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POST AWARD CONFERENCES

1. PURPOSE
The purpose of this document is to provide policy and guidance for holding and conducting postaward conferences within the SPAWAR claimancy.
2. POLICY

The contracting officer decides when a postaward orientation conference is necessary to foster clear and mutual understanding of all contract requirements by Government and contractor personnel to identify and resolve potential problems.  A postaward conference shall be held promptly after award.  This conference is not to be used to alter the final agreement arrived at in any negotiations leading to contract award.  Postaward orientation is also encouraged to assist small business, small disadvantaged and women-owned small business concerns. 

3. RESPONSIBILITIES

a. PCO/ACO:  The Contracting Officer is responsible for (the ACO may be the decision authority):

(1) Determining whether or not a postaward conference is required.

(2) Determining which type of postaward conference best suits the contract.

(3) Making the conference arrangements.

(4) Conducting the meeting.

(5) Completing DD Form 1484.

b. Contractor:   The contractor is generally responsible for conducting postaward conferences with subcontractors; however, the prime contractor may invite government representatives to a conference with subcontractors, or the government may request that the prime contractor initiate a conference with subcontractors.  

4. PROCEDURES

a. Using the criteria in FAR 42.502, the Contracting Officer shall determine whether or not a postaward conference is necessary.  For those procurements where a postaward conference is not necessary (e.g. the contractor performed satisfactorily on a recent similar contract), document the file accordingly.

b. Determine what type of conference best suits the procurement.  In some circumstances, a formal letter or other form of communication (e.g. e-mail message or telephone call) to the contractor may be adequate postaward orientation in lieu of a face-to-face conference.

c. Once the contract specialist prepares the DD Form 1484, the PCO should review it to determine the appropriate agenda items.

d. Contact the principal participants to solicit agenda items and obtain a listing of their invitees (name, phone number and position).  Request the contractor team include individual(s) who can commit the contractor.

e. Notify all participants of conference date, time, place and final agenda.

f. As appropriate, convene a pre-conference meeting of government representatives to establish a unified government position on the agenda items.

g.  
Prepare for and conduct the conference.

h.  At the conclusion of the conference, the contract specialist will prepare DD Form 1484 with minutes (if recorded) of the conference and distribute to the PCO (for the official contract file), CAO, contractor, COR, and others as required.

5. APPROVALS
None.

6. MISCELLANEOUS

a. Post-Award Conference Record, DD Form 1484
b. Sample Waiver Postaward Letter
c. Sample Telephone Conversation Transcript
d. Sample Postaward Conference Agenda
e. Sample Notification of Postaward Conference
f. Postaward Conference Checklist 

Note regarding (a), (d) and (e): Telephone and/or email requests/notifications are strongly encouraged

SAMPLE DOCUMENTATION

WAIVING POSTAWARD CONFERENCE

Do Well Company

3 Camptown Drive

San Diego CA.  92108

Subj:  POSTAWARD CONFERENCE CONTRACT N65236-98-D-3001

Gentlemen:

Congratulations on the award of Contract N65236-98-D-3701 to Do Well Company for engineering support services for Space and Naval Warfare Systems Center, Charleston, SC.

The Government’s records reveal that your company has had many successful contracts with the Navy for the services covered by this contract.  Based on this information, and with your agreement, the formal postaward conference has been waived.  However, I would like to inform you of some recent changes in the contract administration of our contracts.

Submission of Invoices
      Invoices are submitted directly to DCAA San Diego for payment, however a copy is sent to SPAWAR Code 123, which is our financial department.  Code 123 will forward this copy to the COR for the certification required by the contract.

Multiple CORs


      Generally, a contract will have only one Contracting Officer’s Representative (COR) appointment, however, because of the many different areas of expertise involved in this contract a  Delivery Order Contracting Officer’s Representative (DOCOR) may be assigned to an individual delivery order.  The COR assigned in the contract document will remain the central point of contact for changes to the basic contract. 

Standards of Conduct 

      
You are reminded that this contract represents the expenditure of public funds that require the highest degree of public trust and an impeccable standard of conduct.  To this end, you are requested to advise the Contracting Officer in writing of any action taken by Government personnel in performance of this contract that you consider to be unethical, immoral, or in conflict, or an appearance of a conflict of interest.

Withholding

      The contract was reviewed and approved for the waiver of the withholding of funds prior to the award.   Your satisfactory performance record on previous contracts for the Government supports this determination.

      If you have any questions concerning this correspondence or the contract, please contact me or the Contract Administrator for this contract, Ms. Sally Ann Buyer.








Sincerely,








W. T. Collins 








Contracting Officer 

SAMPLE DOCUMENTATION

POSTAWARD TELEPHONE CONFERENCE TRANSCRIPT
CONVERSATION INITIATED BY



DATE


PHONE

w. t. collins, contracting officer
       15 March 1998             
803-974-3398

Space and Naval Warfare Systems Center, Charleston                                 ____________             
PERSON CALLED  

john adams, president

abc company, new york, new york




 212-412-4444 
SUBJECT



“POSTAWARD TELEPHONE CONFERENCE”




CONTRACT N65236-98-D-3001

RÉSUMÉ
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I spoke with John Adams in regard to the award of the time and material labor hour contract, N65236-98-D-3001, to ABC Company for the design and engineering services on the air traffic control towers.


I reviewed the circumstances that allowed for the waiver of a more in-depth postaward conference:


a.  ABC Company was the incumbent contractor and had performed satisfactorily on the previous contract


b.  The contract type and specifications remained unchanged


c.  The COR and the Ordering Officer for the government remain unchanged


The performance period is 01 Mar 98 through 28 Feb 99 and the contract contains two options that allow extensions of the performance through 30 May 2001 if the government requires the service.  Mr. Adams confirmed that he was aware of this information and agreed to the waiver of a formal postaward conference.


Mr. Adams advised that his company had enjoyed an excellent working relationship with the government and they had no problems or significant issues to discuss at this time.

contractor personnel

I requested Mr. Adams to advise me of the names of the personnel that would be in contact with the government during the length of the contract.  I also requested the limit of their authority to bind ABC Company.


title



         name

    auth                   phone

contract administrator

edward armstrong 
    unlim
 704-891-3330

project engineer


john blake

    none
                 704-891-3333

property administrator

george harrison
   $25,000               704-891-3334

quality assurance officer

albert best
 
    none
                 704-891-3335

industrial security


rita harris
 
    none
               704-891-3336
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I advised Mr. Adams of the following government personnel that also may be shown in the contract:


title



         name

      auth
   phone

contracting officer


w. t. collins
  
5,000,000
803-974-3398

cor




john garrett
     
 none

803-974-4901

alt cor



travis williams
 none 

803-974-4902

ordering officer


caroline blocker  
$500,000
803-974-4903

property administrator

tracey tutterow
 none

803-974-4905

industrial security


john simpson

none

803-974-4910

options

Mr. Adams asked about exercise of the options under the contract and I stated that I would send a preliminary notice 60 days prior to the end of the base period revealing the government’s intent to exercise the option.  30 days prior to the end of the base period the option will be exercised by modification to the contract if the government desires the service extended.

Correspondence and invoicing

The correspondence and invoicing procedures remain in effect as used on the previous contract.  I advised Mr. Adams that the alternate COR functioned as COR only in John Garret’s absence and that neither representative could negotiate changes to the contract or bind the government in contractual matters.

standards of conduct/conflict of interest

This contract represents the expenditure of public funds that require the highest degree of public trust and an impeccable standard of conduct.  To this end, you are requested to advise the Contracting Officer in writing of any action taken by any government personnel in the performance of this contract that you consider to be unethical, immoral, or a conflict or an appearance of a conflict of interest.



I advised Mr. Adams to feel free to contact me on any issues that may arise under the contract.









     W. T. COLLINS 
SAMPLE DOCUMENTATION

POSTAWARD CONFERENCE

AGENDA


I.
INTRODUCTION


II.
OPENING REMARKS


III.
OVERVIEW OF THE CONTRACT


IV.
SPECIAL EMPHASIS



-CONTRACT TYPE 



-DELIVERY ORDER PROCEDURES



-CONTRACTING OFFICERS AUTHORITY



-UNAUTHORIZED COMMITMENTS



-CONTRACTING OFFICER’S REPRESENTATIVE RESPONSIBILITIES



- INVOICING AND CERTIFICATION



- REQUIREMENTS CLAUSE 52.216-21


V.
DISCUSSIONS


VI.
ADJOURN

SAMPLE DOCUMENTATION

NOTIFICATION OF POSTAWARD CONFERENCE

Do Well Company

3 Camptown Drive

San Diego,  CA.  92108

Subj:  NOTIFICATION OF POSTAWARD CONFERENCE FOR CONTRACT

           N65236-97-D-3001
Gentlemen:


Confirming the telephone conversation between Do Well Company, Mr. Crown and SPAWAR Systems Center, Charleston, Mrs. Sally A. Buyer, you are hereby notified that the Postaward Conference for the subject contract is March 16, 1998.  This Postaward Conference will be held in accordance with the provision of the basic contract.


The conference will be held at l:30 PM at the following location:




SPAWAR CHARLESTON




Conference Room #2




One Innovation Drive




North Charleston, SC  29418


Enclosure (1) is the final agenda.


Questions concerning this correspondence may be directed to the Contract Administrator for the contract, Mrs. Sally A. Buyer at (803) 974-4345.








Sincerely,








W. T. Collins 








Contracting Officer

Enclosure (1) Postaward Conference Agenda

POST AWARD CONFERENCE CHECKLIST

	ACTION
	  Check (if applicable)
	DATE
	COMMENTS

	Pre Conference Meeting
	
	
	

	Type of Conference – 

· Formal 

· Informal

· Letter/Telephone Call.


	
	
	

	Review DD Form 1484 for agenda items
	
	
	

	Conference Agenda
	
	
	See samples.

	Solicit additional agenda topics
	
	
	

	Notification of Conference place/date/time.
	
	
	See sample Post Award  Letter

	Notify Security (if necessary)
	
	
	

	Prepare for conference
	
	
	

	Telephone Conversation Transcript
	
	
	See sample.

	Prepare DD1484 with minutes and distribute
	
	
	

	Official Contract file
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