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Angelo State University

Operating Policy and Procedure
OP 30.03: 

Contract Administration 
DATE: 

October 14, 2013
PURPOSE: 
The purpose of this Operating Policy/Procedure (OP) is to outline the contract administration process, except for Facilities Planning and Construction (FP&C) contracts and external sponsored programs.  As such, effectively administering contracts is necessary for Angelo State University (ASU) to acquire the best value for contracted goods and services.
REVIEW: 

This OP will be reviewed in October of odd-numbered years by the executive director of materials management, who is responsible for the Contract Administration Office, with recommended revisions forwarded through the vice president for finance and administration to the president by November 15.
POLICY/PROCEDURE 
1.
Definition of “Contract Administration” 
The specific nature and extent of contract administration varies from contract to contract depending on factors, such as scope of work and type of contract.  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, ASU’s obligations, and provides documentation to pay accordingly.  Procedures for contract administration should be described in the contract and responsibilities of contractor and ASU outlined.  The goal of the Contract Administration Office is to ensure contracts are satisfactorily performed by both the contractor and ASU so contract responsibilities are clearly defined and properly discharged at the completion of the contract.  
In addition, the Contract Administration Office is charged with the responsibility of minimizing the risk for the institution and ensuring compliance with all federal and state requirements and Regents’ Rules.

2.
Department Contract Monitor Responsibilities and Assignments 
a.
Departments are required to assign a contract monitor (CM) to each contract.  The CM’s responsibilities include, but are not limited to:
(1)
Assisting in developing contract specifications.
(2)
Monitoring contractor’s progress and performance. 
(3) Managing any university property used in the contract performance.
(4)
Authorizing payments consistent with contract documents. 
(5)
Validating contract revenue, such as commissions and incentives.

(6)  Exercising remedies, in conjunction with the Contract Administration Office, when a contractor’s performance is deficient. 
(7)
Resolving disputes in a timely manner. 
(8)
Documenting significant events.
(9)
Maintaining appropriate records.

(10) Completing a New Organization Request form (Attachment A), if a contract requires creating a new revenue or expense account.
b.
Contract Monitor Assignments 

(1)
Goods and Services
The CM for goods and services contracts is the purchaser for the respective department.  This individual shall have account authority privileges to qualify as a CM.  The department head may assign a CM to monitor contracts.
(2)
Revenue Contracts 

The CM for revenue contracts is the department head; however, the CM may designate a staff member to oversee the contract.  
3.
Methodology of Monitoring 
a.
CM Review Duties 

(1)
Payment Review and Authorization 
(a)
All requests for payments (e.g., invoices) will be reviewed and authorized by the appropriate CM prior to payment. 
(b)
If requests for payment submittals are not in compliance with the terms of the contract/agreement and/or the contractor has not performed in accordance with the terms, conditions, or requirements of the contract/agreement, the CM must notify the contractor and the Contract Administration Office within ten days of the payment due date.  The Contract Administration Office will assist the CM in discussing with the contractor reasons for non-payment.  
(2)
The CM shall document all non-compliant performance by the contractor and submit the documentation to the Contract Administration Office immediately so that  Contract Administration may make a determination if a breach of contract letter should be sent to the contractor. 
b.
Random and Planned File Reviews 

(1)
Contract/agreement performance reviews:  On a random basis during the “closeout” of a contract/agreement, the Contract Administration Office will conduct a review of the contract/agreement. 
Such reviews, at a minimum, will seek to ensure the following: 

(a)
The contractor is in compliance with the terms, conditions, and requirements of the contract/agreement. 

(b)
ASU is in compliance with the terms, conditions, and requirements of the contract/agreement. 

(c)
Purchase orders issued under the contract/agreement are in compliance with the terms, conditions, and requirements of the contract/agreement, if applicable.
(d)
Payments are in compliance with the terms and conditions of the contract/ agreement.
(2)
Vendor/Contractor Performance  

(a)
A Vendor/Contractor Performance Form (Attachment B) should be submitted prior to closeout.  A copy of the audit and documentation of any action taken, if applicable, will be documented in the “contract file” and forwarded to the contractor. 

(b)
A Vendor/Contractor Performance Form will not be required on the following contracts: 
1)
Contracts with a value less than $10,000 
2)
Publishing agreements for the Print Shop
3)
Conference room agreements 
4)
Sponsorship agreements for Athletics 
5)
Employment contracts 
6)
Membership fees and dues 
7)
Purchases from federal agencies 
8)
Purchases from the Texas Department of Criminal Justice 
9)
Purchases from the Texas Industries for the Blind and Handicapped 
10)
Subscriptions, advertisements and publications
11)
Lecturers and guest speakers 

4.
Contract Closeout 
Contract closeout begins when the contract is complete with all services performed and products delivered.  The closeout process is final when all administrative actions are completed, all disputes settled, and final payments are made.  The process can be simple or complex depending on the contract type for cost-reimbursement contracts.  This process requires close coordination between the Contract Administration Office, the CM, and the contractor.  Contract closeout is an important aspect of contract administration. 

Closeout File Contents (if applicable): 

a.
Encumbrance documentation or purchase order
b.
Addenda 
c.
Fully executed copy of contract (both parties’ signatures) 
d.
Submitted proposals 
e.
RFP
f.
Best and final offers 
g.
Proposal tabulation 
h.
Appropriate justification 
i.
Award recommendation 
j.
HUB participation plans and supporting documentation (greater than $100,000) 
k.
Correspondence
l.
Vendor/Contract performance form
m.
Review reports 

5.
Database Management 
The Contract Administration Office will maintain and update a current database for the purpose of contract information and monitoring. 

Attachment A:
New Organization Request Form
Attachment B:
Vendor/Contractor Performance Form 
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