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SPAWARSYSCEN CHARLESTON INSTRUCTION 4330.3A

From:
Commanding Officer, Space and Naval Warfare Systems Center, Charleston

Subj:
SERVICE CONTRACT ADMINISTRATION

Ref:
(a) FAR Part 42


(b) DFARS Part 242.2


(c) SPAWARSYSCENCHASNINST 4205.1A


(d) SPAWAR Systems Center Charleston Task/Delivery Order Guide

Encl:
(1) Contract Administration Plans Documentation Form

1.
Purpose.  To provide guidance and procedures regarding the development of Contract Administration Plans (CAPs) describing the administration of service contracts awarded by Space and Naval Warfare Systems Center (SPAWARSYSCEN), Charleston, Contracts Branch.

2.
Cancellation.  NISEEASTINST 4330.3.

3.
Scope.  This instruction applies to service contracts awarded by the Contracts Branch for which all or part of the contract administration functions listed in reference (a) are retained by the Procuring Contracting Officer (PCO) for delegation to authorized government representative within the requiring activity. 

4.
Definitions

a.
Administrative Contracting Officer (ACO) is the government official responsible for administering the contract to the extent that the PCO has delegated contract administration. 


b.
Advisory and assistance services means the following services when provided by non-governmental sources:  (1) management and professional support services; (2) studies, analysis, and evaluations; and (3) engineering and technical services.


c.
Authorized ordering activity is the activity designated in an Indefinite Delivery Type Contract (IDTC) to issue delivery orders/task orders thereunder. 


d.
Contract Administration Office (CAO) is the office designated to perform assigned functions related to the administration of the contract. 


e.
Contracting Officer’s Representative (COR) is the government official appointed in writing by the PCO and designated in the contract, who functions as the technical representative of the PCO.


f.
Delivery order contract means a contract that does not procure or specify a firm quantity of supplies (other than a minimum or maximum quantity) and that provides for the issuance of orders for the delivery of supplies during the period of the contract.  (See FAR 16.501-2.)


g.
Non-personal services contract, as stipulated in FAR 37.101, means a contract under which the personnel providing the services are not subject, either by the contract’s terms or by the manner of its administration, to the supervision and control usually prevailing in relationships between the government and its employees.


h.
Ordering officer, within the limits of assigned authority, is an individual authorized to sign, issue and modify delivery orders/task orders.  Ordering officers are appointed in writing by the appointing official at the designated ordering activity.


i.
Personal services contract means a contract that, by its express terms or as administered, makes the contractor personnel appear to be government employees.  (See FAR 37.104.)


j.
Procuring Contracting Officer (PCO) is the government official authorized by warrant to enter into the contract for the government. 


k.
Service Contract, as stipulated in FAR 37.101, means a contract that directly engages the time and effort of a contractor whose primary purpose is to perform an identifiable task rather than to furnish an end item of supply.  The contracting officer is responsible for ensuring that a proposed service contract is proper; i.e., the contracting officer shall determine whether the proposed service is for a personal or non-personal service contract using the guidelines in FAR 37.104.


l.
Task order contract means a contract for services that does not procure or specify a firm quantity of services (other than a minimum or maximum quantity) and that provides for the issuance of orders for the performance of tasks during the period of the contract.  (See FAR 16.501-2.)


m.
Technical Direction Letter (TDL) is a written document issued by the COR to the contractor.  It is used to clarify, define, or give specific direction within the statement of work in the basic contract and in conjunction with orders for specific tasks falling within the scope of the basic contract.  All TDLs shall be reviewed and approved by the cognizant contract negotiator/contracting officer prior to issuance by the COR.  (See SPAWARSYSCENCHASNINST 4330.2A)

5.
Background.  References (a) and (b) establish procedures for contract administration and authorize full or partial retention of contract administration by the procuring contracting activity.  The types of services for which the PCO normally retains administration responsibilities have one characteristic in common; the requiring activity participates in more of the FAR 42.302 administration functions than “acceptance” to ensure successful contract completion.

6.
Policy

a.
To ensure satisfactory administration of service contracts and avoid duplication of functions, the PCO shall develop a CAP which will delineate responsibilities for specific administration functions.  Development of a CAP requires coordination with and inputs from the requiring technical code and/or COR, the CAO and personnel from any government office necessary for efficient and effective administration.


b.
A CAP is required when:



(1) A COR is to be appointed under the contract in accordance with reference (c).  These circumstances include:




(a) Technical guidance is to be provided to clarify/define or give specific direction within the statement of work such as an engineering services or research and development contracts. 




(b) Contracts requiring unusual monitoring and surveillance efforts beyond what the PCO/ACO are responsible to provide.



(2) The COR will be delegated authority by the PCO to perform specific duties or significant tasks related to contract administration (e.g., property administration) other than inspection and acceptance. 


c.
When it is determined that a CAP is required, a CAP shall be developed for the specific contract.  However, a master CAP may be established which covers a group or type of requirements from an individual activity where assignment of contract administration functions (to PCO, CAO, COR, ordering officer) is similar.  A master CAP may also be appropriate for multiple awards under single solicitation as discussed in FAR 16.504(c).

7.
Procedures

a.
Documentation for CAP.  The documentation form for the CAP, enclosure (1), Part I, provides a format to assist the requiring technical codes with submission of information required below.  Concurrent with submitting the Request for Contractual Procurement (RCP)/Purchase Request (PR), the requiring technical code shall:



(1) Identify those specific areas of the proposed contract effort where specific technical expertise is required to ensure quality, satisfactory performance, and successful contract completion. 



(2) In accordance with reference (c), nominate, if necessary, the individual who will be available to be appointed by the PCO to the COR position under the contract.  A copy of the signed nomination letter shall be provided to the PCO.



(3) For IDTCs, state specific duties, qualifications, and proposed limitations and responsibilities of ordering officers.



(4) To assist the PCO in developing the CAP, briefly explain procedures established or actions being taken that will ensure satisfactory performance of personnel at the requiring activity. 



(5) Identify any repetitive or similar requirements, applicable to one activity, so that a master CAP may be developed by the PCO and subsequently submitted with an RCP/Purchase request as CAP documentation.  If, at the time of submission of the RCP/PR, modification of the master CAP is necessary for the specific requirement involved, such information shall be provided so that an addendum to the master CAP may be developed by the PCO for the instant requirement.


b.
Pre-solicitation procedures.  Upon receipt of the information in paragraph 6a, above, the Contracts Branch PCO shall: 



(1) Complete enclosure (1), Part II, coordinating with the requiring technical code and/or COR, the CAO and any other concerned parties.  Pertinent areas of contract administration shall be assigned to each party within the limitations and restrictions stated elsewhere in this instruction.



(2) Develop the CAP.  State those functions that are specifically delegated to each party (PCO, CAO, COR, ordering officer, etc.).  It is not necessary to state detailed procedures to be used by each party to perform those functions.  However, the CAP must be sufficient to ensure that all contract administration functions are assigned, suit the specific circumstances of the contract, the place of performance, the period of performance, and inspection and acceptance criteria to be stated in the contract. 



(3) For IDTCs, in addition to the above:



(a) Include proper procedures and restrictions/limitations for placing orders. 



(b) Address procedures to be used to select sources for individual orders when issuing orders under multiple award contracts.  [See FAR 16.505(b)]



(c) Identify the exception specified in FAR 16.504(c) when multiple awards under a single solicitation are not practicable. 


c.
Contract Award Procedures.  The PCO shall:



(1) In accordance with reference (c), identify the COR in the contract award document.  FAR 16.504(c) gives preference to multiple awards under single solicitations for indefinite quantity contracts; each award document issued thereunder should also identify the COR.



(2) For award of IDTCs, designate the authorized ordering activity/activities (by title, activity, code, address, and phone number) in the contract award document.



(3) Proceed with all other required contract award procedures.


d.
Post Award Procedures



(1) The requiring technical code must support the COR and ordering officer in performance of their duties under the CAP as well as take action necessary to correct any deficiencies in the performance of these individuals.  If any organizational or personnel changes occur that affect the CAP, the activity shall notify the PCO in writing.



(2) The ordering officer shall:



(a) Place orders in accordance with the contract and provide copies of all orders/modifications to the PCO, CAO, and COR.



(b) Maintain the official order files including all supporting documentation.



(c) Ensure that the orders are within the scope, period or maximum value of the contract.  [See FAR 16.505(a)(2).]



(3) The COR shall:



(a) Perform the duties designated in the CAP.



(b) Comply with reference (c).



(4) The PCO shall:



(a) Perform all contracting officer functions not delegated to a Contract Administration Office (CAO) in accordance with reference (a).



(b) Monitor the currency of the CAP throughout the life of the contract and update/modify as necessary.



(c) Maintain the official contract file including the back-up documentation for all modifications thereto.



(d) Monitor the performance of ordering activities/officers and CORs.


e.
Limitations and Restrictions.  The CAP shall be developed in accordance with the following guidelines for delegation of authority:



(1) Only the PCO, ACO or ordering officer (within their specific delegation) shall have the authority to negotiate prices and obligate the government.  The COR does not have the authority to change the scope, delivery schedule, cost or fee, labor mix, or the other terms and conditions of the contract/task order.



(2) The inspection and/or acceptance function shall not be performed by the same individual who obligated, by award of contract/orders, the funds.



(3) The functions of initiating requirements, awards of contracts/orders, and receipt and certification of invoices should be performed by separate individuals.  Such separation of function is essential to avoid the potential for fraud, waste, and abuse and any appearance of mismanagement of government funds or conflict of interest.



(4) COR duties shall specifically relate to the technical expertise and/or the technical assistance provided to the contract administration functions.  A TDL shall be issued for the sole purpose of providing technical direction and/or clarification of the statement of work within the contract.  A TDL should not address new work, cost, fees, or government estimates, nor should it reiterate the language contained in the basic contract unless technical clarification is being provided.



(5) Consideration must be given to all contract administration functions including those listed in reference (a), as well as those unique to the specific requirement.  Each function shall be assigned to an authorized representative of the government.


f.
Reference (c) contains specific policy, requirements, and procedures with respect to CORs.  Reference (d) provides guidance on IDTCs and should be considered when developing a CAP for an IDTC.   

8.
Action.  This instruction is effective upon receipt and applies to solicitations issued on or after that date. 



/s/



R. L. POLKOWSKY

Distribution:

SSC-1 thru SSC-8

Copy to:

SSC-103, SSC-104

DOCUMENTATION FORM FOR CONTRACT ADMINISTRATION PLAN

Due to the nature of the effort described in Request for Contractual Procurement (RCP)/Purchase Request (PR), document number 




 for



 type of services, specialized technical expertise is needed to ensure satisfactory contract completion.  In accordance with FAR Part 42, the following information is provided for use in developing the Contract Administration Plan (CAP) for the resulting contract.

******************************************************************************

Part I
(To be completed by the Requiring Technical Code)


YES
NO
REMARKS

1.  What type of service is to be 

     acquired:  (The complete

     description is included in the

     Statement of Work (SOW).)

     Give executive summary below:









Specify:




     a.  Acquiring & Managing 

          Consulting Services 

          (SECNAVINST 4200.31C)

          (If yes, specify category in 

          remarks column)
_______
______
____________

     b.  Commercial Activity (CA)  

          (OPNAVINST 4860.7B)
_______
______
____________

     c.  Computer Resources Services  

          (SECNAVINST 5231.1C)
_______
______
____________


YES
NO
REMARKS

2.  What areas of effort require specific 

     technical expertise to ensure efficient

     contract administration?









     a.  Monitoring contractor performance
_______
_____
___________

     b.  Technical guidance to contractor 

          during performance
_______
_____
___________

     c.  Inspection criteria/determination of 

          acceptability
_______
_____
___________

     d.  Drafts of data deliverables/reports
_______
_____
___________

     e.  Special personnel coordination
_______
_____
___________

     f.   Other (Specify)
_______
_____
___________


YES
NO
REMARKS

3.  What activity in-house expertise is 

     available to assist in the contract

     administration?









     a.  Project Manager (Name & 

          Position)
_______
_____
___________

     b.  Ordering Officer (Specify)
_______
_____
___________

     c.  Contracting Officer’s 

          Representative (COR) 

          (Attach nomination letter)
_______
_____
___________

     d.  Technical Specialist
_______
_____
___________

     e.  Other (Specify)
_______
_____
___________


YES
NO
REMARKS

4.  Where will the contractor be 

     required to perform?









     a.  On government Installation
_______
_____
___________

     b.  Contractor’s Site
_______
_____
___________

     c.  Various locations (Attach




          a list specifying locations)
_______
_____
___________

FOR INDEFINITE DELIVERY TYPE CONTRACTS (IDTCs) - COMPLETE THE FOLLOWING:


YES
NO
REMARKS

5.  Who will prepare the task order 

     SOW(s)?









     a.  Technical Specialist
_______
_____
___________

     b.  COR
_______
_____
___________

     c.  Various individuals for the COR

          (Identify individuals)
_______
_____
___________

     d.  Various individuals for the 

          Ordering Officer (Identify 

           individuals)
_______
_____
___________

     e.  Other (Specify)
_______
_____
___________






6.  Who will prepare the Independent 

     Government Estimate?









     a.  COR
_______
_____
___________

     b.  Other  (SPECIFY)
_______
_____
___________






7.
Who will provide the appropriate accounting and appropriation data?  Specify 

how.

8.
What type of funding is to be provided?

9.
Who will request a proposal for an order if one is needed?  Specify how.

10.
Who will review the proposal?

11.
Who will issue the task orders?

12.
Who will inspect the services?

13.
Who will accept the services on behalf of the Government?

SIGNATURES







DATE

Prepared by:











Reviewed by:











Approved by:











The above responses describe the extent of expertise and availability within this activity.  They are to be considered by the PCO in developing the CAP.  I agree that successful contract administration will require the expertise available at this activity.

PART II  (To be completed by the PCO)

1.
Who is the Government’s point of contact responsible for the following:


a.
Solicitation information/questions  








b.
Pre-Award information  









c.
Technical questions before award  








d.
Technical questions after award  








e.
Post award conference  









f.
Authority to begin performance 








g.
Authority to proceed in emergency  







h.
Monitoring the services performed  







i.
Monitoring the direct cost of labor, materials, travel, etc. on other than firm 



fixed price contracts  









j.
Monitoring of indirect cost on other than firm fixed price contracts


k.
Monitoring of contractor’s labor relations  







l.
Inspection of services  









m.
Acceptance of services  









n.
Subcontract approval  









o.
Travel authorization  









p.
Overtime authorization, if allowed under the contract  





q.
Monitoring of security requirements  







r.
Government furnished property/material  







s.
Other special requirements (Specify)  






2.
What are the COR’s specific duties?

3.
If this is an IDTC, are there “minimum” and “maximum” designated for hours, 


orders, quantities, etc.?


If yes, who will monitor to ensure the maximum is not exceeded and the 


minimum is ordered?

4.
If this is an IDTC, are there multiple awards?


If so, has a COR been appointed for each award?

5.
Identify the schedule for submission of COR’s written evaluation of contractor


performance to the PCO.

6.
How is the COR to be reviewed for satisfactory performance under the contract?

From this checklist, the contract administration plan was developed for solicitation/contract no.  














SIGNATURES








DATE

Prepared by:












Reviewed by:












Approved by:
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GUIDELINES FOR DEVELOPING A CONTRACT ADMINISTRATION PLAN

The following outline provides general guidance for use in developing a Contract Administration Plan (CAP) for specific types of contracts.  The type of contract, the type of service and the place(s) of performance are the major contract terms which indicate to whom particular contract administration functions should be assigned.  Although a function is assigned to a particular individual, this in no way infers that assistance and coordination with others is not necessary.  The bottom line in developing any CAP is to ensure cost effectiveness, quality and complete administration of the contract.

FIRM FIXED PRICE-PERFORMANCE AT CONTRACTOR’S FACILITY


a.
Can be administered by a CAO.


b.
CAP generally is not required if the inspection/acceptance criteria are clearly stated in the contract.


c.
COR generally is not necessary; may only need a “point of contact” at the requiring activity.

FIRM FIXED PRICE-PERFORMANCE ON GOVERNMENT INSTALLATION

a.
Should generally be retained for administration by the PCO.  However, assistance from personnel at the requiring/receiving activity may be required.


b.
A CAP and COR generally are not necessary if functions to be performed by the requiring activity are only inspection and/or acceptance.


c.
PCO may make a “limited assignment” (See FAR 42.204) if the assistance of a CAO component is more efficient.  (Examples are:  labor matters, subcontract monitoring, priorities and allocations responsibilities, administration of government furnished property, etc.)  Close coordination is important.  While it is important to perform all functions, it is equally important not to duplicate the functions routinely performed by CAO components because the contractor may have other government contracts.


d.
The PCO retaining administration should ensure that ALL administration functions are performed.  Remember the costs involved with retaining administration.

FIXED PRICE - PERFORMANCE AT MULTIPLE SITES (CONTRACTOR AND GOVERNMENT INSTALLATIONS)


a.
Generally may be assigned to CAO component.  The CAP must identify the key players and their responsibilities.


b.
The PCO should retain those administration functions necessary to ensure that the contract is remaining on the course intended.  To this purpose, examples of functions the PCO may retain are: certification of invoices; obtaining progress reports from contractor and COR; or performing on-site spot inspections.


c.
The COR functions would be those which must be performed on the government installation, such as, assistance to obtain entrance to the base; determining factors for slippage in the performance schedule and recommending corrective action; serving as the primary point of contact for the contractor.


d.
If there are multiple government sites for contractor performance, the PCO may retain coordination responsibilities for all activity points of contact.


e.
The CAO, in this type of contract, may be responsible for:  review of compliance at contractor’s facility (e.g., labor matters, insurance, etc.); review and approval of progress payments; novation agreements; ensuring timely submission of reports, etc.

COST REIMBURSEMENT - PERFORMANCE ON GOVERNMENT SITE


a.
CAO should be assigned those functions requiring specialized expertise for proper audit to determine allowability and allocability of costs incurred.  Also, those functions that are routine to the contractor’s everyday business.


b.
PCO should retain all functions requiring coordination with various personnel outside the realm of the government site of performance (e.g., interagency coordination).


c.
COR functions should be of a technical nature and/or coordination with personnel on the government installation.  The COR should assist to determine the reasonableness of cost incurred by the contractor, recommend or approve a need to travel in performance of the contract, determine acceptability of subcontracts and services rendered.  COR must submit the required report to the PCO identifying the efficiency of the contractor’s performance and the use of the deliverable received.

COST REIMBURSEMENT - PERFORMANCE AT CONTRACTOR’S FACILITY


a.
PCO retains functions that provide oversight to determine that schedule, funds and contract scope are not exceeded.


b.
COR should provide the technical expertise to both PCO and CAO with regard to technical requirements, reasonableness of costs incurred, travel required, etc.  COR must submit the required report to PCO identifying the efficiency of contractor’s performance and use made of deliverables.

COST REIMBURSEMENT - PERFORMANCE AT MULTIPLE SITES


a.
CAP should be detailed and explicit as to those functions retained by the PCO and those assigned to the COR.


b.
PCO should retain management oversight functions to determine that schedule, funds and contract scope are not exceeded.


c.
COR to provide technical advice to PCO and ACO.

INDEFINITE DELIVERY TYPE CONTRACTS - REGARDLESS OF THE PLACE OF PERFORMANCE


a.
Since this type of contract has the capability of having multiple awards under a single solicitation, various types of pricing terms, places of performance, types of orders placed and flexibility of ordering authority, it is extremely important that the CAP address those specific functions assigned to each for administration.  The more complex the contract, the more detailed the CAP should be.


b.
Be sure to identify ordering limitations and authority to those authorized to place orders.


c.
Generally, CAO can best perform those functions relating to the contractor’s routine business, audit, and payment functions.


d.
PCO should retain functions that provide management oversight of all orders placed under the basic contract.


e.
Ordering officers should be responsible for requesting, evaluating, negotiating and determining the price as fair and reasonable prior to placing an order.


f.
Ordering officers should provide the PCO with adequate information on orders issued for management oversight to be effective.


g.
When determining the limitations and restrictions on the placement of orders under the contract, the PCO must consider the following:



(1)
The purchase authority of the activity authorized to place orders.



(2)
The type and complexity of the analysis and evaluation that will be needed to make a fair and reasonable price determination.



(3)
The functions of initiating, ordering, receipt and certification of invoices should be performed by separate individuals so as to avoid any appearance of mismanagement of government funds or conflict of interest.



(4)
COR duties should be based on the technical expertise needed to perform those duties.  If the function is contractual in nature but requires technical input to administer, the COR should provide recommendations and advice to the contract administrator responsible for that specific function.

SAMPLE CONTRACT ADMINISTRATION PLAN FOR A COMPLEX

IDTC COST PLUS FIXED FEE SOLICITATION

CONTRACT ADMINISTRATION PLAN
In order to expedite administration of this contract, the following delineation of duties is provided.  The names, addresses, and phone numbers for these individuals or offices shall be included in the contract award document.  The individual/position designated as having responsibility should be contacted for any questions, clarifications or information regarding the functions assigned.

1.
Procuring Contracting Office (PCO) is responsible for:


a.
All pre-award information, questions or data.


b.
Freedom of Information inquiries.


c.
Change/question/information regarding the scope, terms or conditions of the basic contract document.


d.
Arranging the post-award conference (See FAR 42.503).

2.
Contract Administration Office (CAO) is responsible for matters specified in FAR 42.302 and DFARS 242.302 except in those areas otherwise designated herein.

3.
Defense Contract Audit Agency (DCAA) is responsible for:


a.
Audit verification/provisional approval of invoices and final audit of the contract prior to final payment to the contractor.


b.
Providing advice regarding contractor’s accounting system, direct and indirect rates, other concerns applicable to order pricing.

4.
Paying Office is responsible for payment of proper invoices after acceptance is documented.

5.
Contracting Officer’s Representative (COR) is responsible for:


a.
Liaison with personnel at the government installation and the contractor personnel on site.


b.
Technical advice/recommendation/clarification on the statement of work.


c.
The statement of work for task orders placed under this contract.


d.
An independent government estimate of the effort described in the definitized statement of work.


e.
Quality assurance of services performed and acceptance of the services or deliverables.


f.
Government furnished property.


g.
Security requirements of government installation.


h.
Providing the PCO or his designated ordering officer with appropriate funds for issuance of the task order.


i.
Certification of invoice for payment.

6.
Technical Assistant, if assigned by the requiring activity, is responsible for providing technical assistance and support to the COR in contract administration by:


a.
Identifying contractor deficiencies to the COR.


b.
Reviewing contract/task order deliverables and recommending acceptance/rejection of deliverables.


c.
Identifying contractor noncompliance of reporting requirements.


d.
Evaluating contractor proposals for specific contracts/orders and identifying areas of concern affecting negotiations.


e.
Reviewing contractor reports providing recommendations for acceptance/rejection.


f.
Reviewing invoices for appropriateness of costs and providing recommendations to facilitate certification of the invoice.


g.
Providing COR with timely input regarding the SOW, technical direction to the contractor and recommending corrective actions.


h.
Providing written reports to the COR as required concerning trips, meetings or conversations with the contractor.

7.
Ordering officer is responsible for:


a.
Requesting, obtaining, and evaluating proposals for orders to be issued.


b.
Determining the estimated cost of the order is fair and reasonable for the effort proposed.


c.
Obligating the funds by issuance of the task order.


d.
Authorization for use of overtime.


e.
Authorization to begin performance.


f.
Monitoring the total cost of tasks orders issued.


g.
Ensuring the total amount of the orders does not exceed the maximum amount of the IDTC contract.

The following limitations/restrictions are placed on the ordering officer:


a.
Type of order issued is limited by this contract to 



 pricing arrangements.


b.
No order shall be placed in excess of $ 




 without prior approval of the PCO.


c.
No order shall be placed with delivery requirements in excess of 
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