DOT COTR BASIC Training Detailed Course Outline


Detailed Course Outline

Items shaded in grey are information about the course of instruction and are not items of instruction.

Instructor notes are italicized.
Day 1 • 8:00 – 8:45 a.m.

Lesson 1: Course introduction

1.1 Objectives

1.2 Format

1.3 Hours of Attendance

1.4 Class ground rules

1.5 Instructor introduction

1.6 Participant introduction

Day 1 • 8:45 – 10:30 am

Lesson 2: Universal Rail Case Study

· Customized for DOT

· Based on Tren Urbano Rail Transit Project (FTA)

· Gateway case
· Purpose:
· Tees up the need for good contract management as a part of good project / program management

· Uses roles e.g., program executive, contracting officer, COTR to provide different points of view

· Intent is to have participant explore the issues in the case to establish context for learning

Day 1 • 10:30 – 11:30

Lesson 3: A Framework for Government Contracts

Module Objectives

Provide participants with an understanding of what a contract is

Provide participants with an understanding of what elements are required to create a legally binding agreement

Allow participants to explore the difference between private contracts and public contracts
3.1 Pre-test

3.2 What is a Contract

3.2.1 A contract is a promise or a set of promises for the breach of which the law provides a remedy or in some way recognizes a duty [Restatement on Contracts 2 ed.]

Instructor should discuss the meaning of promise

Instructor should emphasize the fact that contracts are legally enforceable

3.3 How are Contracts Formed

3.3.1 Elements of Contract Formation

· Offer

· Acceptance

· Consideration

· Legal Purpose

· Capacity (Authority) of the Contracting Parties

Instructor should address each element individually

Specific emphasis should be given to the last two elements since legal purpose is driven by the congressional appropriations and capacity is driven by the chain of contracting authority

3.4 Workshop: How Are Government Contracts Different?

Objective: Get the participants to draw on their knowledge of private contracting and government contracting to explore the specific differences inherent to government contracts

Instructor should facilitate a discussion with the participants by asking how federal contracting is different

Capture responses on the whiteboard or chart paper

Steer the discussion toward the areas of contracting authority, the role of congressional appropriations, and the acquisition process as a way of managing the contract formation elements of offer, acceptance and consideration

Day 1 • 12:30 – 2:00 pm
Lesson 3: A Framework for Government Contracts (continued)
3.5 Building Blocks for Understanding Contracts

Objective: To provide an understanding of the framework that governs federal contracting; to explain to the participants how contracts operate to exchange goods and services for money

Lesson 4: Building Blocks for Understanding Contracts

4.1 Pre-test

4.2 Contracting Authority

4.2.1 Contracting authority is implied in the U.S. Constitution (Tingey v. US)

4.2.2 Contracting authority can be regulated by Congress under the residual powers clause of the constitution (Article I, Section 8)

4.2.3 Congress has regulated contracting through several statutes

· Federal Property and Administrative Services Act

· Office of Federal Procurement Policy Act

· Competition in Contracting Act

· Federal Acquisition Reform Act

· Federal Acquisition Streamlining Act

Instructor should just mention here briefly; more extensive discussion will occur later in context
4.2.4 Discuss concepts of agency and authority

· Express authority

· Implied authority

· Apparent authority

· Not applicable to federal contracting

4.2.5 Congress grants contracting authority to the Agency Head in the enabling legislation

4.2.6 Chain of Authority

· Sr. Procurement Executive (identify and discuss role)

· Heads of Contracting Activities (identify and discuss role)

· Contracting Officer (CO)

· Discuss Role

· Discuss Clinger-Cohen Requirements

· Point out that Contracting Officer authority is express and implied

· Contracting Officer’s Technical Representative (COTR)

· Discuss Role

· Discuss agency requirements

· Point out that COTR authority is granted by the CO

· Letter of Appointment

· Cannot equal or exceed COs authority

4.3 Legal Purpose

4.3.1 Congress also exercises appropriations authority (Article I, Section 9)

4.3.2 Discuss Anti-deficiency Act

· Can’t spend money not appropriated

· Can’t spend money for purposes other than appropriated

4.4 Government Rules of Contract Formation

4.4.1 Provide an overview of the primary tenets of acquisition

· Competition Requirements (CICA)

· Socio-economic Requirements (8a, set-asides, etc.)

· Role of the FAR and the TAM

4.4.2 Provide an overview of the acquisition process

· General process overview

· Distinguish among contract placement methods

· Simplified

· GSA schedule and other ID/IQ contracts

· Sealed bidding

· Negotiations

4.5 Function of Contracts

4.5.1 Coordination

· Delineates the rights and obligations of both the Government and the contractor

· Instructor should go through the Uniform Contract Format in detail and explain how each section communicates the contractual requirements to both parties

4.5.2 Allocation of risk between the parties

· Risk Allocation

· Define risk as an uncertain event or condition that, if it occurs, has a positive or negative impact on the project’s objectives [Guide to the Project Management Body of Knowledge 3d ed.]

· Types of risk

· Cost

· Schedule

· Technical

Instructor should discuss when the contractor should bear these risks and when the government should bear these risks

4.6 Types of Contracts

4.6.1 Fixed Price Family (FFP, FP w/ EPA, FPI, FP/AF)

4.6.2 Cost Reimbursement Family (CPFF, CPIF, CPAF, Cost No Fee, Cost Sharing)

Instructor should relate the contract type back to the discussion on who bears the risk and show when the contractor bears the risk and when the government bears the risk (Contract Pricing Reference Guide)

4.7 Exercise: Choosing a contract type

4.7.1 Instructor will divide the class up into teams and give each team a different acquisition scenario

4.7.2 Based on the scenario, each team must come to consensus on which contract type is most appropriate

4.7.3 Each team will brief the class and must be prepared to explain its position
Day 1 • 2:15 – 4:00
Lesson 4: Building Blocks for Understanding Contracts (continued)
4.8 Authority and Responsibility of the COTR

Objectives:
Outline for the participants the specific responsibilities expected of the COTR

Outline for the participants the requirements for professional responsibility

Relate contract management to project management

4.9 Review of the Acquisition Process Overview from the contract formation sub-module

4.10 Overview of the 18 COTR duties outlined in the FAI COTR Blueprint

4.11 Ethics

4.11.1 General Government Statutes on Ethics

4.11.2 Office of Government Ethics Standards of Conduct Regulation

4.11.3 Procurement Integrity Statutes

· Who is a procurement officials

· Protecting Source Selection Sensitive Information

· Prohibition against contractor compensation

· Post-government employment restrictions

4.12 Project Management

The instructor should use the following module to make it clear to the participants that contract management is integral to project management.

4.12.1 Project Management Overview

· What is a project?

· What is project management?

4.12.2 Project Management Body of Knowledge (PMBOK)

· ANSI-standard for project management

· Standard against which professional certification is granted

· Applicability

· Government extension

· DOD extension

· Organization of the PMBOK

· PMBOK process groups

· Initiating projects

· Planning projects
Acquisition planning
Procurement planning

· Executing projects
Solicitation and Source Selection

· Monitoring and Controlling
Contract Administration

· Closing Projects
Contract Closeout

Day 2 • 8:15 – 9:30 
Lesson 4: Building Blocks for Understanding Contracts (continued)
4.13 Pre-test

4.14 Contractual Obligations

4.14.1 Fixed Price Contracts

· Certain performance

· Both parties must comply with contract terms and conditions

4.14.2 Cost-Reimbursement Contracts

· “Best Efforts” (Instructor should mention the Limitation of Cost clause, which should be covered in detail later)

· Both parties must comply with contract terms and conditions

4.15 Contract Changes

4.15.1 Changes Clause

· Objective: explain to participants the concept of an in-scope contract change
· Detailed walk-through of the Changes clause

· Fixed price

· Cost reimbursement

· Instructor should emphasize the point that only the contracting officer may change the contract

· Instructor should let the participants know that the COTR’s role in the change process will be discussed in detail shortly

4.15.2 New Procurement

· Objective: Help participants distinguish between in-scope changes and new procurement

· New procurement is not in the current scope

· Additional quantities or follow-on work unless options are present

· New procurement requires that CICA be followed

4.15.3 COTR Duty 13: Stop Work Orders

· Objective: Participants will be able to identify tasks that the COTR will be required to perform to ensure the work stoppage is processed accurately

· Identify potential conditions to Stop Work

· Correctly recognize conditions under which a Stop Work Order might occur

· Recognize Government circumstances

· Recognize Contractor circumstances

· Recommend a Work Stoppage to the CO

· Recommend the most cost effective or practical solution to the problem, in terms of the program requirement

· Issue (or assist the CO in issuing) a Stop Work Order

· Process a Stop Work Order when authorized by the CO

· Assist in any discussions with the contractor
· Recommend when work can be resumed

4.15.4 Modifications

· Objective: Participants will be able to identify key tasks the COTR will be required to perform in the modification process

· Identify the need to change the contract

· Identify circumstances impacting performance to make appropriate changes under the contract

· Examples of circumstances

· Prepare the Technical Analysis

· Identify the reason for change

· State if the proposed change was within the scope of the contract

· State if the proposed change was not already covered by the technical requirements of the contract

· State the impact of the proposed change on price, delivery, and performance

· Assist the CO in Negotiations

· Research information

· Prepare the pre-negotiation position

· Develop negotiation strategies

· Conduct the negotiation for changing the contract

· Assist CO with the technical aspects of contract modification negotiations

· Provide response to contractor only when authorized by CO

4.15.5 Options

· Objective: Participants will recognize tasks the COTR will be required to perform to ensure the option is processed accurately

· Identify Available Options

· Exercise options prior to the date(s) for exercising them

· Exercise in accordance with the terms and conditions of the contract

· Determine the Need for Additional Supplies, Services, or Time

· Include all information in determination
· Government requirements
· Advantages
· Technical impact and value
· Funding availability

· Consider option if there is existing need for the Government’s requirement or additional time; consider option if there are funds available to exercise the option

· Research the Market Place for the latest pricing information

· Indicate latest pricing and industry trends

· Be relevant to the requirement

· Consider factors

· Economic price adjustment clause

· Need for continuity of operations

· Potential cost of disrupting operations

· Document the File and Provide Written Data to the CO

· Indicate if option should be exercised

· Support the decision to exercise the option

· Include written documentation

· Rationale for exercising the option

· Option period as stated in contract

· Technical evaluation that indicates the option meets the Government’s requirement

· Funding document or form that certifies that the funds are available to exercise the option

4.15.6 Constructive Changes/Unauthorized Commitments

· Definition of a constructive change and unauthorized commitment: acts or omissions that go beyond the authority of the CO or COTR

· Over-inspection

· Improperly interpreting specifications

· Failure to act

· Distinction between a constructive change and an unauthorized commitment

· In the case of a constructive change, the act could have been processed under authority contained in the contract; unauthorized commitments go beyond the scope of the contract

Instructor should provide the participants with the DOT process to ratify a constructive change/unauthorized commitment

Day 2 • 9:45 – 1:15 pm

4.15.7 Formal Contract Remedies

· Claims

· Definition

· How claims are resolved

· Disputes

· Definition

· How claims become disputes

· How disputes are resolved
· ADR

· DOTBCA

· Court of Federal Claims

· COTR Duties

· Objective: Participants will be able to define tasks the COTR will perform to complete the Claims duty

· Notify the CO of potential disputes

· Identify disputes
Complex projects may form from troublesome interrelationships
Lengthy contract documents and numbers of revisions can create misinterpretations
Unforeseen conditions may cause disagreements between contractor and government, i.e., changing weather conditions may disrupt delivery schedules
Well-intended actions can create out of scope changes

· Identify disagreements
Payment of invoices
Settlement of contract claims
Reinstatement of a previously terminated contract
Termination of a breached contract for default
Acceptance or rejection of nonconforming items

· Assist the CO in resolving disputes
Prepare supporting documentation
Support resolution of the dispute
Participate in ADR procedures
Support Government’s position

4.15.8 Termination

· Termination for Convenience

· When used

· Termination settlement

· Termination for Default

· When used

· Failure to perform

· Failure to make progress in a way that endangers performance

· Failure to comply with a material term of the contract

· Default termination process

· Cure notice

· When used

· Show cause notice

· Termination notice

· Contractor appeal

· COTR Duties: Termination

· Objective: Participants will be able to identify termination situations and assist with terminations procedures when requested by the CO.

· Identify the Event(s) that Cause Termination of a Contract

· No longer a need for the item or service called for under the contract

· Funds are not available for continued contract performance

· Impossible for contractor to perform as specified in the contract

· Radical change in the requirement that goes beyond contractor expertise

· Notify CO of Possible Contract Termination

· Provide CO with sufficient information to support pursuing the appropriate termination procedure

· Clause of contract impacted

· Specific failure of the contractor and reasons provided by the contractor for such failure

· Availability of supplies or services from other sources

· Urgency of the need

· Degree of indispensability of the contractor

· Impact termination on availability of funds

· Other pertinent facts and circumstances

· Assist the CO with Termination Proceedings

· Create a settlement document

· Reasons for terminating

· General principles related to the settlement of any settlement proposal, including the contractor’s obligations under the termination clause

· Extent of termination

· Status of any continuing work

· Obligation of the contractor to terminate subcontracts and general principles to be followed in settling subcontractor settlement proposals

· Names of subcontractors involved and dates that the termination notices were issued to them

· Contractor personnel handling review and settlement of subcontractor settlement proposals and the methods being used

· Arrangements for the transfer of title and delivery to the Government of any materials required by the Government

4.16 Reflective Writing

4.16.1 Participants take 5 minutes to identify three major concepts that they believe are important to them as COTRs

Instructor should facilitate a 10 minute discussion using participant observations to review key topics covered to this point

Lesson 5: The COTR’s Role in Acquisition Planning

5.1 Pre-test: COTR’s role in the acquisition process

5.2 Overview of Acquisition Planning

5.3 COTR Duty 1: Work Packages
Objective: Participants will be able to identify tasks the COTR will perform in order to prepare a requirements package

5.3.1 Develop the Requirements Document

· Identify and apply all methods to determine the Government’s needs for supplies and services

· Identify the Needs of the Government

· Perform Market Research

· Define the Requirement

· Identify a required or mandatory source

· Only complete the purchase using a required or mandatory source when it meets the minimum needs of the Government

· Identify sources of information on further needs

· Identify all relevant sources of information readily available and extract data necessary for determining a government need

5.3.2 Perform market research related to the program objectives and tasks

· Comply with the requirement in the FAR 7.102 to conduct market research for all acquisitions. Select the most effective marketing techniques.

· Comply with the requirement at the FAR10.001(a)(3)(i) to determine if sources are capable of satisfying the agency’s requirement

· Comply with the requirement at FAR 10.001(a)(3)(ii) to determine if commercial items or non-developmental items other than commercial items are available

· Comply with the requirement at FAR 10.001(a)(3)(iv) to determine the practices of firms engaged in producing, distributing, and supporting commercial items

5.3.3 Develop specification or statement of work

· Performance

· Functional

· Design

5.3.4 Prepare a Surveillance Plan

· Addresses how Government will monitor a contractor’s performance

· Written in accordance with the format, forms, guidelines, quality control, and quality assurance specified in agency policy

· Includes award/fee plans, as appropriate

5.3.5 Prepare a Government budget estimate

· Should be independent, complete, and accurate

· Describes program needs

· Identifies and sequences tasks to accomplish overall objectives for each sub-objective

· Identifies sub-objectives and project office for each task

· Identifies resources needed

· Estimates length of time per task

· Accurately reflects available data on the project

· Lists probable line items and the probable quantity, cost, and procurement milestones for each

· Describes and is based on factual information

· Must be sufficiently presented for use in comparison with any offer or cost and pricing data received

5.3.6 Prepare Evaluation Factors-Formulas for price and criteria for technical evaluations

· List typical price-related factors included in a solicitation

· Costs of Government-furnished property

· Options

· Lease vs. purchase

· Transportation costs

· Other costs

· Identify criteria for evaluation factors

· Assist the Source Selection Authority (SSA) with technical aspects of formal source selection plans, such as the identification of technical evaluators

5.3.7 Obtain all necessary concurrence and approvals to finalize work packages

· Ensure the work package is completed

· Current, accurate, and complete

· Contains all necessary authorizations

· Contains all funding commitments and includes justifications for any restrictive requirements

· Includes a source list that has considered small business, 8(a) firms, and other soci-economic programs

5.4 COTR Duty 2: Government Property
Objective: Participants will be able to list tasks the COTR is required to perform when making Government property recommendations to the CO

5.4.1 Identify Government Property for Proposed Procurements

· Consider recommendations from other Government officials

· Review acquisition histories of similar procurements

· Review reports on existing property inventory

· Identify if the Government property for the proposed procurement will be:

· Furnished by the Government to the contractor for use under the Government contract

· Purchased by the Government for the contractor to use under the Government contract

· Acquired by the contractor for use under the Government contract

5.4.2 Notify the CO in writing of Government Furnished Property

· Include all relevant factors necessary for justifying the use of Government property as an integral part of the procurement

· Specify time requirements for acquiring property

· Address issues specific to the type of Government property, i.e., GFP Issues; Contractor Acquired Property Issues

5.5 Exercise: Major Case Study Part 1

Students will be given a Statement of Work for a fictitious procurement

· Task is to develop a procurement strategy

· Procurement Strategy
· Sources
· Source Selection
· Competition
· Contract Type
· Government-Furnished Property/Information
· Acceptance Criteria
· Warranties and Data Rights

5.6 Reflective Writing

5.6.1 Participants take 5 minutes to identify three major concepts that they believe are important to them as COTRs

Instructor should facilitate a 10 minute discussion using participant observations to review key topics covered to this point

Day 2 • 1:15 – 4:00 pm
Lesson 6: The COTR’s Role in Contract Formation

6.1 Pretest: The COTR role in Contract Formation

6.2 Overview of the Solicitation and Source Selection Process

6.3 COTR Duty 3: COTR Role in Proposal Evaluation and Source Selection
Objective: Participants will be able to list tasks that the COTR will be required to perform to provide appropriate technical assistance

6.3.1 Provide Pre-Solicitation Assistance to the CO

· Develop specifications of the SOW

· Ensure IGF are not included in the requirement

· Develop Dollar Value Budget Estimates

· Secure necessary approvals on funding documents and other documents that require approvals

· Suggest sources

· Develop Technical evaluation criteria for the solicitation

· Chair the Technical Evaluation Panel

· Prepare a Justification for Other than Full and Open Competition, if necessary

· Prepare a written summary of the work statement to be used for synopsis

· Provide technical analysis to clarify technical information in the contractor’s proposal

· Provide guidance on complying with environmental programs in the procurement

· Draft answers to questions about the delivery or performance schedule

· Participate in the pre-bid and pre-proposal conferences

· Advise COs on amending or canceling the solicitation prior to opening bid or closing date of the RFP

· Prepare revised terms and justifications for the schedule, where necessary

· Refer all calls and correspondence from potential offerors to the CO

6.3.2 Provide Evaluation and Award Assistance to the CO

· Chair or serve as a member on TEP and/or preparing findings and recommendations

· Assist in preparing and conducting reference checks and evaluating a contractor’s past performance

· Participate in fact-finding sessions

· Assist in preparing for negotiations

· Participate in discussions with offerors

· Prepare technical evaluations of Best and Final Offers

· Apply standards of responsibility related to agency requirements and the contractor’s past performance and integrity

· Evaluate the contractor’s proposed subcontracting plans, make-or-buy programs, technical skills, equipment, and facilities

· Participate in debriefings of unsuccessful offerors

· Gather facts or prepare justifications on technical issues in protests

6.4 Exercise: Major Case Study Part 2

Student teams will be given a source selection evaluation report for a fictitious procurement

6.4.1 Task is to make a best value source selection using the source selection criteria developed in Part 1 of the exercise

6.4.2 Teams must brief and defend their source selection decision to the rest of the class

6.5 Reflective Writing

Participants take 5 minutes to identify three major concepts that they believe are important to them as COTRs

Instructor should facilitate a 10 minute discussion using participant observations to review key topics covered to this point

Day 3 • 8:15 – 9:30 am

Lesson 7: The COTR’s Role in Contract Administration

7.1 Pretest

7.2 Overview of FAR Part 42: Contract Administration Tasks

7.3 COTR Duty 4: Creating a Work-plan

Objective: Participants will be able to outline tasks required of the COTR to prepare a Work Plan

7.3.1 Accept/Reject Delegated Duties in Appointment Letter

· Identify scope of responsibilities from the Letter and Relevant Documents

· Identify areas that may have been omitted in the Letter

· Identify problem areas with scope of delegations

· Notify CO of Acceptance or Rejection

7.3.2 Establish files which support actions under contract

· Provide a complete background as a basis for informed decisions at each step in the acquisition process

· Support actions taken

· Provide information for reviews and investigations

· Furnish essential facts in the event of litigation or congressional inquiries
7.3.3 Develop and follow a COTR Work Plan

· Include Administration Information

· Consider Historical Factors

· Determine the Technique to be used for Monitoring the Contract

· Determine How to Document Performance Under the Contract

· Identify Areas of Concern or Conflict

· Prepare the COTR Work Plan

7.3.4 Notify the CO of problems

· Telephone

· Letter

· Meeting

· Email

7.4 COTR Duty 5: Post-award Orientation

Objective: Participants will be able to define COTR tasks in the critical role of successful post-award orientations.

7.4.1 Develop a Discussion Paper for the CO’s Preliminary Briefing

· Prioritize all performance issues

· Select the issues at greatest risk to performance

· Develop solutions or other recommendations

7.4.2 Participate in the CO’s Preliminary Briefing

· Understand roles and responsibilities

· Understand agency past performance file

· Understand performance-based service contracting

· Understand procedures for task order contracts

7.4.3 Participate in the Orientation

· Provide guidance in areas of expertise

· Respond to questions

· Identify further action items

7.4.4 Review a Report of the Post-Award Orientation

· Recognize names and affiliations of all participants

· Document main points discussed an all agreements reached

· Identify areas requiring resolution

· Record names of participants assigned responsibility for further actions

· Complete dates for the actions

7.4.5 Complete Assigned Action Items

· Provide copies of all correspondence, memorandums, and other material covering the action items to the CO for the contract file

7.5 Exercise: Major Case Study, Part 3

7.5.1 Based on the source selection decision each team made in Part 2 of the exercise, each team will prepare a short COTR work-plan, which must address the following:

· Determine the Technique to be used for Monitoring the Contract

· Determine How to Document Performance Under the Contract

· Identify Areas of Concern or Conflict

Day 3 • 9:00 – 11:30
Lesson 7: The COTR’s Role in Contract Administration (continued)
7.6 COTR Duty 6: Government Property Administration

Objective: Participants will be able to identify tasks performed by the COTR to ensure that Government property is properly transferred, used and disposed of

7.6.1 Supervise initial transfer of Government property

7.6.2 Monitor contractor’s use of Government property

7.6.3 Monitor disposition of Government property

7.7 COTR Duty 7: Monitoring Contract Performance

Objective: Participants will be able to identify tasks performed by the COTR in order to document a contractor’s performance and prepare a technical analysis to ensure monitoring success

7.7.1 Respond to requests from contractors

· Comply with contract requirements

· Provide responses in complete, timely manner

· Forward any requests outside the scope to the CO

· Conduct in accordance with the methods specified in contractual obligations

7.7.2 Resolve constructive changes

· Prepare technical analysis for all constructive changes and should be sufficient to support the CO’s final decision

7.8 COTR Duty 12: Delays

Objective: Participants will be able to list tasks performed by the COTR to assist the CO with a delay under the contract

7.8.1 Identify and verify a delay in performance under the contract

· Identify all delays impacting the delivery or performance schedule

· Contractor fails to perform in accordance with the delivery or performance schedule in the contract

· Government caused the contractor to stop performing

· Obtaining feedback from Government individuals responsible for monitoring the performance and/or delivery schedule

· Reviewing the notice and supporting documents from the contractor regarding the delay

· Reviewing the contractor claim regarding the delay

7.8.2 Notify the CO of the technical impact of the delay
· List of persons with factual knowledge of the delay

· Description of the delay

· History of performance, indicating: when work under the contract began; when work deviated from the performance; when the work stopped

· Information that would support whether the delay was excusable
· Contractor’s progress to date and the remaining obligations

· Estimate of a reasonable period of additional time to perform

· Potential alternatives and resolution. Pros and cons of each such alternative.

7.8.3 Assist the CO in evaluating the contractor’s response

· Substantiate the evidence of the delay

· Substantiate the costs associated with the delay

· Demonstrate that the delay was unreasonable

· Demonstrate that the delay was void of any current or commingled delays
7.9 Special Topics in Services Contracting

7.9.1 Avoiding Personal Services

· Regulatory prohibition against acquiring personal services

· Exceptions

7.9.2 Pellerzi criteria

7.9.3 Steps to avoid personal services

· Acquisition

· Contract Administration

7.9.4 Inherently Governmental Functions

· Definition of IGF

7.9.5 Steps to avoid contracting for IGF

7.10 COTR Duty 9: Documenting Past Performance
Objective: Participants will be able to list the tasks performed by the COTR when documenting a contractor’s performance in the past performance file

7.10.1 Document performance information

· Identify, classify, and record past performance information

· Formal evaluations

· Documentation

· Ratings

· Notify interested parties
· Provide adequate documentation to support other authorized officials

· Maintain evaluations

· Retain past performance information as required by the FAR and agency policies

7.11 Exercise Major Case Study, Part 4

Based on the source selection decision each team made in Part 2, the teams will be given a contract administration problem. Teams must:
· Identify the problem

· Identify which aspects of the COTR duties apply

· Propose a solution to the rest of the class

Day 3 • 12:30 – 2:00 pm
Lesson 7: The COTR’s Role in Contract Administration (continued)
Major Case Study (continued)

7.12 COTR Duty 8: Inspection and Acceptance
Objective: Participants will be able to identify required tasks the COTR will perform to ensure that acceptance/rejection of non-conformances is processed accurately

7.12.1 Inspect products or services

· Conducted in order to identify non-conformances

· Based on compliance with contractual terms and conditions

7.12.2 Recommend acceptance

· Non-conformance

· Time of acceptance

· Point of acceptance

· Transfer of ownership

· Evidence of final inspection or acceptance

· Finality of acceptance

7.12.3 Recommend rejection

· Include sufficient data to support a written rejection notice of nonconforming supplies or services

7.12.4 Assist the CO in evaluating the contractor’s reply to rejection notification

· Provide advice concerning safety and performance

· Evaluate if acceptance of the supplies or services would be in the Government’s best interest after repair, correction, or price adjustment is made

· Provide supporting rationale for rejecting or accepting the contractor’s proposal

· Attend any negotiations to respond to contractor’s positio
7.13 COTR Duty 15: Remedies
Objective: Participants will be able to list tasks required to be performed by the COTR in order to recommend the formal contract remedy to the CO

7.13.1 Notify the CO of performance failures

· Document the contractor’s failure to perform

· Anticipated or actual late delivery

· Failure to control costs

· Unsatisfactory performance

· Nonconforming supplies/services

7.13.2 Provide technical assistance to the CO

· Prepare documentation supporting Government’s position

· Attend meetings

· Provide technical advice and analysis for delinquency notices

· Calculate liquidated damages

· Prepare written rejection notices

· Determine warranty provisions

· Review contractor’s responses

Day 3 • 2:15 – 4:00 
Lesson 7: The COTR’s Role in Contract Administration (continued)
7.14 Contract Payment

Objectives: Participants will be able to identify tasks the COTR will perform to ensure that payment is processed accurately

7.14.1 Accept the payment document for processing

· Check the invoices to ensure that the billing office has annotated the actual date of receipt

· Identify any missing elements

7.14.2 Calculate payment amount

· When necessary, document the decision on the amount to pay against an invoice

7.15 Contract Closeout

Objective: Participants will be able to identify tasks the COTR will perform to close-out a contract and submit the completed contract file to the CO

7.15.1 Close-out contract files

· Identify any outstanding claims or disputes

· Recommend de-obligation of excess funds

· Dispose of Government property

7.15.2 Submit file to CO

· Verify the contractor has delivered all required supplies or services and that the Government has inspected and accepted them and all existing option periods have expired

· Verify a notice of complete contract termination has been issued to the contractor

Lesson 8: Wrap-up

8.1 Reflective Writing: 3 most important concepts about Contract Administration

8.2 Post-test

8.3 Course Evaluation

Learning Goals

The COTR BASIC course has the following overall learning goal:

By the end of the course, participants will be prepared to continue developing the business management skills necessary to be a successful COTR.

To support the overall learning goal, the COTR BASIC course will achieve the following terminal learning objectives. By the end of the course participants will:

· Understand the role of contract management within the larger context of project management; (Foundational knowledge, Integration, Human Dimension)

· Understand the roles and responsibilities of, and the relationships among the key participants in the acquisition planning, contract formation, and contract administration processes; (Foundational knowledge, Integration)

· Acquire sufficient knowledge of the DOT acquisition process to be able to perform the duties of a COTR; (Foundational knowledge)

· Be able to apply the skills required to perform the duties of the COTR in the acquisition planning, contract formation, and contract administration processes: and (Application)

· Know where to acquire additional information that will support the performance of COTR duties in the acquisition planning, contract formation and contract administration processes.
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