the state entity may
exercise a contract extension for no more
than six months {if the supplier consents)
provided the state entity has already posted
Scenario One: The contract has no renewal a solicitation to resource the contract. If the
options OR all renewal options have been state entity has not yet posted a solicitation
exercised. or desires a longer contract extension, then
the contract administrator must first request
and receive permission from SPD by
submitting a written request

to processimprovement@doas ga.gov.
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Stage 7: Contract Administration

Extensions

Extensions require agreement by both parties and are executed
as a lastresort as detailed below:

Contract Extensions

Table 7.6

If the state entity’s contract is as follows.

Then, the state entity may process contract extensions
as follows

Scenario Two: The contract has one or
more renewal options remaining.

If the state entity determines it is best to
forgo a one-year renewal option and only
extend the contract for a shorter period of
time, the state entity may extend the
contract (if the supplier consents) without
requesting SPD’s consent. However, if the
state entity later datermines it will
continue to renew the contract for the
remaining contract renewals, then the
state entity may do so provided the total
contract term does not exceed the time
period originally defined in the contract.
Once the total contract term has elapsed,
then Scenario One of this table is
applicable.

In this example, you could decide at Renewal 1, that you anticipated getting all work
completed in the next 6 months. If you elect to process an extension as opposed to
a renewal with an “out” clause for notice of termination, you would list the Renewal
as E1, Amendment 3. If at the end of five months you now realize it will take the full
year to complete the work, you would create a subsequent Renewal listed as 1,
Amendment 4. You would not extend the original extension, but revert to the
original terms for the remaining periods and continue with sequential numbering of

all amendments.
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CONTRACT RENEWAL NO.

Thes amenaront by 200 bavieRer T SUDPRer A S ey CeRied DRow Shall b effecthve s of the
chat s Amvervarrignd s Aty et To Wve sent e Comiract racuires e State Enity 15 Rete
TRt of Amand Amancment for DUDOMS Of Serciing B reeAGI SOBON, DY WTRen GoCument shal
serve as such Notice of Award Amendment

STATE OF

State Entite's Mame:

Suppers Full Legal Name:

COMMBEL N

Mo Event iD:

Slide 124

Solichation TitleEvent

Contract Award Date:

Current Contract Term:
Amendment No.: | S0
WHEREAS, the Contract is in eflect Ihrough the Current Contract Tenm as defined above, and

NOW THEREFORE. K0f §O0U SN VESOM CONMONMION, (18 FECERSt 2N BUfichncy of wiikn are Rersoy
BcHIOWISIGED, U FarSeS 00 heresy 30Fee creeh

1 CON'M' NCH[WM. [l‘[l‘!-lﬂ" "w parties herelyy agree that the conbract will be
of tieres &5 folows

NEW TERM

eginning Date of
| Mew Comtract Teom:
End Date of
Hew Contract Tetm:

The partes agree the
the MNew Contract Term” uniess ihe partes A0ree 10 renewieriend the contract for an addbonal
Eonoa of i .

State Purchasing Division

The Contract Renewal Amendment is used for Extensions as well. Where the
Renewal Number is indicated, please use “E” for Extension. Assuming this is the
end of the 4" Renewal, you would have E1 as the value in this field indicating the
first extension The extended contract term is listed towards the bottom of the form.

NOTE: The number for the Amendment remains sequential. Please also note that
you cannot extend more than once beyond the original term of the contract. Any
variance (Example 2) must be thoroughly documented if reverting to the original
contract period following an extension where allowable.
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Contract Administration
Contract Closeout Activities

The purpose of the closeout process is to verify that both parties to the
contract have fulfilled their contractual obligations and that there are no
responsibilities remaining. A contract is completed when the following
conditions are present:

|

December 2015

All goods, equipment or services received and accepted
All reports delivered and accepted

All administrative actions have been accomplished

Slide 126

All government furnished equipment, material or
intellectual property is returned

Includes photo, data files, electronic information

Final payment is made to the supplier

State Purchasing Division

Finally, it is important to note the importance of having things well organized prior to
conducting the solicitation. At Contract Closeout, the entity verifies all goods,
equipment or services received and used at their own workstation(s) have been
received and accessed without issue.

All reports delivered and accepted
All administrative actions have been accomplished

All state furnished equipment, material or intellectual property is returned. This
includes any data files, electronic information, pictures (includes any photos
generated by the supplier of State property)

Final payment is made to the supplier
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Contract Closeout-Program Management

,..___
[ 1]

®

L]

hj

The Program Manager or designee is responsible for contract closeout
and must confirm that the following has occurred.

December 2015

All deliverables, including reports, have
been delivered and accepted

All government entity property, if any,

has been returned
N

N Complete and file supplier performance
- evaluation with contract administrator
Provide any appropriate material from

Slide 127

the project manager's file for inclusion to
the contract file, if appropriate

Complete the Contract Action Summary
Form showing Close Out Activities.

State Purchasing Division

Contracting — it is not always complex, neither should it be something that goes
unchecked for months at a time. Hopefully you have an understanding of both your
role and the role of the Project Manager in effecting and monitoring contract
performance, change processes, and day to day operations related to the contract.
Please remember that additional assistance may always be received by contacting
the Process Improvement Team and outlining any issues, or clarifications you are
seeking!
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2 Duties of the Change Orders functions of
Contract & Contract
Administrator Amendments Administration
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Adri?nr;st-;rt?;ttion Rgf:g?;r;he Evaluation of
Plan Manager the Supplier

State Purchasing Division

We have discussed all of these roles and responsibilities for effective Contract
Administration. Happy Contracting!
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Congratulations

You have successfully completed the course |
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Congratulate learners and leave them with a warm feeling and a sweet taste
upon successfully completing the course.

Here is an idea: Prepare a real certificate in Microsoft Publisher or other
program and save it as an Adobe PDF document. Then, provide a hyperlink
on this slide that learners can click to open the PDF document. From the
Adobe Acrobat window, they can print the certificate to their local printer.

Or ...

If learners log in to an LMS to access your course, then you may be able to
pair that log-in information with the learner’s name and dynamically insert the
name into a placeholder in the certificate. You will need to talk with your LMS
administrator department to see what is possible. Also, if your company uses
Articulate Knowledge Portal, customized certificates with dynamic fields are
a built-in feature.
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