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PART ONE – BASIC PROCEDURES
[bookmark: _Toc65553174][bookmark: _Toc74523726][bookmark: _Toc230172967]Step 1:  Determining who is Responsible for Contract Closeout
a. The first step in contract closeout is to determine who is responsible for closing out the contract.  Check the “Administrated By” block on the latest modification, or if no modifications, the contract award form, to determine which office is responsible for administering and closing out the contract.  If there is another office identified, you will need to contact them to ensure they will be closing out the file and, if so, what, if any, information they need from you.  You can contact them by phone, email, or a letter (see Exhibit 18 – Closeout Letter to DCMA).  They are required to send you a DD Form 1594 – Contract Completion Statement with blocks 1-9 filled out when closeout is completed.  If closeout has been delegated to the Defense Contract Management Agency (DCMA) and you’re having a hard time finding a DCMA point of contact (POC), go to the DCMA website at www.dcma.mil.  Click on “Customers” under the heading at the top of the page.  At the next screen on the left side, under “Applications” click on “Contract Mgmt Team (CMT)” then fill in the contract number you are researching.
b. If our office is identified for administration and closeout actions, proceed with the following instructions contained within this PART ONE.
c. There is no longer a Squadron Focal Point for closing out completed contracts.  As a general rule, the Contracting Officer (CO) carries the responsibility of closing out the contract or providing the requisite support to the cognizant Administrative Contract Office (ACO) or DCMA office.
[bookmark: _Toc65553175][bookmark: _Toc74523727][bookmark: _Toc230172968]Step 2:  Building a Closeout File
a. Place a copy of the SAF/AQCP “Contract File Content Index (Operational Services and Construction)”, modified for 50 CONS Use.  Place a copy of Exhibit 1 – Closeout Status Sheet inside the six (6)-part folder under an appropriate Tab for Miscellaneous Correspondence.  Enter the contract number, date, and your name on the status sheet.
b. Use Exhibit 2 – DD Form 1597 – Contract Closeout Check-List as a tool for ensuring all necessary steps in the closeout process are completed.  It should be filed under the appropriate tab in accordance with (IAW) the Contract File Content Index.
c. Begin filling in as much information on Exhibit 2 – DD Form 1597 – Contract Closeout Check-List and Exhibit 1 – Closeout Status Sheet as you can.  As events occur relative to the closeout file, document them on the status sheet in chronological order and update the DD Form 1597 appropriately.
d. If for any reason, the file must be passed on to another individual for closeout, they can use this chronological record and the DD Form 1597 to determine what actions remain to be taken and where the contract is in the closeout process.
e. Identify the six (6)-part folder as the Closeout File with the Contract Number and the number of files (e.g., File 1 of 3, etc.).  There may be only one closeout file needed depending on the complexity of the closeout actions.
f. Use the same index for the closeout folder that was used in the contract file.  For example, if the Contract File Content Index was used for the basic contract and its modifications, use the Contract File Content Index.  If the Air Force Operational Index was used, use that version of the index for the closeout.
[bookmark: _Toc65553176][bookmark: _Toc74523728][bookmark: _Toc230172969]Step 3:  Determining Physical Completion and Quick Closeout Procedures
a. Using Exhibit 3 – Physical Completion Checklist read the contract and modifications thoroughly in order to determine if the contract is physically complete.  Contact the contractor or your government customer if you need additional information or documentation in helping you make this determination.  Enter the Contract Expiration Date on Exhibit 2 – DD Form 1597 – Contract Closeout Check-List.
b. If the contract appears to be physically complete, review the file thoroughly to determine if quick closeout procedures are appropriate using the Exhibit 4 – Checklist for Quick Closeout and FAR 42.708 – Quick-Closeout Procedure.  If quick closeout procedures will be used, please go to PART THREE of this guide, and follow the procedures outlined therein.
[bookmark: _Toc65553177][bookmark: _Toc74523729][bookmark: _Toc230172970]Step 4:  Payment Histories and Funding Resolution
a. Determine if there are any funds that must be obligated or de-obligated.  Identify the Contact Defense Finance & Accounting Service (DFAS) office that was responsible for the payments made under this contract (http://www.dfas.mil/).  Many contract files administered by 50 CONS may already contain a funding ledger for each fiscal year of the contract.  If the contract file does not, use the Exhibit 5 – Modification and Invoice Spreadsheet to record all modifications and invoices for each fiscal year by Accounting Classification Reference Number (ACRN) and Contract Line Item Number (CLIN).  DFAS needs to track ACRNs, and the CO needs to track ACRNs and CLINs in order to obligate or de-obligate funds.
b. Keep in mind that for Firm Fixed Price (FFP) contracts, there should be no excess funds to de-obligate.  The contractor is entitled to bill for the total amount.  (Take note that many FFP contracts may have cost reimbursable CLINs that contain excess funds).
c. Concurrently with the process above, request that the cognizant DFAS payment office send you the payment history for your contract.  If you are having difficulty getting the information, the contractor, government customer or local finance office may be able to assist you.  Compare your Exhibit 5 – Modification and Invoice Spreadsheet in subparagraph b. above with those of the paying office to ensure there are no discrepancies that need to be resolved.  The both documents should reflect the same history of obligations, de-obligations and expenditures.  Any disparities should be resolved.  (NOTE: In some instances the dollar disparities may be too insignificant to warrant expending man-hours to resolve.  In these cases, your final de-obligation modification may have to include the verbiage “de-obligate any remaining funds on this contract…” or essentially the same).
[bookmark: _Toc65553178][bookmark: _Toc74523730][bookmark: _Toc230172971]Step 5:  Applicable Clauses and Provisions
a. Review the contract clauses and special provisions to determine if any terms and conditions relative to closeout are in the contract.  The checklist at Exhibit 6 – FAR Clauses and Special Provisions may be useful to identify many of these clauses.  However, the list may not be all–inclusive and up-to-date.  Review the list periodically for currency.  To ensure that the rights and obligations of both the government and the contractor are satisfied, observe how the clauses and provisions apply to the contract.  For example, if property clauses are in the contract the Statement of Work/Performance Work Statement (SOW/PWS) and any attachments to identify if Government Furnished Property (GFP) or Government-Furnished Equipment (GFE) were provided to the contractor; if rights to technical data clauses are in the contract, ensure compliance, etc.  Completion of this step will help you in determining which blocks on the DD Form 1597 apply to your contract.
[bookmark: _Toc65553179][bookmark: _Toc74523731][bookmark: _Toc230172972]Step 6:  Determining Security Classification
a. You should find a DD Form 254 – Department of Defense Contract Security Classification Specification in the contract if the contract contains classified material.  You should be able to determine this by examining the contract Attachments in SECTION J of the contract.  If there is a DD Form 254 the Defense Security Service (DSS) should be notified that the contract is complete and classified material should be disposed of properly (NOTE:  Coordinate with AFSPC/SPI for address of appropriate DSS office).  Be sure the prime contractor has cleared all subcontracting DD Forms 254.  Annotate the DD Form 1597 to show the date the contractor gives you notification that classified material has been properly disposed.  The ACO does not need confirmation or certification of completed actions from the security office to proceed with closeout.  A final DD Form 254 can be accomplished by the Technical POC during the closeout process.  It should reflect the disposition of the classified materials.  See Exhibit 7 – DD Form 254 – Contract Security Classification Specification.
[bookmark: _Toc65553180][bookmark: _Toc74523732][bookmark: _Toc230172973]Step 7:  Letter to the Contractor
a. See Exhibit 8 – Letter to the Contractor (example).  If you have identified excess funds on the contract, identify these amounts by fiscal year and ask the contractor to confirm.  Make sure your letter to the contractor addressees all closeout actions and clauses that pertain to the contract.  Also, use this letter to request any documents missing in your own files that the contractor is required to provide, such as any missing DD Forms 250 – Material Inspection and Receiving Reports, deliverables, documentation, invoice copies, etc., along with Exhibit 9 – Release of Claims and Exhibit 10 – Assignment of Refunds, Rebates, Credits.  NOTE:  A FINAL INVOICE MUST NOT BE PAID UNTIL YOU HAVE RECEIVED A SIGNED “RELEASE OF CLAIMS” AND “ASSIGNMENT OF REFUNDS, REBATES AND CREDITS” FROM THE CONTRACTOR.  Upon receipt of all applicable documents from the contractor, request the contractor submit a final invoice through the invoice payment system applicable to the contract, ensuring that the invoice is identified as “Final.”
[bookmark: _Toc65553181][bookmark: _Toc74523733][bookmark: _Toc230172974]Step 8:  Letter to the Technical POC
a. After receipt of the contractor’s package, prepare a letter to the Program Manager, Chief Quality Assurance Evaluator (CQAE), Contracting Officer’s Technical Representative (COTR) or Authorized Government Representative (AGR) of the contract, using Exhibit 11 – Letter to Technical Office.  If the contractor has provided a DD Form 250 with their package, forward it along with your letter for signature by the technical POC.  The Technical POC is required to confirm these documents (along with the final invoice and any other information the contractor provided) are correct and ready for closeout.  (For Example:  Has GFP been accounted for?  Have all deliverables been received?  Has classified documentation been properly handled?  Has the Contractor returned all restricted area badges? Etc.).
[bookmark: _Toc65553182][bookmark: _Toc65566614][bookmark: _Toc74523734][bookmark: _Toc230172975]Step 9:  Request for Audit
In accordance with (IAW) the Defense Contract Audit Agency (DCAA) Contract Audit Manual, Chapter 6-1003 – Responsibility for Examination and Approval of Reimbursement Vouchers, Paragraph b., “Under cost reimbursement contracts, the cost reimbursement portion of fixed price contracts, letter contracts that provide for reimbursement of costs, time & materials contracts, and labor-hour contracts, the contract auditor is the authorized representative of the CO to:  (1) receive reimbursement vouchers; interim rate adjustment vouchers, and final rate adjustment vouchers directly from contractors, (2) approve for payment or adjustment those vouchers found acceptable, (3) authorize direct submission of vouchers to government disbursing offices for contractors with adequate billing systems and (4) suspend payment of questionable costs.”
a. There are two (2) types of final closeout documents the ACO or Procuring Contracting Officer (PCO) may request from DCAA:
(1) A regular final voucher with closing documents is submitted by the contractor to the ACO/PCO and/or DCAA.  This type of final voucher results in an audit opinion as to the validity of the submitted voucher, billed costs, and amounts requested on the final voucher.  This type of review requires that all contract costs have been audited and final year-end rates are established or negotiated.  Therefore, it is a verification of the recorded and billed costs to the allowable costs and indirect rates.
(2) A regular final voucher with closing documents and a request from the ACO/PCO asking that "Quick Closeout Procedures" be performed on the final voucher and closing documents.  This is somewhat different and does not result in an opinion.  In most instances, the final year-end costs for some of the contract years and the final indirect rates have not been audited, established, or negotiated, and the Government wants to close out the contract due to age or expiring funds.  In this situation, DCAA will recommend a final closeout rate based upon risks and prior audited costs in an audit report.  However, final disposition can take place based on the ACOs/PCOs final negotiation of DCAAs reported results.  In other words, DCAAs audit report provides you with the recommended rates that you then use to finalize the voucher and closeout of the contract.  The CO would not necessarily need to resubmit another final voucher with the recommended rates that DCAA has already provided.
b. [bookmark: _Toc65553183][bookmark: _Toc74523735]For those types of contracts identified in Subparagraph a. above, forward the contractor’s final invoice; Release of Claims; and Assignment of Refunds, Rebates and Credits to DCAA with a request for audit.  (The invoices for those contracts categorized as “3” or “4” on the DD Form 1597 are those that should be forwarded).  Use Exhibit 12 – Audit Request, Not Quick Closeout or Exhibit 13 – Audit Request, Quick Closeout depending on whether or not you’re using Quick Closeout Procedures.  Be sure to follow up with DCAA for status updates.  If you cannot determine who the correct DCAA office is, go to the DCAA website at www.dcaa.mil.  Click on “Audit Office Locator - CONUS” on the left side of the page, and then fill in the Zip Code at the bottom of the page, then scroll down to see where the contract is being performed (or the contractor’s home office, if appropriate).  The contractor can also advise you of his cognizant DCAA office.
[bookmark: _Toc230172976]Step 10:  Negotiation and Invoice Payment
a. If the final audit report shows the Government owes the Contractor additional funds, negotiate the final costs with the Contractor and document any negotiations in a Price Negotiation Memorandum (PNM).  Work with your customer and the Finance Office to acquire the additional funds needed to pay the contractor.  Request a revised final invoice from the Contractor and an updated/revised Release of Claims reflecting the negotiated final costs.  (NOTE:  Final Invoices should start with a “Z” in front of the of the alpha/numeric I.D.  (e.g., invoice 03-008 would be Z03-008 or Z-03-008.  The final invoices MUST have the word “FINAL” annotated on the invoice).  Enter the final invoice on Exhibit 5 – Modification and Invoice Spreadsheet as prepared in Step 4 above, and process for payment through the invoice payment system applicable to the contract you are closing (i.e., Wide Area Workflow (WAWF), or other electronic payment methods).  Follow-up with the contractor or view the DFAS payment website http://www.dfas.mil/ to determine when final payment was made.  Place a memo or some other form of confirmation of payment with the invoice and enter the invoice on Exhibit 5 – Modification and Invoice Spreadsheet.
b. For additional information regarding the WAWF electronic transfer of funds payment system, the following website:  http://www.dfas.mil/contractorpay/electroniccommerce/wideareaworkflow.html.
c. If the final audit report reveals that the Contractor owes the Government for overpayments, contact the local Finance Office and DFAS to determine the procedures for securing these funds from the Contractor.
[bookmark: _Toc230172977]Step 11:  Final Closeout Documents and SF 30 – Amendment of Solicitation/Modification of Contract.
a. Upon settlement of final costs, finalize Exhibit 2 – DD Form 1597 – Contract Closeout Check-List and prepare Exhibit 15 – DD Form 1594 – Contract Completion Statement verifying that all contract administration office actions have been completed.  IAW DFARS 204.804 (PGI 204.804-2 Closeout of the contracting office files if another office administers the contract) an Exhibit 16 – DD Form 1593 – Contract Administration Completion Record is to be used to obtain statements from other organizational elements that they have completed the actions they are responsible (e.g., the Property Administrator would use it to show the completion of their property actions).
b. Prepare a draft bilateral SF 30 – Amendment of Solicitation/Modification to finalize closeout.  See Exhibit 14 – SF 30 – Amendment of Solicitation/Modification of Contract – SAMPLE.  At a minimum, all modifications shall state the date of receipt of Exhibit 9 – Release of Claims and Exhibit 10 – Assignment of Refunds, Rebates, Credits.  The modification should identify obligations or de-obligations as appropriate.  If funds still remain on an old contract, yet the value of excess funds cannot be reconciled between the CO, DFAS, and the contractor, the de-obligating modification shall state "DEOBLIGATE ANY REMAINING FUNDS".  Do not identify an amount to be de-obligated.  The amount will be determined by DFAS.  If there are no excess funds, draft an appropriate modification to formally close the contract (Exhibit 14 – SF 30 – Amendment of Solicitation/Modification of Contract – SAMPLE).
[bookmark: _Toc65553185][bookmark: _Toc74523737][bookmark: _Toc230172978]Step 12:  Management and Legal Review
a. Ensure all closeout documents are properly filed.  Use Exhibit 17 – AF Form 3059 – Staff Judge Advocate Coordination Sheet to obtain Legal Review if required.
b. Finalize the draft modification, and forward it to the contractor for signature.  After signatures by the contractor and government, execute and distribute the final modification.  Prepare and submit a Contract Action Report (CAR), as appropriate.
[bookmark: _Toc65553186][bookmark: _Toc74523738][bookmark: _Toc230172979]Step 13:  Completion of Closeout Actions
a. Take whatever action is necessary to close the contract in PD2 (see Exhibit 20 – PD2 Help).  Annotate the Modification and Invoice Spreadsheet (MIS) to indicate status of contract and the final dollar value of the contract.
b. Prepare the contract for staging and refer to PART FOUR for staging instructions.
[bookmark: _Toc74523739][bookmark: _Toc230172980]
PART TWO – PROBLEM CONTRACT CLOSEOUT
[bookmark: _Toc74523740][bookmark: _Toc230172981]1.  Contractor No Longer in Business
a. It is not uncommon to have open contracts for companies that are no longer conducting business.  In these instances, the Government shall take every reasonable measure to locate the company and/or its principals.  Try the following:
(1) Attempt to contact the company/company officials by using telephone “directory assistance” to verify that the company hasn’t simply relocated.
(2) Attempt to locate the company in writing, via certified mail, return receipt requested.
(3) Contact/inquire about the company’s status from other Government officials (another agency might have information you can use to find the vendor).
(4) If the vendor’s address is close, you could visit their office to see if they have moved or gone out of business.
(5) Contact the Bankruptcy Court of the state in which the company is located to determine if the company has filed for bankruptcy.
(6) Examine the Contractor Certification Registration (CCR) http://www.ccr.gov/ to see if the company is still registered.
b. Documented the contract file with every attempt made to locate the company and its officials.  If all of the above attempts prove unsuccessful, it is recommended that the ACO begin Administrative Unilateral Closeout.  Administrate Unilateral Closeout begins with a thorough review of the official contract file(s).  The following should be ascertained during that review:
(1) Is the contract physically complete and has Government acceptance of goods/services been received?  Contact the Government's Technical POC to assist with this determination.
(2) Was the contractor previously paid any funds?  Review the Exhibit 5 – Modification and Invoice Spreadsheet.  Also contact the cognizant DFAS office, explain the circumstances and request a copy of their payment history for this contract.
(3) Has the cognizant DCAA been involved on this contract or any other agency's contracts with this contractor?  Check with the cognizant DCAA office to determine the status of any indirect cost rate settlement [if this contract is other than FFP or only has CLINs that are other than FFP].
(4) Has the contract been Terminated for Convenience or Default?
c. Any other pertinent information relative to the contractor or performance of the contract (e.g., unsettled subcontract costs, litigation, etc.) should be considered.  It is recommended that the ACO check with other squadron personnel and the local Legal Office to ascertain if any actions are pending against this vendor/contractor.
d. The ACO should notify 50 CONS Leadership and any COs, that might have done business with this contractor, of any findings and initiate an Administrative Unilateral Closeout of the contract file.
e. Review all of the available data to determine the final contract price and if any excess funds can be deobligated from the contract.
f. Complete a unilateral SF 30 – Amendment of Solicitation/Modification of Contract to de-obligate any excess funds and formally closeout the contract.  Coordinate the draft modification through 50 CONS Leadership and the Legal Office prior to execution.
[bookmark: _Toc74523741][bookmark: _Toc230172982]2.  Contractor in Bankruptcy
a. [bookmark: LOC_P506_72699]FAR Subpart 42.9 -- Bankruptcy establishes a requirement for the contractor to notify the CO upon filing a petition for bankruptcy.  It further establishes minimum requirements for agencies to follow in the event of a contractor bankruptcy.
b. The ACO shall take prompt action to determine the potential impact of a contractor bankruptcy on the Government in order to protect the interests of the Government.
c. When notified of bankruptcy proceedings, the ACO shall, at a minimum:
(1) Furnish the notice of bankruptcy and all pertinent contract information to the local Legal Office and other appropriate agency offices (e.g., any other affected buying activities who may be doing business with this contractor, the Technical POC for this contract, the cognizant DFAS, DCAA and DCMA, if appropriate).  The CO shall consult with Legal Counsel whenever possible prior to taking any action regarding the contractor’s bankruptcy proceedings; 
(2) Determine the amount of the Government’s potential claim against the contractor (in assessing this impact, identify and review any contracts that have not been closed out, including those physically completed or terminated); and
(3) Take actions necessary to protect the Government’s financial interests and safeguard Government property.
b. Once a bankruptcy petition is filed, an automatic stay goes into effect.  This stay generally precludes any action to collect from the debtor or to interfere with the debtor’s property interests.  Contract closeout actions could interfere with the property interest and violate the stay.  Contracts can be considered property of the bankrupt estate.  Consequently, contract closeout actions should generally not be done without relief from the stay.  Violation of the stay can subject responsible parties to contempt citations.  Immediately coordinate with the Legal Office.  The government’s legal offices’ have been successful in getting relief from stays by working with bankruptcy trustees.
c. Any claim against the contractor must be filed with the court in the form of a Proof of Claim.  With the filing of a bankruptcy petition, the court usually will set a date by which the Proof of Claim must be filed.  Potential claims against the contractor must be compiled and analyzed to determine whether a Proof of Claim is in the best interests of the Government and, if so, that information must be provided to DFAS.  DFAS has the responsibility for preparing the Proof of Claim and providing it to the cognizant US Attorney for filing with the bankruptcy court.
d. An Administrative Unilateral Closeout and determination of final contract price may be in order.
[bookmark: _Toc74523742][bookmark: _Toc230172983]3.  Contractor Fails to Submit Indirect Cost Data
a. IAW FAR 52.216-7 – Allowable Cost and Payment and FAR 52.216-15 – Predetermined Indirect Cost Rates the contractor is required to submit a final indirect cost proposal to the Government within the six (6)-month period following the expiration of each of its fiscal years.  The ACO should work with DCAA to obtain overdue proposals.
b. It is recommended that the ACO issue a letter to the contractor 90-days before the end of a contractor’s fiscal year, requesting submission of the indirect cost proposal.  If the contractor does not submit their proposal in a timely manner, measures shall be taken to protect the Governments financial interest.  The ACO should issue a letter to the contractor and request a response within 30-days.
c. If a contractor remains non-responsive, the ACO may want to schedule a meeting with the contractor.  During the meeting, the contractor could be presented with a letter informing them that continued non-responsiveness will result in a billing rate decrement.
d. More than likely, a contractor will respond to a billing rate decrement.  However, continued non-receipt of incurred cost data dictates an aggressive approach by the ACO.  Contracts are physically complete and the closeout time clock is ticking.  Based on these factors, the ACO should proceed with unilateral determination of indirect cost rates (FAR 42.703-2 – Certificate of Indirect Costs, Paragraph (c) Failure to certify)) and/or unilateral determination of final contract cost.
[bookmark: _Toc74523743][bookmark: _Toc230172984]4.  Contractor is Unable to Submit Supporting Indirect Cost Data
a. On rare occasions, contractors are unable to provide final invoice because they have not retained their financial records for a fiscal year.  When this happens, the contractor does not have the ability to support a DCAA audit or the incurred cost previously billed on other contracts.
b. In these instances, Administrative Unilateral Closeout is recommended.  As with all Administrative Unilateral Closeout efforts, a thorough review of the contract file is essential.  Risk assessment may be required to ensure the financial security of the contractor.  Upon completion of ACO review, the ACO should have an understanding as to why the contractor is unable to provide the final invoice.  If Administrative Unilateral Closeout is still deemed suitable under the circumstances, it is recommended that the ACO proceed with the closeout as follows:
(1) Contact the appropriate DCAA office and obtain an opinion as to the propriety of an Administrative Unilateral Closeout of the contract.
(2) Upon receipt of the DCAA recommendation, the ACO should send a notice to the PCO.  Primary PCO concurrence is recommended prior to issuance of a contract modification.  However, if after 30-days the PCO has not responded, the ACO should proceed with the closeout.
(3) Calculate the final price based on previous amounts paid to date.
(4) Issue a modification establishing the final price at the amount previously paid to date and deobligate any excess funds at the ACRN and CLIN level.
[bookmark: _Toc230172985]5.  Contractor Fails to Submit Final Invoice
a. For FFP Contracts, A reasonable number of requests for a final invoice should be made to the contractor.  If the contractor still does not submit a final invoice, then:
(1) Verify that the government has accepted all shipments/performance.
(2) Send the contractor a letter asking if payment is complete.  Ask him for a specific date you can expect his final invoice if he indicates payment is not complete.
(3) If the contractor fails to respond by the established suspense date, send a certified letter, return receipt requested, to the contractor advising them of the intent to administratively close the contract.  Set a suspense date for his response.
(4) If the contractor responds that payment is not complete but will not submit a final invoice or fails to respond by the suspense date in the certified letter, the contract should be closed via final payment.
b. For Cost Reimbursable Contracts:
(1) The ACO has the responsibility of obtaining the final invoice and closing documents IAW the FAR and applicable supplements.  The contractor is contractually required to submit a final voucher or invoice within 120-days after settlement of final indirect cost rates.  As soon as the rates are settled and the contractor has signed an indirect cost rate agreement, the ACO should request that the final invoice be submitted IAW FAR 52.216-7 – Allowable Cost and Payment, Subparagraph (d)(5).
(2) In situations where indirect cost rates have been settled and the contractor has failed to adhere to FAR 52.216-7(d)(5), it is recommended the ACO research and determine the reason for non-submission.  Many times the contractor may not be able to submit a final invoice because:
(a) They are awaiting final subcontractor costs.
(b) There is a lack of accounting staff to prepare final vouchers.
(c) There is a lack of sufficient final records needed to prepare cumulative cost sheets and ultimately the final invoice.
(d) The final invoice would result in a credit balance due to the Government.
(e) The final invoice would equal $0.00
(3) When the contractor fails to submit a final invoice within 120-days after settlement of final indirect cost rates, the ACO should attempt to obtain from the contractor a reasonable explanation.  Also, try to work with the contractor to develop an acceptable plan for submission of the final invoice, and grant a reasonable extension, if necessary.  If the contractor still will not submit a final invoice, other remedies available to the ACO include:
(a) [bookmark: _Toc74523745]Elevate to Leadership and the Commander.
(b) Initiate non-contractual remedies such as inclusion of comments in Past Performance Surveys on other contracts.
(c) Suspend any interim financing payments.
(d) Recoup previously paid costs.
(e) Decrement the contractor's previously settled indirect cost rates.
(f) Withhold any fees which may be due.
(4) If the above remedies are unsuccessful or are not an option, the ACO should pursue a unilateral determination of final contract price.  The ACO should:
(a) Verify that the government has accepted all shipments and/or performance.
(b) Issue an "Initial Letter of Request for Final Voucher" (See Exhibit 8 – Letter to the Contractor) and establish a reasonable suspense.  This step may have already been completed when the research and determination of the reason for non-submission was performed.  If so, there is no need to issue an additional letter.
(c) Coordinate with Leadership and the Legal Office and other advisors.
(d) Determine the total allowable cost IAW DCAA Audit of Indirect Cost Rates.
(e) Determine the total previous payments made to the contractor according to the ACOs and DFASs official contract records.
(f) Issue a certified letter to the contractor, return receipt requested, which serves as a notice of intent to unilaterally determine the final contract prices if the final vouchers are not received within 30-days from date of the notice.
(g) Calculate the final contract price.  If it is determined that the contractor has been underpaid, state the amount due in the final unilateral determination modification.  If overpayment has occurred, request a refund from the contractor.  If the contractor refuses to provide the refund within 30-days from the date of the request, forward the debt to DFAS Columbus, via DCMA Form 1797 – Request for MOCAS Action/ Information, for collection action.
(h) If it is determined that excess funds remain on the contract, accomplish de-obligation within the final unilateral determination modification.
(i) Notify the PCO that the ACO intends to issue a final unilateral determination modification accomplishing Administrative Unilateral Closeout and the calculation of the final contract price.  Request that the PCO consider including appropriate comments in any future past performance questionnaires received on this contractor.
(j) Coordinate the final package and the proposed modification through Management and the Legal Office.
(k) Issue the final unilateral determination modification and proceed with approved procedures to prepare the contract for local staging.


[bookmark: _Toc74523747][bookmark: _Toc230172986]PART THREE – CONTRACT QUICK CLOSEOUT PROCEDURES
a. The ACO is usually the primary person responsible for identifying contract candidates for quick closeout.  Occasionally, a contractor may even request quick closeout of a contract (See Exhibit 4 – Checklist for Quick Closeout), preferring immediate settlement and payment rather than expending costly administrative time waiting for the normal closeout process to be completed.  Quick closeout, when appropriate, is an excellent way to close contracts and preclude aging funds from being lost.  Quick closeout procedures should not be used if there has been a history of significant adjustments between allowable and allocable costs reimbursed during contract performance with costs claimed by the contractor in their invoices.  Additionally, quick closeout should not be used if prior audits reflect a history of significant questioned costs.
b. A delay in closing out contracts can frequently be attributed to delays in obtaining final indirect rates for each fiscal year of the contract.  Delays are often caused by:
(1) Waiting on the contractor to complete their incurred cost submissions.
(2) Waiting on DCAA to complete audits on the submissions.
(3) Waiting for negotiation of rates and issuance of final rate agreements.
(4) Shortage of manpower to devote to the closeout process.
c. When deciding if a contract is a candidate for quick closeout, the ACO should consider the volume of contracts awaiting settlement of indirect rates that may be at risk for unobligated funds being cancelled, the complexity of the contract, the existence of outstanding issues related to the contract and/or past unfavorable experience with the contractor which might raise concerns.
d. Quick closeout procedures may be used if:
(1) The CO and the contractor bilaterally agree to the use of quick closeout.
(2) DCAA is contacted and has no reason to recommend against quick closeout.
(3) The contract is physically complete and all services and commodities have been accepted.
(4) The amount of unsettled indirect cost to be allocated to the contract is relatively insignificant.  IAW FAR 42.708 – Quick-Closeout Procedure indirect cost amount is insignificant when:
(a) The total unsettled indirect cost to be allocated to any one contract does not exceed $1M;
(b) Unless otherwise provided in agency procedures, the cumulative unsettled indirect costs to be allocated to one or more contracts in a single fiscal year do not exceed 15% of the estimated total unsettled indirect costs allocable to cost-type contracts for that fiscal year.  The CO may waive the 15% restriction based upon risk assessment that considers the contractor’s accounting, estimating and purchasing systems; other concerns of the cognizant contract auditors; and any other pertinent information; 
(c) Agreement can be reached on a reasonable estimate of allocable dollars; and
(d) The determinations of final indirect costs under the quick closeout procedures are final for the contracts it covers and no adjustments are made to other contracts for over or under recoveries of costs allocated or allocable to the contracts covered by the advance agreement.
(NOTE:  Indirect cost rates used in the quick closeout of a contract are not considered a binding precedent when establishing the final indirect cost rates for other contracts).
e. The ACO should explore the alternatives for establishing the contractor's indirect rates:
(1) The cognizant DCAA should have already been contacted during the earlier stage of determining whether quick closeout is feasible with this particular contract/contractor.  For some of the larger Government contractors, there may be quick-closeout rates already established which could be confirmed with DCAA.  Even if no such rates exist, DCAA, on a case-by-case basis, may be able to estimate indirect rates for quick-closeout purposes.  DCAA can frequently recommend quick-closeout rates based on their knowledge of the contractor.  DCAA may also be able to provide information as to whether there are any outstanding audit issues that could have a significant impact on contract closeout.
(2) For medium and small contractors, DCAA might be able to conduct a desk review of the contractor’s unaudited indirect cost proposals for the years being reviewed.  This process is especially helpful in cases where a contractor has no other Government contract work other than the contract that is being closed.  The purpose of the desk review is to ensure costs incurred during the contract's fiscal years have been properly allocated and are allowable.  This desk review should identify any indirect cost adjustments that will impact the indirect rates.
(3) Using the contractor's prior years' audit history is another alternative for establishing indirect rates for the final years of the contract.  The final rates for the immediate previous year or an average of final rates from the past several years may be used.  As long as there is consistency in the indirect rates from year-to-year, after taking into account unallowable costs, the Government’s risk of over reimbursing costs for the unaudited years is limited.
(4) Keep in mind that the ACO can use any other reasonable options for determining indirect rates, as long as the ACO can fully justify and document its methodology for establishing the rates and such methodology has been approved through the management chain.  It is recommended that the ACO also coordinate the alternative it has chosen to determine indirect rates with DCAA and ask for any input they may have.
f. After the method for establishing indirect rates for quick-closeout purposes is determined, the ACO should prepare its negotiating objective and document how the objective has been deduced.
g. At the same time the ACO should request that the contractor submit its quick-closeout proposal with the final adjustment claimed.  (Remember that Quick Closeout procedures should have already been discussed and agreed to with the contractor, and all communications should have been documented in the closeout file).
h. Negotiations should be conducted IAW approved procedures and documented via a formal PNM.
i. A final closeout modification, SF 30 – Amendment of Solicitation/Modification, should be prepared reflecting the negotiated indirect rates and their impact on the final contract value.  This modification should include verbiage stating that these indirect rates apply only to the closeout of the subject contract and shall not set precedence for the closeout of any other contracts with the contractor.  (See Exhibit 14 – SF 30 – Amendment of Solicitation/Modification of Contract – SAMPLE).
[bookmark: _Toc230172987]PART FOUR – PROCEDURES FOR SIMPLIFIED ACQUISITIONS
a. First determine if simplified considerations are appropriate.  If the acquisition is a Purchase Order, simplified procedures are appropriate and this PART FOUR applies.  If your acquisition/contract is more complex, use the 50 CONS Closeout Guide.
b. If possible, simplified actions should be closed out 14 days after final payment and delivery.  Place a memorandum in the file if this is not attainable.
c. Ensure there is a final inspection report.  Validate through WAWF or a manual DD Form 250 – Material Inspection and Receiving Report for documentation validating receipt of all items/services.  If there are any issues precluding final closure, contact the Customer, the assigned Quality Assurance Evaluator (QAE) or the Contractor as appropriate.
d. Validate through Integrated Accounts Payable System (IAPS) or DFAS Vendor Pay that a final invoice has been received by looking up the contract at myInvoice.  Also, consult the 50 CONS Guidebook Part 32 – Payment Documentation.  Ensure submission of the final invoice to DFAS.
e. If there is classified material involved with this contract, verify in writing with the customer that all classified information generated or received by the contractor has received proper disposition.  Prepare and process a final Exhibit 7 – DD Form 254 – Contract Security Classification Specification.
f. Validate with the customer that the Contractor has returned all restricted area badges.  Consult the 50th Security Forces Squadron (50 SFS) for additional information.
g. Request that the contractor submit an Exhibit 9 – Release of Claims and an Exhibit 10 – Assignment of Refunds, Rebates, Credits.
h. Complete a final Exhibit 15 – DD Form 1594 – Contract Completion Statement.
i. Prepare an appropriate modification, Exhibit 14 – SF 30 – Amendment of Solicitation/Modification of Contract – SAMPLE, to de-obligate any excess funds and/or formally close the contract.
j. If the file is not ready for closeout, consult the CO or flight chief for guidance, providing your comments regarding why the contract is not ready for closeout.  Pursue any actions that remain in order to close out the contract file.
[bookmark: _Toc74523760][bookmark: _Toc230172988]
PART FIVE – CONTRACT RETENTION, STAGING AND RETRIEVAL PROCEDURES
a. The ACO shall follow the guidance in FAR 4.805 -- Storage, Handling, and Disposal of Contract Files and any other locally established agency procedures for retention and staging of contract files.  Because some contract closeouts may not be timely, it is 50 CONS interpretation that all retention periods begin with the final closeout modification rather than final payment as identified in the table at FAR 4.805(b).
b. FAR 4.805(b) allows entire contract files to be retained together if they cannot be economically segregated for documents with different retention periods providing that the entire files are kept for the longest period of time stipulated.  Contract files for SAFB are presently being staged at the Peterson AFB (PAFB) staging facility.  IAW AFI 33-364 – Records Disposition-Procedures and Responsibilities, Table 5.1. Retention and Retirement Standards for Active Air Force Activities., Item 13, contract files should generally be retained by 50 CONS for a period of one (1)-year before being staged at PAFB.
c. To prepare contract files for staging, fill out an SF 135 – Records Transmittal and Receipt, and place the records in staging boxes in an upright position, facing the front of the box, in the sequence listed on the SF 135.  See Exhibit 19 – SF 135 – Records Transmittal and Receipt; (Completed) with Instructions.  (Note:  The only box that the PAFB Staging Area will accept is stock number 8115-00-117-8249.  These boxes are available through GSA.  The box should be 10 inches tall when assembled.  Taller boxes do not fit on the shelves and will not be accepted).  Have your Functional Area Records Manager (FARM), normally assigned to the Orderly Room, review the document and sign in Block 2 of the SF 135.
d. FAX the SF 135 to the PAFB Staging Area at 556-6497 or mail the completed form(s) to the staging office, 21 CSC/SCXIR, PAFB CO.  Their phone numbers are 556-8456, 556-8215, 556-8319 or 556-7367.  PAFBs Staging Office will look over the SF 135 and return it to you with shelf numbers assigned.  They will also contact you to make an appointment to bring your boxes to the Staging Area at PAFB.
e. Mark your boxes as the Staging Office has indicated, but don't make any other markings on the boxes.  Don't tape the boxes shut, just fold down and interlock the flaps.  Take the boxes to the Staging Area at PAFB, located in Building 672, at the appointed time.  Staging area personnel will physically inventory your boxes to make sure they match the SF 135.  If they match, the Staging personnel will sign the SF 135 and give you a copy.  If they don’t match, you will need to make the corrections and may be required to take your boxes back with you to correct any deficiencies.
f. If the PAFB Staging Area ships your staged records to permanent storage at a Federal Records Center (FRC), PAFB will send you a copy of the new SF 135 showing the new locations along with instructions for retrieving them.
g. [bookmark: _Toc74523761]If for any reason you must retrieve your records from the Staging Area at PAFB, locate your SF 135 and determine which boxes you will need to open based on the box number in the Location column (Column J) of the SF 135.  Call 21 SCS/SCXIR (556-8456, 556-8215, 556-7367, 556-8319) to make an appointment to access the Staging Area, which is normally locked.  If you need to remove an entire folder or box, you will need to fill out an OF 11 – Reference Request-Federal Records Centers, copies of which are in the Staging Area.  If you need copies of a very limited number of pages, the facility may allow you to make copies there.  When you are ready to return the files/boxes you retrieved, call 21 SCS/SCXIR again to make an appointment to return them to the Staging Area, taking also your copy of the OF 11.
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PART SIX – BLANKET PURCHASE AGREEMENT (BPA) AND BASIC ORDERING AGREEMENT (BOA) PROCEDURES
a. BPAs and BOAs are not contracts.  The “Call” or “Order” becomes the “Contract”.  Agreements shall not state or imply any agreement by the Government to place future contracts (Calls or Orders) with the contractor or be used in any manner to restrict competition.  Read through the agreement carefully, it should specify the point at which each call or order becomes a binding contract (e.g., issuance of the call or order, acceptance of the call or order in a specified manner, or failure to reject the call or order within a specified number of days).
b. [bookmark: LOC_P380_48373]Procedures for closing out the “Contracts” (Calls or Orders) are the same as stated in PARTs ONE through SIX as applicable.  NOTE:  IAW FAR 4.804-5 -- Procedures for Closing Out Contract Files Subparagraph (b)(5), ensure that the contract completion statement contains the last call or order number as if the order were a contract awarded independently of the agreement.
c. The “Agreement” is considered closed once ALL Calls/Orders have been closed out.  Upon verification no other actions are required to close out the agreement itself.  The agreement files are staged together with the Calls/Orders IAW PART FIVE.
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