ATTACHMENT B

SECTION 3, CONTRACT ADMINISTRATION

Department Guide for Administration of Major Service Contracts 

OVERVIEW 


This guide is intended as an overview of basic contract administration for departments involved in major service contracts. Departments must ensure that all University and purchasing requirements are met and that all best value practice procedures are utilized prior to initiating the contract process, regardless of whether the services are secured through a purchase order, or the more formalized contract process. Keep in mind individuals and/or departments cannot contractually bind the University unless specifically authorized to do so by the President, (i.e. VPBA, Purchasing Office).  Use of the attached  "procurement contract checklist" is advised when submitting formal contracts to VPBA for approval.


As the departmental administrator for this contract, your responsibilities include, but may not be limited to, the following:

1) SERVICE REQUIREMENTS: Ensuring that the Contractor complies with all of the terms and conditions of the agreement.  Development of service requirements must be coordinated with the Purchasing Office during the procurement stage, and all ambiguous provisions must be clarified prior to the initiation of contract services.  Purchasing will conduct an overview session of these requirements upon request.   

2) PAYMENT:  Ensuring that all services have been received to specifications prior to authorizing payment.  Please see below on detailed reporting of vendor performance.  

3) REVENUE:  If the contract is revenue generating, ensuring that all revenue generated pursuant to the terms of the business contract is paid to the University.
	PRIVATE



CONTRACT ADMINISTRATION

Department project managers are required to document and maintain information in regard to contract records and vendor performance.  Dependent on the relative nature and complexity of the contract, the following are recommended practices: 

· Label a file folder for each contract administered. In each file folder include:

1. A copy of the executed contract and other pertinent documentation, such as a copy of the original contract request and any correspondence related to the contract or contractor.

2. A listing of pertinent vendor contacts.

3. A log sheet for a diary of activities related to the contract. Each time you speak with anyone about the contract, make a note of the date of the discussion, and the subject matter discussed.

4. A file guide labeled "Invoices" specific to the contract number.  Retain a copy of all invoices in this file guide.

5. Notate date received of invoice(s), and forward invoice and "payment/vendor performance form", (see attachment), to Disbursements immediately upon receipt.  This process ensures no interest charges accumulate to the department as a result of the prompt payment law.    

· Prepare a computer file of the contract. This practice allows easy access to management information, such as expenditures, contract expirations, and contract renewals.

· Prepare a spreadsheet of expenditures. This practice is especially necessary if electronic tracking is not used. The spreadsheet can be a simple document showing the contract amount encumbered and the deduction for each invoice as it is approved for payment.
CONTRACT MONITORING

· Contractor should be monitored systematically, consistently and fairly in accordance with the contract requirements. Monitor and document the performance of contract services accordingly. 

· Keep copies of correspondence with the contractor. All communications about the contract and/or the contractor should be in writing or followed up in writing and a copy placed in the contract file. This practice protects the University in the event of legal problems or an audit.
CONTRACTOR PERFORMANCE

· Document the performance of the contract services, regardless if it is exceptional or non-compliant.  The contractor's performance rating should always be notated in the submission for payment form.

· If the department administrator experiences a relatively minor problem or difficulty with a vendor, the administrator should contact the vendor directly and attempt to informally resolve the problem. This includes failure to perform by the date specified and any unacceptable difference(s) between the contract and the service, (or merchandise), received. The vendor should reply to the complaint within three (3) working days.

· If issues cannot be resolved, major problems are encountered during the term of the contract, non-performance standards are habitual, or payment is refused for any reason, contact the Purchasing Office immediately.  Remember, documentation will be essential.

· Purchasing will contact the vendor in writing.  The Purchasing Office will conduct Official University correspondence to the contractor, (specifically concerning non-compliance).  Letters to contractors from Purchasing will outline any problems related to substandard or non-performance. Contract specifications will be used verbatim in letters so that there is no doubt about the services covered in the contract. All letters about nonperformance should be sent either by certified mail and/or fax with copies to all concerned parties. A copy of the letter(s) should be sent to Disbursements to eliminate the possibility of erroneous invoice payment.  Notification to Disbursements of contractor non-compliance is essential in order to avoid inappropriate payments.
CONTRACT COMPLETION

· Oversee the completion of the contract. To finalize or complete the contract process, contact the contractor to determine whether all invoices have been received. Route the final payment approval to Disbursements for invoice completion.  Ensure any remaining funds are disencumbered upon final payment, and that payment is completed in full.  A copy should be retained in the contract file folder. If a computer file was used, close that file. Disencumbrance should be completed in a timely manner to release unspent funds for other purposes within the current fiscal year.

· Evaluate the contractor.  Use final payment form to complete the vendor performance evaluation.  The Disbursement's Office will route the form to Purchasing upon completion of the payment to be attached to the master file. 
Additional notes on Contractor insurance

The Purchasing Office will ensure the Contractor conforms to all initial insurance requirements prior to the execution of the contract.  The Contractor will not be authorized to proceed until Purchasing has received and verified the accuracy and authenticity of current and adequate certificates of insurance, worker's compensation insurance, and a performance bond if required. The University's Risk Manager will be notified and the originals of these documents will be maintained in the Purchasing files.  

Questions concerning insurance requirements such as the collection, review, and maintenance of any required certificates of insurance, worker's compensation insurance, and bonds, should be directed to the University's Risk Manager at 458-4420.  
