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1 Introduction

1.1 Purpose

This document is the tailoring guide for the OSI Contract Management Plan Template for non-prime contracts. It provides guidelines for the development of a project Contract Management Plan, as the project progresses through the Office of Systems Integration (OSI) Acquisition Life Cycle Phases, as described on the OSI Best Practices web site (BPweb) (http://www.bestpractices.cahwnet.gov).    

In most cases, the Contract Management Plan (for non-prime contracts) will be created during the Planning life cycle phase. The Contract Management Plan Template and this tailoring guide should be consulted during the initial creation of the plan, and should be consulted again at the beginning of each life cycle phase and used in the update of the project Contract Management Plan.  
1.2 Scope  

This tailoring guide describes general instructions for using the guide, instructions for the initial creation of the Contract Management Plan, tailoring considerations as the project moves through the life cycle phases. 

This guide uses life cycle phase and project size as a consideration when tailoring the plan. Instructions are provided for completing or updating each of the sections of the project’s Contract Management Plan (based on the OSI template). 

This tailoring guide focuses on the non-prime contracts (i.e., consultants). A separate template and tailoring guide exist to discuss management of the prime contract (refer to iManage SIDdocs #3351 and 3352). These plans (prime and non-prime) may be combined into a single Contract Management Plan, if desired. 

1.3 Acronyms

	ASP
	Acquisition Services Program

	BPSG
	Best Practices Support Group

	BPweb
	Best Practices for Systems Acquisition web site 

(http://www.bestpractices.cahwnet.gov) 

	CMAS
	California Multiple Award Schedule

	CSS
	Customer Service System

	DED
	Deliverable Expectation Document

	DGS
	Department of General Services

	FM
	Functional Manager

	M&O
	Maintenance and Operations

	MQ
	Minimum Qualifications

	MSA
	Master Services Agreement

	MTS II
	Management Tracking System II (two)

	NCB
	Non-Competitively Bid

	PO
	Purchase Order

	SAM
	State Administrative Manual

	SCM
	State Contracting Manual

	OSI
	Office of Systems Integration

	SOW
	Statement of Work

	TAP
	Task Accomplishment Plan


2 Using This Tailoring Guide

The following items describe general instructions for using the OSI template and tailoring guide. Items referenced in this tailoring guide and other contract management references are available from the BPweb, via the Contract Management Function and Topics. 

· If this is your first time using this tailoring guide, start in Section 3 (The Contract Management Plan Template) of this document. 

· Develop the project’s Contract Management Plan with emphasis on how the project will implement the OSI methodology.  Make reference to the methodology presented on the BPweb and do not duplicate it.

· DO NOT delete the first and second level headings of the template as part of the tailoring-out process (e.g., Section 1 – Introduction and Section 1.1 – Purpose must always be present in the Contract Management Plan).  Identify unneeded sections as “not applicable”.  Heading 3 sections or lower may be deleted or may be combined with other sections as appropriate. 

3 The Contract Management Plan Template

The following describes considerations and guidance for completing each specific section of the Contract Management Plan. Each section’s title refers to the corresponding section of the Contract Management Plan (e.g., Section 3.1 corresponds to Section 1 – Introduction in the Contract Management Plan/Template). 

When developing the plan, focus on specific roles and responsibilities; the specific meetings, reports and metrics used; and specific processes that will be used by the project. 

3.1 Section 1 – Introduction

Sections 1.1 and 1.2 are standard and should not need much modification. 

Section 1.3 – References should be updated to indicate where the project’s contract tracking database/spreadsheet is located, and the iManage database name and location. If the project is not using iManage, indicate the location of the project’s electronic document repository as well as the project’s hardcopy library. If the project is not using the OSI standard contract tool (currently MTS II), indicate what tool is being used.  

Section 1.4 is standard and should be updated only to include project specific acronyms used in the plan. If the list of acronyms is long, the list may be moved to an appendix and a note inserted in this section referring to the appendix. 

3.2 Section 2 – Participants Roles and Responsibilities

Section 2 should be updated to reflect the actual roles and participants. Note that these are not positions, but roles. One person may fulfill more than one role. Avoid listing specific names as this will lead to frequent maintenance updates to the plan. 

Specifically indicate the level of authority for the Project Manager, Contract Manager, and Functional Manager. 

Section 2.1.2 – State Administrative Manager

If the Functional Managers are all state managers or if the Project Manager serves this function, this section may be omitted. Remember that a state manager must be the final approver and signer of a contract correspondence, deliverables and invoices.

Section 2.1.4 – Contract Manager
Note that for large IT projects, OSI recommends one Contract Manager to manage the prime contract, and another Contract Manager to manage the non-prime contracts. This is due to the volume of work associated with the prime contract and the fact that OSI usually utilizes several non-prime service contracts as well. The functions and processes are very similar, though detailed processes and procedures will vary.

Section 2.3 – Project Sponsor

Section 2.3 should be updated to reflect the name of the sponsor organization.

Section 2.4.1 – Legal

 Indicate who provides legal staff to the project. Often this is the sponsor’s organization or the Attorney General’s office. In some cases, the legal staff have been retained from private practice.

Section 2.4.5 – Federal Stakeholder

If appropriate, add a section describing the role of the federal stakeholder. Indicate what approvals are required. The following is sample text.

“The < federal agency > governs the < xxxx > program, and establishes national policies and standards for the program. The < federal agency > may need to approve certain contracts (generally over a specific dollar amount) and any changes to those contracts. In addition, they may request to review and/or approve specific key deliverables for a contract.”
3.3 Section 3 – Contract Management Approach (for Non-Prime Contracts)

The section introduction should remain untouched. 

3.3.1 Section 3.1 – Procuring New Contracts

This section describes the specific steps for procuring a non-prime contract with specific emphasis on the Leveraged Procurement Agreements (e.g., CMAS, MSA). Where appropriate, reference more detailed procedures and instructions either from the project, ASP or DGS.

This section should be removed to a separate plan or process, if desired. If the Prime Contract Management Plan and Contract Management Plan for non-prime contracts are being combined, it is recommended this section be moved to a separate document to avoid confusion. 

Section 3.1.1 – Planning the Procurement
Verifying the Need for a Contract

This section discusses the pre-approvals and early planning which must be performed prior to initiating a procurement. Describe the specific coordination required with federal and state stakeholders and control agencies.

Discuss how roles and responsibilities for the procurement are established and by whom. 

Establishing the Contract Budget

 Discuss how the contract budget is established and how funding is obtained for the contract. Indicate typical sources of funding (e.g., federal funding, grants, etc.) and the steps required to obtain the funding as well as any funding restrictions. In some cases, pre-approvals or early coordination is required to obtain funding. 

Determining the Contract Method

Discuss the criteria for selecting the type of contract. Generally, OSI uses CMAS/MSA to obtain specific products and services. Discuss any other contract methods or contract vehicles used by the project, and criteria for their use. 

If the project uses Interagency Agreements and/or Memoranda of Understanding with its Sponsor, users or stakeholders, this section may include (or reference) a discussion of when and how to use these agreements.

Assigning a Functional Manager

Discuss any criteria used in selecting the functional manager to oversee the contractor. 

Assigning a State Administrative Manager

If the Functional Managers are all state managers or if the Project Manager serves this function, this section may be omitted. 

Section 3.1.2 – Developing the Statement of Work

Describe the specific considerations to developing the SOW. Indicate required approvals and inputs as well as specific tips for completing the sections of the SOW. Identify the location of the template (usually available from the ASP). 

A conflict of interest review is mandatory and conflict of interest/confidentiality statements should be signed by any staff assisting with the solicitation. 

If federal partners are required to review and approve the SOW and/or contract, this paragraph (or similar text) may be needed. 

“Federal approval may be required on certain contracts/SOWs prior to their release to the bidders. The requirement for federal approval can extend the amount of time needed to procure a contract by approximately < 30 days >. The < federal partner name > may require additional time depending on the complexity of the contract and their current workload.”

Indicate how the progress of the solicitation is documented (e.g., action item or workplan task), and the specific milestones or required activities.

Documenting Tasks and Services

Discuss any project specific tasks which are common for all SOWs. Tasks should be clearly defined and have a specific purpose or outcome. 

In many cases, the project also establishes minimum qualifications (MQs) for the tasks. The minimum qualifications may be placed on the company or individual staff members who are proposed to work on the specific tasks. The project should consider number of years of experience; specific education or experience levels; familiarity and experience with similar technologies, organizations or related projects; and experience in the particular industry or business domain. The MQs are included in either the SOW or in the Request for Offer letter, and are used in the proposal evaluations. 

Documenting Deliverables

Discuss any project specific deliverables that are common for all SOWs. There should be at least one deliverable per SOW task.  A project management plan or other plan that describes the contractor’s methodology and approach should also be included.

If the project is using DEDs, the following paragraph may be added. 

“For certain deliverables, a Deliverable Expectation Document (DED) may be required prior to submitting the actual deliverable. The DED is created by the contractor and used to clarify with the FM and Contract Manager the content, level of detail, and acceptance criteria for the deliverable, prior to work commencing on the deliverable. DEDs should be described in the SOW, where applicable. A sample or industry standard should be included or referenced to provide a basis for the contractor to cost the effort.”

Alternatively, the project may require adherence to a specific template and/or Data Item Description (DID)
 which specifies the specific content, format and level of detail for a specific deliverable. 
Task Accomplishment Plan – A TAP should be required for any non-fixed price contract to allow the project to plan its expenditures and cash flow. 

Additional Analyses, As Requested - This deliverable is strongly suggested but must be used carefully. This item can only be used for work which is in scope. Typically it is used to address unanticipated work which is directly related to the tasks being performed. It is NOT to be used for out of scope items.

Establishing the Expected Level of Configuration Management

This section should describe the project’s considerations and requirements for contractor configuration management. At a minimum, contractors performing work onsite should be required to comply with the project’s Configuration Management Plan and Document Management Plan. 

Establishing the Expected Metrics

This section should describe the project’s considerations and requirements for contractor metrics which will allow the project to track contractor performance, schedule and costs. Planned vs. actual schedule and cost data is required. 

For software development contracts, the size of the software (e.g., lines of code, function points, number of modules), memory and CPU utilization should also be tracked and reported on a regular basis.

Selecting a Payment Method

Describe the project’s specific considerations and requirements for contract payments. 

If payment withholds are being used, include the following (or similar) text: 

“In addition, OSI sometimes imposes a 10 percent withhold on contracts which use progress payments (i.e., time and materials and by-deliverable). This requires OSI Accounting to deduct 10 percent of any progress payments made, and to hold these moneys until the end of the contract. After all work has been completed, the contractor submits a bill to OSI for the withheld amount.“
Reviewing the Draft SOW

Discuss the review and approvals for the draft SOW, including any stakeholder, control agency and federal reviewers. If there are required lead times or review periods, indicate how long these are (e.g., minimum of 90 day federal review). 

Discuss the criteria used in reviewing the SOW and how corrections are handled. If corrections are made, indicate if the SOW must be re-reviewed or if it is ready for release without another review. 

Section 3.1.3 – Developing the Proposal Evaluation Criteria

Discuss the development of the proposal evaluation criteria and procedures. Indicate how evaluation criteria are reviewed and by whom. 

Section 3.1.4 – Conducting the Solicitation

Describe the specific project responsibilities related to the solicitation. Discuss how bidders are solicited, how any questions and answers are handled, and who receives the proposals.

Non-Competitive Bid (NCB) Contracts

If the project uses NCBs, discuss the process and required approvals and coordination. If NCBs are prohibited, this section may be omitted. 

Section 3.1.5 – Evaluating the Proposals

Reviewing Conflict of Interest

This section is mandatory and should be used primarily as is. Only the staff titles, and SAM/SCM sections may need to be updated. 

Reviewing Proposal Content

Discuss who leads the proposal evaluations and how the evaluation is conducted. Indicate if there is training on evaluations and who performs the training. Discuss how the MQs are verified and how evaluation criteria are applied.

Indicate if references are checked or if interviews are conducted and how. 

Indicate who makes the final selection based on the evaluation results of the non-cost related areas. 

Evaluating Contract Costs

Discuss how contract costs are reviewed and validated. Indicate how the costs are combined with the proposal evaluations to determine the winning contractor. Discuss how notifications to the bidders are performed. 

Completing the SOW

Discuss how the SOW is completed. Note that this is not a rewrite or substantial update of the SOW, since this would invalidate the solicitation. The updates to complete the SOW should be administrative for the most part. 

Discuss required reviews and approvals of the completed SOW. 

The following paragraph may be needed if federal funding is involved 

“Federal Approval of the SOW
IF federal approval is required for the SOW, the Contract Manager will route the CMAS/MSA contract to the appropriate federal agency for approval. The federal agency has approximately < 30 days > to approve a contract, depending on the complexity of the contract and the current workload of the agency. 

When federal approval is received, the Contract Manager informs the ASP and the Functional Manager. Then the ASP will route the contract/PO to the OSI Director for approval. 

Note that the federal agency may not always approve the total requested amount for the contract. It may approve a portion of the contract funds, funds for a specific fiscal year, and/or it may request to approve specific deliverables. These conditions will be described in the federal response letter and must be noted in the contract-tracking tool. If funding is not approved, either in part or in whole, the Project Director must determine if the project is willing to incur the costs, if they wish to contest the decision with the federal partner, or if the contract should be cancelled due to insufficient funding.”
Post-Selection Conflict of Interest Review

Indicate who reviews the conflict of interest issues with the contractor and when. Generally, the contractor staff must sign a conflict of interest/confidentiality forms.

In some cases, the contractor may be required to sign a Form 700. Carefully discuss with Legal if this is appropriate for the contract or not. In general, the Form 700 is required if the contractor will be making major policy and program decisions. If the contractor signs a Form 700, there are specific preclusions from follow-on and related work. Legal staff should discuss these issues and possibilities with the contractor prior to executing the contract/Purchase Order (PO). 

Section 3.1.6 – Executing the Purchase Order

Requesting Approvals

Discuss the required paperwork, reviews and approvals to obtain a completed, signed contract/PO. Discuss how the review and approval is tracked (e.g., MTS II, CSS, etc.).

Approving Contract Exemptions

Discuss the process for review and approval of contract exemptions, such as a request to exceed the MSA threshold. Or indicate if exemptions are not currently allowed (and cite the specific authority precluding the exemptions). 

Notification of Approvals

Indicate how the completed PO is transmitted to the project and contractor. Indicate if any other organizations receive notification of or copies of the signed PO. Discuss the activities to verify and begin tracking the PO and contract (e.g., loading the contract/deliverable data into the contract tracking tool). 

Discuss the process for establishing the contract start date and any other activities required to prepare for contractor arrival and start.  

3.3.2 Section 3.2 – Managing and Tracking Contracts

Section 3.2.1 – Contractor Orientation

Describe who performs the contractor orientation and the topics covered. At a minimum the Vendor Handbook should be provided which explains the basic administrative procedures to be followed. Required templates may also be provided at this time.

Section 3.2.2 – Deliverable Management

Describe the high-level approach to deliverable management from a contract management perspective only. Detailed deliverable management processes and procedures should be referenced, as appropriate. 

Deliverable Expectation Documents (DEDs)

If the project uses, DEDs, describe how they are used and the specific review and approval processes. Indicate when a DED is required, required deadlines and expectations once the DED is approved. 

Deliverable Review and Approval

Discuss how deliverables are reviewed and approved. Focus on specific responsibilities, required timeframes, and how the process is tracked. Describe the specific metrics used to monitor the process and contractor performance. 

Discuss what happens if the deliverable is or is not approved and what the next steps are in both cases. Indicate relationships with other processes (e.g., invoice process, deficiency process, dispute process, etc.). 

Section 3.2.3 – Invoice Processing

Discuss how the invoice approvals are tracked to ensure a response is provided in the required timeframes. Refer to the specific processes and procedures, as appropriate. 

Indicate how invoices are tracked, who must review and approve invoices and criteria used in the review and approvals. Describe required timeframes and what happens if the invoice is or is not approved, as well as next steps. 

Section 3.2.4 – Contractor Performance Management

Describe how contractor performance is monitored and any discrepancies or issues are addressed. 

 Status Reports

Describe the typical approach to status reporting and progress reporting. 

Performance Reviews

Discuss when and how the contractor’s performance against the contract requirements is evaluated. Usually, the Project Manager and/or Contract Manager meet with the contractor periodically to discuss progress against the plan and any concerns. Discuss any required paperwork, reports, and/or metrics which are used in the discussion. 

Deficiency Reporting

Discuss how deficiencies are identified and addressed. Refer to more detailed processes and procedures, as appropriate. Deficiencies are usually related to operational activities or services being provided in support of equipment or a system. If the contractor is only providing deliverable documents, this section may not be applicable. Discuss what constitutes a deficiency, how it is addressed, and what happens if the deficiency is and is not resolved. 

Section 3.2.5 – Dispute Resolution

Discuss the process for resolving disputes between the project and the contractor. Refer to more detailed processes and procedures, as appropriate. Discuss what constitutes a dispute, how it is addressed and what happens if the dispute is and is not resolved. 

Section 3.2.6 – Replacing Contractor Staff

Discuss the process for replacing staff. Refer to more detailed processes and procedures or the terms of the contract/SOW, as appropriate. Indicate how replacement candidates are screened and verified to have sufficient experience. Indicate what happens if the proposed candidate is and is not acceptable. Discuss how knowledge transfer and transition of duties is handled from departing staff to the new staff, as well as what happens if there is no replacement candidate available. 

3.3.3 Section 3.3 – Modifying a Contract

Section 3.3.1 – Reasons for a Contract Change

Discuss the typical reasons for modifying a contract. Indicate if there are any current DGS or ASP restrictions on contract changes. Indicate reasons which are not acceptable for changing a contract. 

Section 3.3.2 – Enacting a Contract Change

Describe the process for making a change, referencing the appropriate processes and procedures, as needed. Discuss how the process for a contract change is tracked (e.g., in an action item or CSS request). 

Changing the SOW

Discuss the required activities, review and approval required to amend a SOW. Indicate if federal approval is required. Indicate if pre-approvals are required before the SOW can be amended. Indicate what areas of the SOW can and cannot be changed. 

Changing the Contract Terms

Discuss the required activities, reviews and approvals required to amend the contract terms. Indicate which contract terms can and cannot be changed. Indicate if federal approval is required. 

Approving the Amendment

Discuss the steps required to process the contract amendment. Indicate the approximate timeframe. Discuss notifications once the changes have been approved. Discuss how and when the changes are noted in the contract tracking tool. 

3.3.4 Section 3.4 – Closing the Contract

Discuss the approach and situations when a contract would close. Be sure to consider the normal conclusion of a contract (when all work has been completed), as well as cases when a contract ends without completing the work and cases of contract termination.

Discuss required activities prior to closing a contract, including audits of the contractor’s work products, contract file, and project library; knowledge transfer and lessons learned sessions; equipment, warranty and/or license transfer; and any other administrative closeout (e.g., badges, parking passes, etc.). 

Section 3.4.1– Contractor Final Reports

Discuss the final work products required from the contractor. Indicate the template used or required content and the due date. Discuss how problems with final work products are resolved. 

Section 3.4.2 – Contractor Evaluations

SCM sections 3.02.5 (Contractor Evaluations) and 9.09 (Record Keeping) state all consultant contracts over $5,000 require a contractor evaluation within 60 days of the completion of the contract. DGS has provided a form (STD 4) to assist with the evaluation.
Discuss how contractor evaluations are performed and by whom. Indicate if a contractor exit interview or lessons learned session is conducted. Discuss factors used in evaluating the contractors performance. 

Section 3.4.3 – Final Invoices

Discuss how final invoices are received and processed. Discuss review and approval of the final invoice. Indicate how any remaining liquidated damages and withholds are addressed. Discuss how the contract’s expenditures are audited and reconciled and how the contract financials are closed. 
Section 3.4.4 – Archiving Contract Records

SCM sections 9.09 (Record Keeping) and 9.16 (Retention of Contractor Records) contain guidelines on record keeping during the life of the contract.
Describe how the contract file and any supporting records are archived. Discuss disposition of any working papers or draft versions. Indicate how the contract tracking tool is updated to reflect the completion of the contract. 

3.4 Section 4 – Contract Tracking Database

3.4.1 Section 4.1 – < MTS II >
Briefly identify and describe the contract-tracking tool to be used (even if just using Word / Excel). OSI usually uses MTS II (change the heading title as appropriate).

Describe the key features and uses of the tool and how it is used. Refer to the appropriate user manual for more detailed instructions on using the tool.

The following are the key data elements that must be tracked for all contracts.

· Contract start and end dates

· Contract amount 

· Approved contract expenditures and invoices

· Contractor personnel, including start and end dates on the contract

· Contract deficiencies

· Deliverables and services

· Deliverable due dates

· Deliverable submittal dates

· Deliverable acceptance/rejection dates and rationale

· Planned milestone dates and actual milestone completion dates

· Potential and actual payment withholds and/or liquidated damages

3.4.2 Section 4.2 - < MTS II > Reports 

Discuss any other specific information about how the project uses the contract tracking tool, which is unique to the project, such as which reports are used and any automated notifications. 

3.4.3 Section 4.3 Project – Tool Customizations

Discuss any specific customizations or changes made to the tool to support the project, including setting notification dates, populating pull-down menus, adding additional reports or queries, etc.

3.5 Appendix A  - Glossary and Acronyms

If desired, the glossary and acronyms list (usually Section 1.4) may be moved to an appendix.  Most of the terms are standard and have specific connotations for OSI. Clarifications may be added if the project desires, but should also be forwarded to the BPSG to improve the template.
3.6 Appendix B – Reference Documents

Projects may add other references to this table, but generally should not delete items. The project may change the iManage numbers to reference project copies of the documents, or may leave the reference to the SIDdocs repository

4 Tailoring By Life Cycle Phase

4.1 Initiation 

There is no Contract Management Plan created during this phase because a formal project has not yet been established. At most, planning for solicitations and contract management is discussed at a strategy level.
4.2 Planning

During the Planning phase, the Contract Management Plan is created for the first time. Refer to Section 3 of this document for instructions on creating the initial plan. 

Typical contracts during this phase include consultant services for the project office and special analyses and reports. 

Section 3.2.4 – Contractor Performance Management/Deficiency Reporting

This section may not be applicable if the contractors are only providing deliverable documents. 

4.3 Procurement

The primary focus is to address contracts for consultants assisting with the Request for Proposal and procurement of the prime contractor. The process is generally the same as from the prior phase. 

The following describes considerations and guidance for updating specific sections of the Contract Management Plan. 

Section 3.2.4 – Contractor Performance Management/Deficiency Reporting

This section may not be applicable if the contractors are only providing deliverable documents. 

4.4 System Development

The primary focus is to address contracts assisting the project office, including business process re-engineering, implementation, and/or training, as needed. 

Section 3.2.4 – Contractor Performance Management/Deficiency Reporting

This section may not be applicable if the contractors are only providing deliverable documents. 

4.5 System Implementation

The focus is to address contracts for assisting with implementation and installation in the user/local offices, as well as contracts supporting the project office. 

Section 3.2.4 – Contractor Performance Management/Deficiency Reporting

This section may not be applicable if the contractors are only providing deliverable documents.

4.6 Maintenance and Operations

The primary focus is to manage contracts related to the ongoing operation of the system and project office. 

The Contract Management Plan will need to be updated to reflect the change in participants for the M&O phase, and possibly a change to the level of federal participation. Often the reports and meetings will change.

Section 3.2.4 – Contractor Performance Management/Deficiency Reporting

This section may not be applicable if the contractors are only providing deliverable documents.

4.7 Closeout

The focus is to manage the completion and closure of any remaining contracts. Contract management documentation and tools are archived, as appropriate. Contract files and documentation is audited to ensure all records are complete and all contractual obligations have been fulfilled. Contract evaluations must be completed (if they have not been performed previously).
If the Closeout phase is scheduled to be less than one year, the Contract Management Plan is not updated. If the Closeout phase is expected to last more than one year, the Plan should be updated as during the M&O phase. 







� DIDs differ from DEDs in that the DID is created by the project office prior to the release of the SOW and describe the mandatory format, content, etc. Unlike the DED, the DID is not negotiable and is considered the minimum standard. Because DEDs are developed after the contract is awarded, there is the potential for differences of opinion and disagreements on scope. 
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