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            17 May 2003

MEMORANDUM FOR All Acquisition Personnel Assigned to the Capital District Contracting

Center (CDCC)

SUBJECT:  Policy/Compliance Branch Standard Operating Procedure (SOP) Number 
15 –

Contract Close Out
1.  PURPOSE:   The purpose of this SOP is to establish guidelines and procedures for closing out contracts to ensure complete, accurate and timely closure and staging of completed contracts in accordance with regulations.

2.  REFERENCE:  FAR 4.804, and DFAR 204.804 – Closeout of Contract Files
3.  APPLICABILITY:  This SOP applies to all personnel within CDCC responsible for administering contracts.
4.  PROCEDURES:  

a.  In no case shall a contract for services at or above $500K be closed out of the Standard Procurement System (SPS) or be physically closed out without a completed Performance Assessment Report on file in the contract, in the team folder and the information input into the Past Performance Information Management System (PPIMS).  
b.  In no case shall a contract for construction at or above $500K be closed out of the SPS or be physically closed out without a completed DD Form 2626 on file in the contract, in the team folder, and the information input into the Construction Contractor Appraisal Support System (CCASS).
c.  The contract specialist shall ensure that contracts lent using Simplified Acquisition Procedures (SAP) be physically closed out as well as closed out of SPS no later than 60 calendar days after receipt of evidence of physical completion.  If DD350 edits are delayed, close outs shall be postponed until edits are released and shall be completed no later than 30 calendar days after the date of release.  The contract specialist shall obtain proof of final payment from Vendor Pay Inquiry Service web site, DFAS or what ever means possible before closing out, and place such proof in the contract folder.
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d.  The contract specialist shall ensure that firm fixed price contracts not employing SAP be physically closed out as well as closed out of SPS no later than 6 months after receipt of evidence of physical completion.  The contract specialist shall obtain proof of final payment from Vendor Pay Inquiry Service web site, DFAS or what ever means possible before closing out, and place such proof in the contract folder.
e.  The contract specialist is responsible for managing their workload to allow for timely closure of completed contracts.  There is no acceptable reason for waiting to close out contracts beyond the times outlined in paragraphs c. and d.  On a quarterly basis, the last Thursday of the Month is set aside by the Director to conduct close outs, i.e. the last Thursday of December, March, June and September.
f.  The contract specialist shall complete the DD Form 1597, Contract Closeout Check List, in SPS for all contracts above the Simplified Acquisition Threshold (SAT) before completing the DD Form 1594, Contract Completion Statement.  A copy of the completed form shall be retained in the official contract file.
g.  The contract specialist shall complete the DD Form 1594 in SPS and ensure KO signature on all contract closeouts.  The contract specialist shall follow the directions at FAR 4.804-5 (b) for completing the DD Form 1594 and ensure all the requirements of FAR 4.804-5(a) are met.  A copy of the completed form shall be retained in the official contract file.  
h.  The contract specialist is responsible for boxing all of their closed out contracts for staging and completing attachment one, SF 135 and 135-A, to itemize its contents.  The sample in enclosure two shall be used as a guide for completing enclosure one for contracts of $100K or less (other than construction).  The sample in enclosure three shall be used as a guide for completing enclosure one for transactions above $100K and for construction above $2K.  Four copies of each completed form shall be made; one copy shall be placed in the box on top of the contracts, the second shall be taped to the side of the box with handles, the specialist shall retain the third copy, and the final copy shall be provided to Business Operations of CDCC.
i.  For contracts below the SAT (other than construction), only the first and last contract numbers shall be listed on the SF 135 and 135A, however, the entire contents of each box shall be listed on a separate page.  For completion, refer to enclosure two.
j.  For contracts above the SAT and for construction contracts of $2K or more, the entire contents of the box shall be listed on the second page of the form, SF 135A.
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k.  The disposal date shall be figured by adding six years and three months to the fiscal year the contract was closed out for contracts above the SAT and for construction contracts of 
$2K or more.  For contracts below the SAT, the disposal date shall be figured by adding three years to the fiscal year the contract was closed out.
l.  Contracts below the SAT (other than construction) shall be boxed together and separately from contracts above the SAT and construction above $2K.  Contracts above the SAT including construction above $2K shall be boxed together.  Contents of contracts kept in binders shall be removed from the binders and placed in sequential order in large envelopes, clearly marked with the contract number, contractor, work, final payment date, destruction date, and identifying what number of envelope it is, e.g., 1 of 5.  
m.  Contract specialists for Team one shall take only full boxes of closed out contracts with a copy of the completed SF 135 and 135A and another sheet identifying the specialist inside, to the store room, suite 106, for storage.  Each box shall have the contents neatly arranged.  The boxes shall be neatly stacked along the right side of the room.
n.  Contract specialists for Team two shall take only full boxes of closed out contracts with a copy of the completed SF 135 and 135A and another sheet identifying the specialist inside, to the store room, suite 106, for storage.  Each box shall have the contents neatly arranged.  The boxes shall be neatly stacked along the left side of the room.

o.  Contract specialists for the Belvoir Team shall take only full boxes of closed out contracts with a copy of the completed SF 135 and 135A and another sheet identifying the specialist inside, to the storeroom, suite 106, for storage.  Each box shall have the contents neatly arranged.  The boxes shall be neatly stacked along the back of the room.
p.  Adherence to this SOP shall be tracked and monitored by the Director through the Division Chiefs and Systems Administrator.  Compliance/noncompliance with this SOP shall be reflected in employee evaluations.
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5.  EFFECTIVE DATE:  This policy is effective 17 May 03 and shall remain effective until rescinded by the Director.  








Encls 






DEBORAH L. BUTERBAUGH

Procurement Analyst
Approved by: _______________________
                      LENORA CLARK-EVANS

                      Director
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