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1. Introduction

1.1 Purpose

This document is the Contract Management Plan for the prime contract on the <Project Name> Project. The purpose of prime contract management is to track and manage the prime contract to ensure all contractual obligations are fulfilled and all delivered products and services are acceptable. 

This document will be reviewed at least annually and updated as needed, as a result of continuous process improvement efforts by the project management team. Lessons learned as a result of continuing contract management efforts will be captured at the end of each project phase and used to improve the division-level standards. 
1.2 Scope

This Contract Management Plan identifies the activities to be performed or initiated by project staff to track, amend, and close the prime contract. Contractor activities and activities performed by other state organizations are discussed at a high level only to facilitate an understanding of the complete process. Where applicable, this document references specific detailed processes that are separate from this plan.

This plan does not discuss procurement of the prime contract due to the complex nature of the competitive bid process. Refer to the Department of General Services (DGS) policies and guidance for more information on competitive procurements.

1.3 References

1.3.1 Best Practices Website

For guidance on the Systems Integration Division (SID) contract management methodology refer to the SID Best Practices website (BPweb) (http://www.bestpractices.cahwnet.gov).  The contract management materials are available through the “By Function-Phase” link.

1.3.2 Project iManage Repository

Refer to the iManage repository located at < path and/or server > for all project-specific documentation associated with contract management. 

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

1.3.3 Contract Tracking Database 

The prime contract is tracked in a contract tracking database located at < path and/or server >. The project uses < MTS II > for tracking deliverables, deficiencies, and financial penalties. 

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

1.4 Glossary and Acronyms

Refer to Appendix A for a list of the terms and acronyms used in this document. 

2. Participants Roles and Responsibilities

There are various staff resources and stakeholders involved in managing the prime contract for the project. In some cases, one individual may perform multiple roles in the process. 

All project staff are trained on their contract management responsibilities by their manager/lead when they join the project. Project meetings are used to brief staff on any changes to the process.  

< Refer to Tailoring Guide for suggestions on combining the following roles to fit project-specific assignment. >

2.1 <Project Name> Project Office 
2.1.1 Project Manager

The Project Manager ultimately is responsible for the final decision on all contract issues. The Project Manager also participates in performance reviews, status meetings, and resolution of disputes.
2.1.2 Functional Managers

The Functional Managers are responsible for overseeing the contractor’s performance based on their specific area of responsibility. The Functional Managers may be state or contractor staff. Each project typically has several functional managers.
2.1.3 Prime Contract Manager 

The Prime Contract Manager administers the prime contract to ensure compliance with appropriate contract terms, regulations and policies; researches contract issues; and monitors the contractor’s performance against the requirements of the contract. The Prime Contract Manager works with the functional managers to ensure the expectations and due dates for each deliverable set forth in the contract or Statement of Work (SOW) are clear and complete. The Contract Manager participates in negotiations and processes contract amendments, work authorizations and staff replacements. In addition, the Contract Manager tracks all contract deliverables and milestones, validates deliverable acceptance prior to authorization of payment, and monitors any penalties and damages assessed against the contractor.
2.1.4 Deliverable Monitor

The Deliverable Monitor is responsible for receiving, logging, routing, and tracking deliverables. The Deliverable Monitor ensures all status items and events for a deliverable are noted in the contract tracking tool. The Deliverable Monitor also is responsible for working with the Project Librarian to archive contractor deliverables and work products.
2.1.5 Fiscal Analyst

The Fiscal Analyst reviews contract documents to ensure adequate funds are available to support the payment of invoices. The Fiscal Analyst is responsible for invoice and expenditure tracking, and tracking and recoupment of penalties and damages assessed against the prime contractor.
2.1.6 Quality Manager

The Quality Manager is responsible for monitoring the prime contractor’s adherence to their defined processes and ensuring the deliverables comply with the project’s needs and stated requirements from the Request for Proposal (RFP) and Deliverable Expectation Documents (DEDs), as applicable. The Quality Manager monitors the prime contractor’s testing efforts and participates in any performance and status reviews. 

2.1.7 Configuration Manager

The Configuration Manager is responsible for working with the prime contractor to schedule system releases to the production environment; to coordinate the approval, implementation and verification of changes to the production environment, and to monitor changes to the system environments. 

2.2 Health and Human Services Data Center (HHSDC)

2.2.1 Accounting Office

The Accounting Office is responsible for receiving and coordinating approvals of invoices and processing invoice disputes. When all approvals are received, the office staff create a request for payment and sends the request to the State Controller’s Office (SCO).
2.2.2 Acquisition Services Program (ASP)

The ASP is responsible for processing contract amendments and assisting with requests for staff replacement and work authorizations forms, as appropriate. The ASP also provides the Prime Contract Manager with information on the latest DGS policies and regulations. 

2.2.3 Director’s Office

The Director or his/her designee approves all contract amendments, and participates in dispute resolution and Executive Committee meetings, as needed. 
2.3 Project Sponsor

The < sponsor department’s name > is the Project Sponsor for this project. The Project Sponsor is not involved in the day-to-day management of the prime contracts. However, the Project Sponsor may be involved in the review of certain deliverables, may participate in dispute resolution, and participates in the Executive Committee meetings.
2.4 Other Participants

2.4.1 Legal

The project uses < someone’s > Legal staff to assist with any legal issues on behalf of the SID projects. Legal staff review any nonstandard contract language (or requests for removal of language) by the contractor during contract negotiations, including changes to the contract and the SOW. Legal staff may also provide information or assist with resolution of issues related to conflict of interest, confidentiality, contract terms and conditions, contract amendments, work authorizations, and contract disputes. 
2.4.2 Independent Verification and Validation (IV&V)

The IV&V contractor reports to the Project Sponsor and monitors the project to ensure it is adequately managing the prime contractor. IV&V may review deliverables, participate in performance and status review meetings, participate in testing and review the prime contractor’s metrics and processes. 

2.4.3 California Health and Human Services Agency (CHHS)

The CHHS Secretary or his/her designee may participate in the dispute resolution process and Executive Committee, as needed. 
2.4.4 Department of General Services (DGS)

DGS is responsible for approving any contract amendments and may participate in dispute resolution if contractual matters are involved. 
2.4.5 State Controller’s Office (SCO)

The SCO is responsible for receiving check requests for invoice payment from the HHSDC, and issuing associated checks for payment to the prime contractor. 
3. Prime Contract Management Approach 

The prime contract management process for the project consists of three major areas. 

· Managing and Tracking Contracts

· Modifying a Contract

· Closing a Contract

3.1 Managing and Tracking Contracts

The status of the prime contract, contract activities, and contractor performance, including any deficiencies or corrective actions, is reviewed with the Project Manager monthly and with the SID Assistant Director on a quarterly basis.

The prime contractor’s schedule and management plans are used to monitor the prime’s progress on a monthly basis. 

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

3.1.1 Contractor Orientation

When the prime contractor begins work, the Prime Contract Manager and/or a functional manager provides the prime an orientation to the project and its current status, the project processes, and the administrative and facility information. The prime is provided a copy of the Vendor Handbook that describes the administrative details of invoicing, travel procedures, and deliverable submittal
.

The Prime Contract Manager also confirms all expectations with the contractor, such as work hours, on-site vs. off-site work, attendance at status meetings, and task oversight, as well as specific expectations for the products and services to be delivered.

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

3.1.2 Deliverable Management

Deliverable Expectation Documents (DEDs)

In many cases, the prime may be required to submit a DED for their deliverables. The DED describes the format, level of detail, approach, applicable standards, and specific acceptance criteria for the deliverable to ensure the project and contractor have a common understanding of the deliverable prior to the contractor beginning work on the item. DEDs may be waived for certain repeatable deliverables, such as monthly status reports, weekly status reports and meeting minutes. 

The prime develops the DED based on the project’s DED template. The project and prime meet to discuss the specific criteria and confirm expectations for the deliverable. The appropriate functional manager and Project Manager approve the DED that is used later during the deliverable review process. 

The DED is not considered a deliverable and is not associated with contractor payments.   

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

Deliverable Document Review and Approval

Deliverables are submitted to the Deliverable Monitor. The RFP/SOW describes the specific submittal requirements (e.g., number of copies, submission method, and media) for each deliverable. The Deliverable Monitor logs the deliverable in < MTS II >, opens an action item to track the deliverable review, and sends an email notification to the functional managers, Prime Contract Manager, and other appropriate individuals, notifying them of receipt of the deliverable. Where appropriate, the Project Sponsor, users and/or stakeholders may be involved in the deliverable review. 

The Deliverable Monitor forwards copies of the deliverable with a Deliverable Transmittal Sheet to the functional managers and assigned reviewers. Then transmittal sheet indicates the date received, the date review comments are due, the iManage number/document location, and who is authorized to approve the deliverable and includes a place for signatures. There are usually a fixed number of days (typically five) allocated for the deliverable review, unless otherwise described in the SOW or agreed to in a signed letter from the Project Manager.

If appropriate, the Prime Contract Manager may conduct a meeting to kickoff the review of the deliverable or may send an e-mail or instructions with the deliverable copy describing the objectives of the deliverable, the specific requirements f

or the deliverable, and any other applicable review or acceptance criteria to be used in the review, including the DED. 

The functional managers and reviewers determine if the deliverable meets the acceptance criteria specified in the DED and RFP/SOW/contract. All comments are consolidated and forwarded to the Prime Contract Manager with a recommendation for approval or rejection. If the deliverable is unacceptable, the reviewer notes the comments and actions to be taken on the Deliverable Transmittal Sheet, and may schedule a meeting to discuss the comments directly with the prime. All concerns and deficiencies are documented in a letter and sent to the prime. The prime must address the comments and re-submit the updated deliverable for approval. The rejection and rationale is noted in < MTS II >, and a copy of the rejection letter and all deliverable comments are retained in the project library.

If the deliverable is acceptable, the Project Manager signs the approval section of the Deliverable Transmittal Sheet and a letter for the prime indicating the deliverable has been accepted. 

A copy of the acceptance letter and the transmittal sheet are stored with the deliverable in the project library. < MTS II > is then updated to indicate the deliverable approval, and the deliverable is changed to read-only in < iManage >. For more information, refer to the Deliverable Management Process (iManage #xxxx). 

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

Non-Document Deliverable Review and Approval

The prime may also deliver non-document deliverables, such as hardware, Commercial-Off-The-Shelf (COTS) software and other tools or equipment. In these cases, a specialized deliverable review is performed to verify the deliverable meets the expectations established in the RFP/SOW/contract and has been correctly installed. 

In these cases, the Deliverable Monitor sends a copy of the Deliverable Transmittal Sheet to all appropriate reviewers, usually the appropriate technical staff and managers and Quality Management staff. The reviewers meet and review the delivered item against the defined specifications and RFP/SOW requirements to determine if the item is acceptable. Meeting minutes are used to record any comments or corrections that are then forwarded to the Prime Contract Manager with the Deliverable Transmittal Sheet. The process continues in the same manner as for document deliverables. 

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

Deliverable Metrics

The Deliverable Monitor and Quality Management staff work together to collect and analyze metrics which are used to monitor the deliverable process effectiveness and prime contractor performance. The following metrics are used. Refer to the project’s Quality Management Plan (iManage #xxxx) for more on how metrics are used to monitor and improve project processes. 

Table 1. Deliverable Metrics

	Metric
	Purpose

	Number of Late Deliverables
	Monitor prime’s ability to meet schedule

	Number of Days Deliverable is Late
	Monitor degree of lateness

	Number of Rejected Deliverables
	Monitor quality of prime’s deliverables

	Number of Days to Review Deliverable
	Monitor project’s ability to meet schedule


< Refer to Tailoring Guide for suggestions on entering project-specific information. >

3.1.3 Invoice Processing

All contractor invoices must clearly identify the products (deliverables) and service period for which the invoice is requesting payment. All invoices are sent directly to HHSDC’s Accounting Office. This office logs the invoice, begins the processing cycle and coordinates the actual payment with the SCO once all the appropriate approvals have been received. The Accounting Office retains the original invoice.

The California Prompt Payment Act (Government Code Section 927, et seq.) established a 45-day turnaround time for payment of undisputed invoices. The 45-day period begins when the invoice is received at HHSDC and ends when the check is sent from the SCO to the contractor. HHSDC has only 30 days to process the invoice and route it to SCO for payment. Within these 30 days, the project has only five business days to process the invoice and fax the response back to the Accounting Office. The remaining 15 days are allotted to SCO for processing the check request.

After logging the invoice, the Accounting Office routes a copy of the invoice to the project for review and approval. The project tracks progress of the invoice approval process in the < MTS II Invoicing module. > Upon receipt of the invoice at the project, it is routed to the Fiscal Analyst who verifies that the personnel, classifications, and rates in the invoice correspond to the terms in the contract. The Fiscal Analyst also verifies the Program Cost Account (PCA) codes are correct, if applicable.  If travel expenses have been included, the Fiscal Analyst verifies the contractor is authorized to bill for travel expenses, the necessary receipts are present, and the claims do not exceed the state’s allowable travel rates. The Fiscal Analyst also verifies there are no payment withholds or liquidated damages which must be deducted from the invoice. The invoice is then routed to the Prime Contract Manager.

The Prime Contract Manager verifies that all anticipated deliverables and services were provided and accepted for the requested period. If appropriate, the Prime Contract Manager also verifies any issues relating to payment withholds or liquidated damages have been reviewed and addressed. Next the Prime Contract Manager routes the invoice to the appropriate functional manager to verify the hours worked, deliverables received and tasks performed are correct and acceptable. The functional manager approves the invoice only if all deliverables and services have met their requirements and the expectations of the project. If all the information is correct and acceptable, the Prime Contract Manager routes the invoice to the Project Manager for final review and approval. If approved, the Prime Contract Manager faxes the approved paperwork to the Accounting Office, who then creates a check request. The Prime Contract Manager and/or Fiscal Analyst retain all invoice approval paperwork and supporting materials. 

If some or all of the deliverables or services were unacceptable, the Fiscal Analyst notifies the Accounting Office that the invoice is unacceptable and indicates why the invoice is being disputed. The Accounting Office sends a notice of invoice dispute to the contractor indicating why the invoice cannot be paid and what must be done or corrected. The 45-day processing clock stops when the Accounting Office sends the notice of invoice dispute to the contractor. After addressing the problems, the contractor re-submits an invoice for payment to HHSDC’s Accounting Office and the processing clock is reset and restarted. Refer to the Invoice Process (iManage #xxxx) for more information.

Invoice Metrics

The Fiscal Analyst and Quality Management staff work together to collect and analyze metrics which are used to monitor the invoice process effectiveness and prime contractor performance. The following metrics are used. Refer to the project’s Quality Management Plan (iManage #xxxx) for more on how metrics are used to monitor and improve project processes. 

Table 2. Invoice Metrics

	Metric
	Purpose

	Number of Days to Process Invoice
	Monitor project’s ability to meet deadlines

	Number of Rejected Invoices
	Monitor prime’s ability to submit correct invoices

	Actual Costs for the Period
	Monitor prime against their spending plan


< Refer to Tailoring Guide for suggestions on entering project-specific information. >

3.1.4 Contractor Performance Management

Status Meetings

At weekly project status meetings, the contractors discuss the status of the tasks/services and deliverables in work, upcoming tasks and any coordination needed for those tasks, and any concerns or problems that may delay delivery of the system. The Project Manager decides if the potential delay or performance issue is acceptable or unacceptable, and what steps need to be taken to resolve the issue.

The prime participates in monthly Executive Committee meetings to discuss the currents status of the contract and any high-level issues or concerns. 

The prime also may participate in meetings with the Project Sponsor, stakeholders and IV&V to discuss current status, impacts to the users, and any coordination needed. 

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

Status Reports

Contractors typically submit written monthly status reports. The written status reports include a discussion of planned and actual accomplishments and deliverables, hours and costs expended during the period and to-date, the current estimate to complete and any other required metrics as required by the SOW. If the contractor has issues, risks, or concerns, they also are included in the status report. 

Refer to Appendix B for the location of the Monthly Status Report template.  

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

Performance Reviews

The Project Manager and Prime Contract Manager meet with the contractor to discuss performance and contractual status, issues or concerns typically quarterly. In particular, the planned and actual cost and schedule values are compared and discussed, as well as any requirements which are not being met or are in danger of not being met. If appropriate, the Project Sponsor, users and/or stakeholders may be involved in the performance reviews and discussion of concerns.

Cost and schedule deviations of more than ten percent may require a corrective action plan, depending on the impacts to later activities and the schedule. Corrective actions are noted in meeting minutes and logged as action items in < MTS II >.  The status of corrective actions and their effectiveness is reported to the Project Manager at least monthly. 

Milestone reviews may be conducted at the end of each development phase to confirm the prime has met all expectations for the development phase and is ready to proceed to the next phase. This review is often used to summarize the results of the phase (e.g., design review and design documents) and to discuss how the next development phase will be performed. These reviews may coincide with a Go/No-Go decision to authorize proceeding to the next phase.

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

Problem Tracking

Problems and defects associated with the system are tracked in < MTS II >. Any problems identified are analyzed to determine the cause of the problem and cost and schedule estimates for the correction of the item are prepared. The prime must present a weekly schedule showing when the problems will be corrected and the status of any problems in analysis. All problem corrections must be tested and validated by the originator prior to being closed. Refer to the Problem/Defect Tracking Process (iManage #xxxx) for more information. 

Deficiency Reporting

Deficiencies are concerns or issues with the system or its associated deliverables related to the contract terms, particularly in the area of system performance, services and deliverables. Deficiencies typically are reported to the help desk and then forwarded to the Prime Contract Manager and Operations Manager for validation. If the potential deficiency is deemed valid, the prime contractor is notified and must address the problem and bring the item back into contractual compliance. Payments are withheld until the deliverable or service is considered acceptable. Deficiencies are recorded in the < MTS II > tracking system. Refer to the Deficiency Reporting Process (iManage #xxxx) for more information. 

If the deficiency remains uncorrected, the Project Manager may invoke the Dispute Resolution Process to force the issue. Refer to Section 3.1.5 for more information.

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

3.1.5 Dispute Resolution 

In the event there is a disagreement with a contractor, the Dispute Resolution Process may be invoked by either the project or the contractor. Disputes may arise from several areas including change control, deficiencies, configuration management, and invoice management. The project and contractor work to resolve any disagreements at the lowest level possible. However in the event of an impasse, the dispute process is triggered to ensure timely resolution to the item to avoid impacts to the project. 

The process involves formal notification of the dispute and a meeting is scheduled to resolve the issue. The meeting typically involves project representatives at the Project Manager, Legal, SID Assistant Director and HHSDC Director level (and the equivalent from the contractor’s organization). If the dispute cannot be resolved at this level or within the required timeframes, the item may be escalated to the Agency level for resolution. The Agency representative is ultimately responsible for resolution of the item. Refer to the Dispute Resolution Process (iManage #xxxx) for more information. 

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

3.1.6 Replacing Contractor Staff

Either the project or the contractor may propose a change to contractor staffing. To initiate a change, the prime completes the Staff Replacement Request Form and submits it to the Prime Contract Manager with a copy of any new staff resumes. The Prime Contract Manager and Project Manager review the request, rationale and any new resumes and determine if the proposed changes are warranted and if any new staff meet the minimum qualifications for the proposed position (as stated in the RFP). 

Proposed new or replacement staff must meet or exceed the qualifications of the person that they will be replacing in addition to the minimum staff classification and position requirements. In some cases, this may mean that multiple resources are required to replace the original person (due to differences in skill sets). If the Prime Contract Manager and Project Manager do not feel that the new staff have equivalent experience, they may reject the proposed person or negotiate a lower billing rate to reflect the difference. The functional managers may interview proposed key staff.

If the staff changes are approved, the Project Manager signs the request form and the Prime Contract Manager forwards the information to the ASP for review (In some cases, a contract amendment may be required to add the staff. Refer to Section 3.2). The ASP must give final written approval before the proposed staff can begin work for the project. The original approval letter is scanned into iManage and the paper copy is stored in the contract file. The Prime Contract Manager provides a copy to the contractor for their records.

If personnel are changed from one labor category to a different category, a Contractor Personnel Request Form and resume must be submitted to the ASP for approval prior to initiating work (under the different category). If personnel are changing within the same labor category to a different job position, a Contractor Personnel Request Form must be completed, however the change does not require ASP approval. The ASP receives an informational copy only for their files.

If the changes are not approved, the contractor may submit additional resumes for consideration until the appropriate staff are approved. If appropriate staffing cannot be found, the project may invoke the Dispute Resolution Process. 

When new staff join the project, they are provided an orientation to the project and required to sign confidentiality and conflict of interest statements. 

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

Staffing Metrics

The Prime Contract Manager and Quality Management staff work together to collect and analyze metrics which are used to monitor the staffing process effectiveness and prime contractor performance. The following metrics are used. Refer to the project’s Quality Management Plan (iManage #xxxx) for more on how metrics are used to monitor and improve project processes. 

Table 3. Prime Contractor Staffing Metrics

	Metric
	Purpose

	Number of Days to Process Staff Request
	Monitor project’s ability to meet deadlines

	Number of Departed Staff
	Monitor prime’s staffing turnover rate

	Number of New Staff
	Monitor prime’s staffing turnover rate

	Number of Prime Staff Vacancies
	Monitor prime’s ability to fill positions


< Refer to Tailoring Guide for suggestions on entering project-specific information. >

3.2 Modifying the Contract

3.2.1 Reasons for a Contract Change

A contract amendment is used to make minor modifications to the agreement between the state and the contractor. All contract amendments must be in writing and approved by all appropriate parties. The following are examples of events that would require a contract change:

· Changes to the contract period of performance (either reduction or extension)

· Changes to the dollar amount of the contract

· Change to the scope of work, such as new activities or tasks

· In some cases, changes to the contractor personnel (either additions or replacements)

If there is a significant change to the contract scope, tasks to be performed, staffing, contract duration, or cost of the contract, a modification is not appropriate. In these cases, an entirely new contract should be executed and the existing contract closed. If the total dollar amount of the contract changes, a change in encumbrance is also required and must be coordinated with the Accounting Office.

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

3.2.2 Enacting a Contract Change

The Prime Contract Manager, Legal staff, and the Project Manager must approve all contract changes prior to their execution. If the work is related to the tasks that are in the SOW, an amendment is appropriate to add new tasks. 

Before amending a contract, the Prime Contract Manager reviews the current contract to determine if any deliverables, due dates, personnel or evaluation criteria need to be updated based on the proposed changes. The Prime Contract Manager also considers if the proposed amendment may impact current services, in-progress deliverables or other contract provisions and consults with Legal staff regarding the proposed changes. 

An < MTS II > action item is used for tracking the progress of the amendment and its reviews. The Prime Contract Manager notifies the ASP that a contract change is being planned and confirms the current process and required approvals for an amendment. 

To amend the contract, the Prime Contract Manager updates the contract with the required changes and completes the Standard Agreement 2 form (available from the ASP). The Project Manager, ASP, and Legal staff must review and approve the amendment. After initial approvals have been received, the Prime Contract Manager reviews the draft amendment with the contractor to ensure the changes are clear. If the contractor proposes changes, the amendment must again be reviewed by the Project Manager, ASP and Legal.

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

Approving the Amendment

When all internal approvals have been received, the amendment is forwarded to the ASP for signatures. The amendment must go through the same approval process as when the contract was first executed, including the HHSDC Director and DGS. After the amendment has been executed, the ASP provides copies of the amendment to the project and the contractor. 

If the contract receives federal funding, the federal agency may need to approve the amendment. If the amendment involves a cost, the federal agency may need to see the revised cost allocation and rationale for allocation. The federal agency should be notified of pending amendments early, particularly if they are time-sensitive.

The ASP requires a minimum of five weeks to process contract amendments. No contractor may continue to work past the contract end date and no new work (specified in the amendment) may begin until the amendment is approved. A fully executed contract amendment is necessary for the contractor to begin performing its new/revised duties.

Once the amendment has been approved and copies received, < MTS II > is updated to reflect the changes, the amendment is scanned and placed in iManage and the amendment is filed in the project library. The approved changes are communicated to all appropriate and affected parties, including the users, stakeholders and Project Sponsor, as appropriate. 

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

Work Authorizations

Work authorizations are used to clarify work or to explicitly authorize the prime to perform specific tasks and services. Often work authorizations are used to address changes in legislation or regulation and high priority change requests. Work authorizations can only be used for work that is considered in scope. The RFP and contract describe the high-level approach to work authorizations. 

Typically the prime develops the work authorization based on the procedures in the contract and submits the work authorization to the project for approval. The work authorization describes the tasks and services to be performed, the required deliverables, specific due dates, the proposed cost for the services (if appropriate), and any specific acceptance criteria or special requirements. The Project Manager must approve the work authorization prior to the prime beginning work on the items. A copy of the work authorization is retained for the project library and the original signed copy is sent to the prime. 

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

3.3 Closing the Contract

A contract is closed when all work described in the SOW and contract is completed, when all contract dollars have been expended, or when the Project Manager (or other official of the Department) terminates the contract.

A contract is considered terminated when a letter of termination is sent to the contractor. Legal staff must review the termination letter before it is sent to the contractor. The provisions of the termination clause begin as of the date of the letter. The termination provisions are part of the ASP standard SOW template and are part of all contracts.

Approximately 30-60 days prior to the end of the contract, the Prime Contract Manager should review the status of contract activities and deliverables, and ensure the prime is on target to complete all obligations by the contract end date. At that time, an audit of < MTS II >, the contract file and library should be performed to ensure all contract documentation is complete and up-to-date. This enables the Prime Contract Manager to resolve any discrepancies before the prime leaves. 

The Prime Contract Manager works with the prime to schedule knowledge transfer and training sessions to assist with transition of the duties to state or follow-on staff. 

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

3.3.1 Contractor Final Reports

The last contractor deliverable, the Final Report, is usually combined with the contractor’s final monthly status report. The report summarizes the contractor’s accomplishments, the status of ALL contractor deliverables (including any ad‑hoc items not described in the original SOW), a financial summary (actual vs. budgeted), and a summary of any travel expenses (if applicable).

The Final Report should be submitted the week before the end of the contract. This is to allow the Prime Contract Manager time to review the report and discuss any deficiencies or open items with the contractor prior to the close of the contract. All deliverables in < MTS II > should be verified to ensure they were received or cancelled. Any overdue or pending deliverables or open items must be resolved prior to the end of the contract. No contractor may continue to work past the contract end date.

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

3.3.2 Contractor Evaluations

The Prime Contract Manager completes the Contractor Evaluation Form (DGS STD 4) and forwards it to the Project Manager for review. If a negative evaluation is made, a copy of the STD 4 must be forwarded to DGS within five days of the evaluation. This evaluation is considered confidential and must be marked and stored accordingly. The evaluation is sent to the ASP and a copy of the form with all pertinent contract notes is filed in the project library
.

Exit interviews may be conducted with the contractor to discuss the contracting experience, lessons learned, and general performance. The Exit Interview Form is completed by the Prime Contract Manager and included in the contract file for historical purposes.
3.3.3 Final Invoices

The prime submits an invoice covering the final hours and tasks completed under the contract prior to termination. The final invoice cannot be paid until the audit of the contract file (described above in Section 3.3) has been completed and all open issues from the audit, including any remaining payment withholds and liquidated damages, are resolved. 

After the final invoices have been paid, the Fiscal Analyst notifies the Accounting Office that any remaining funds may be disencumbered.
3.3.4 Archiving Contract Records

At the end of the contract, records must be archived according to the requirements established by these sections. Hardcopy records are retained in the project library. Electronic items are archived and are removed from the system according to the project records retention policy.

The Contract Manager updates < MTS II > to indicate the contract has been closed and all contractor staff are marked as inactive.
< Refer to Tailoring Guide for suggestions on entering project-specific information. >

4.  Contract Tracking Database 

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

4.1 < MTS II >

The project uses < MTS II > to help manage project contracts and deliverables. < MTS II is a project tracking and management database designed to capture, track and display a variety of different project information including issues, contracts, deliverables, personnel information and contractor deficiencies. The application provides standard database functions to add and delete items, as well as automated notifications and a historical events log. MTS II is an MS SQL database with an MS Access user interface. > The < MTS II > User Manual is located < in iManage (# xxxx) >.
No confidential or sensitive items are recorded in the database. Potentially confidential or sensitive risks are reviewed with Legal, prior to their being documented. 

4.2 < MTS II > Reports

The following are typical reports provided with < MTS II >.

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

4.3 Database Customizations

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

APPENDICES

Appendix A :  Glossary and Acronyms

The following table defines the key terms used in this report in alphabetical order.

	ASP
	Acquisition Services Program

	BPweb
	Best Practices web site (http://bpweb or http://www.bestpractices.cahwnet.gov) 

	CHHS
	California Health and Human Services Agency 

	Contract Amendment
	A change to the contract terms, including changes in scope, period of performance, key personnel, cost and billing rates.  

	Contractor
	A company or consultant who has been awarded a contract to provide services or products. 

	CSCR
	California State Contract Register

	Data Item Description (DID)
	A document that describes the specific requirements for a document. The format must be adhered to (unlike the DED which allows for some negotiation between the state and contractor). 

	DED
	Deliverable Expectation Document

	Deliverable
	Any tangible work (report, briefing, manual) produced by a project contractor, and required by the contractor’s contract/SOW to be provided to the state.

	Deliverable Expectation Document (DED)
	A document that presents an overview of what a certain deliverable will include. The DED is reviewed and approved by a state manager to ensure agreed-upon expectations are clearly defined before the deliverable is actually developed. The DED is not attached to any payment.

	DGS
	Department of General Services

	DOF
	Department of Finance

	FA
	Fiscal Analyst

	FM
	Functional Manager

	GC
	Government Code

	HHSDC
	Health and Human Services Data Center

	MS
	Microsoft

	MSR
	Monthly Status Report

	MTS II
	Management Tracking System II

	PCA
	Program Cost Account

	PM
	Project Manager

	Prime Contractor
	The contractor who has the primary responsibility for developing, delivering and/or integrating the system. The prime contractor may hire and oversee various subcontractors to complete the required work.

	SAM
	State Administrative Manual

	SCM
	State Contracting Manual

	SCO
	State Controller’s Office

	SID
	Systems Integration Division

	SOW
	Statement of Work

	Vendor
	A company or consultant offering to provide services or products or bidding on a solicitation. 


Appendix B :  Reference Documents

	SIDdocs

iManage #
	Title
	Date
	Author

	n/a
	California State Contracts Register (CSCR) website

http://www.cscr.dgs.ca.gov/cscr/ 
	-
	DGS

	2730
	Conflict of Interest Memo for HHSDC Employees and Contractors
	Apr 2000
	CDSS Legal

	n/a
	Customer Service System (CSS) website

https://cssweb.hhsdc.ca.gov/ 
	-
	HHSDC

	TBD
	Deficiency Management Process
	TBD
	< project >

	TBD
	Deliverable Management Process
	TBD
	< project >

	TBD
	Dispute Resolution Process
	TBD
	< project >

	n/a
	Government Code (GC) website

http://www.leginfo.ca.gov/cgi-bin/calawquery?codesection=gov&codebody=&hits=20 
	-
	-

	TBD
	Invoice Process
	TBD
	< project >

	TBD
	MTS II User Manual
	TBD
	IT

	n/a
	Public Contract Code (PCC) website

http://www.leginfo.ca.gov/cgi-bin/calawquery?codesection=pcc&codebody=&hits=20 
	-
	-

	n/a
	SID’s Best Practices web site (BPweb)

http://www.bestpractices.cahwnet.gov 
	-
	BPSG

	n/a
	State Administrative Manual (SAM)

http://sam.dgs.ca.gov/default.htm 
	Mar 2003
	DGS

	n/a
	IT Model Contract Modules

http://www.pd.dgs.ca.gov/modellang/ITModules.htm 
	-
	DGS

	n/a
	State Contracting Manual (SCM)

http://www.ols.dgs.ca.gov/Contract+Manual/default.htm 
	Mar 2003
	DGS

	
	Applicable Forms and Templates
	
	

	2129
	Contractor Exit Interview Form
	June 2003
	BPSG

	2130
	Contractor Personnel Request/Staff Replacement Form
	June 2003
	BPSG

	TBD
	Deliverable Expectation Document (DED) Template
	-
	BPSG

	2035
	Deliverable Transmittal Sheet
	May 2003
	BPSG

	n/a
	DGS Standard Form 4 – Contractor Evaluation

http://intranet.cahwnet.gov/overview/admin/asb/asb_publications.asp
or
http://www.osp.dgs.ca.gov/StandardForms/Default.htm 
	-
	DGS

	2733
	Document Approval Slip
	Dec 2003
	BPSG

	3345
	Final Report Template
	-
	BPSG

	n/a
	Form 700 Statement of Economic Interests

http://www.fppc.ca.gov/index.html?id=6 
	-
	FPPC

	2131
	Monthly Status Report (MSR) Format
	June 2003
	BPSG

	2732
	Notice of DED Acceptance
	Dec 2003
	BPSG

	2731
	Notice of DED Waiver
	Dec 2003
	BPSG

	2734
	Notice of Deliverable Acceptance
	Dec 2003
	BPSG

	2735
	Notice of Deliverable Deficiency
	Dec 2003
	BPSG

	n/a
	Standard Agreement 2

http://www.osp.dgs.ca.gov/StandardForms/Default.htm
	-
	DGS

	n/a
	Statement of Work (SOW) Template

http://intranet.cahwnet.gov/overview/admin/asb/asb_publications.asp 
	-
	HHSDC-ASP

	2495
	Vendor Handbook Template
	Dec 2003
	BPSG








� These processes may have been described in the Request for Proposal (RFP) and/or contract. The processes in the Vendor Handbook are meant to elaborate on the process descriptions. In case of a conflict, the RFP and contract take precedence.


� Section 9.09, item A.9 of the State Contracting Manual indicates the evaluation forms are not considered public record and should not be kept in the contract file. 
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