CLOSEOUT TRANSFER CHECKLIST (CONTRACTS)

	Contractor Name

PoP End Date:

Contract No./Order No.

Contract/Order Amount

GSA/Parent Contract #

POC/Contracting Officer



	Instructions: Insert an 'X' or 'N/A' for Every Item in the column applicable indicating "physically complete" (FAR 4.804-4).

GREEN or \:  the Agency Closeout Contractor will coordinate with appropriate person(s) to ensure the document(s) is in the file and ready for closeout.  
Red or X:  Can provide to Contractor before receipt.  Government Contracting representative must provide item to Contractor within noted timeframe.

	Item #
	DESCRIPTIONS


	Fixed Price Kt,PO,DO,TO
	BPA

/IDIQ Base 
	Inter

Agency
	Cost Type

and  T&M
	NOTES

	
	
	≤ SAT
	> SAT
	
	
	
	

	1
	Final Deliverable: (Located in File/Electronically indicated in system only)

	
	
	
	
	
	

	2
	Period of Performance (PoP): (PoP ended)


	
	
	
	
	
	

	3
	Technology Reports: (Located in File)

	x
	
	
	
	
	

	4
	Contracting Systems:  (CMM, FPDS data is finalized)


	x
	
	
	
	
	

	5
	Award File: (Located in File)

	
	
	
	
	
	

	6
	Classified Materials:(as applicable)


	
	
	
	
	
	

	7
	Government Property/Information:  (Located in File)
	
	
	
	
	
	

	8
	Financial Reconciliation: 
Invoices and Contract Amounts Reconciles:  Yes / No
Insert amount of  FEE withheld for reserve: $ 


Amount of Unliquidated Funds (ULO)          $ _____________
	A
	
	
	
	
	

	9
	Past Performance:  (Located in File)
NOTE: Must provide to Closeout Contractor within 90 days after transfer
	
	
	
	
	
	

	10
	COR Statement of Completion:
	
	
	
	
	
	

	11
	Contractor’s Release: (Located in File)

	
	
	
	
	
	

	12
	Litigations or Appeals: (as applicable)
 
	
	
	
	
	
	

	13
	Termination: (Located in File) (as applicable)

	
	
	
	
	
	

	14
	Contract Audit:
	
	
	
	
	
	

	15
	Contract Transfer Notification: (See Appendices)


	
	
	
	
	
	

	
	
	
	
	
	
	
	

	CHECKLIST SUBMITTED BY: 
CO/CS Signature

Date
RECEIVED BY CLOSEOUT Kr:

Name/Signature

Date
CLOSEOUT CO CONCURRENCE IF > SAT: 
Closeout CO Signature

Date


	

	

	CO/CS Comments and Special Instructions, if applicable:  

	______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________


Instructions:

CO(s) must comply with the content of the checklist when transferring files to the Contractor.  The contract administration office is responsible for initiating (automated or manual) administrative closeout of the contract after receiving evidence of its physical completion - FAR 4.804-5(a).
	1
	Final Deliverable: (Located in File)
Forms: DD 250/local form: Inspection & Acceptance is  indicated on Report

Electronic: ≤ SAT GRA 103 & 105 Checked (in system only) Email from COR/Technical Monitor has received and considers product acceptable and in compliance with the award document
	FAR 4.804-4(a)(1)

	2
	Period of Performance (PoP):

POP ended & options provisions have expired or
CO documentation regarding unexercised options located in the file.
	FAR 4.804-4(a)(1)

	3
	Technical Reports: (Located in File)
Forms: Final NF1679/NTSR/NTO received (Patent rights received or requested) 

≤ SAT:  applies to SBIR Phase 1 ONLY

NASA FORM 1612:

· Final New Technology Report

· Final Patent Rights Report Cleared

· Final Royalty Report Claimed
	NFS 1852.227-70(e)
FAR 52.227-11(c)

	4
	Contracting System:

FPDS-NG and CMM/Prism data is complete and finalized: Award/All Modifications
	FAR 4.604
NFS 1804.604

	5
	Award File: (Located in File)
* Pre-award documentation, * Original Award, * All Modifications  

* Supporting Document; Task Orders * Purchase Orders *Delivery Orders.
	FAR 4.8 
NPR 1441.1D
Ch. NRRS 5

	6
	Classified Materials: NASA FORM 1612:

Disposition of all Classified Materials complete in accordance with
Security Requirements, if applicable.
	FAR 4.403 

FAR 52.204-2

	7
	Government Property/Information:  (Located in File)
Forms: NF1018/DD1662, if applicable.

NASA FORM 1612:

· Plant Clearance Report Received  (DD1593)

· Property clearance Receive (DD1593)
	NFS 1845.7101

	8
	Financial Reconciliation: 
Invoices and Contract Amount Reconciles
Insert amount of  FEE withheld for reserve: $ 


Amount of Unliquidated Funds (ULO)          $ _____________

NASA FORM 1612:

· Initial Funds Review Completed

· Excess Funds Deobligated
	FAR 52.216-8, 52.216-9
FAR  52.216-10(b)(2)
FAR 52.232-5(h)

NFS  1852.216-76(d)

	9
	Past Performance:  (Located in File)
Completed CPARS is in the file if contract exceeds the Simplified
Threshold (or >$650K for construction).
	FAR 4.801(c)(iii)

FAR 42.1502(a)

FAR 42.1502(b)

	10
	Final COR Acceptance:

Email or letter from COR/COTR, which notes the contractor fully satisfied all technical contractual obligations.
	FAR 4.804-2(b)

FAR 4.804-5(b)

FAR 4.805(b)(10)

NFS 1842.1503(b)

	11
	Contractor’s Release: (Located in File)
Forms: NF778, Contractor's Release, and NF 779, Assignee's Release (if applicable), for Construction Contracts or Orders >$2.5K is in the file.
	FAR 4.804-5(a)(13)

	12
	Litigations or Appeals:(Located in File)
Litigation or Appeal is finalized, if applicable 
	FAR 4.804-1(c)(1)
FAR 42.1502(a) & (b)
NFS 1842.1503(b)

	13
	Termination: (Located in File)
Forms:  NF1413 completed by Termination Contracting Officer (TCO)
	FAR 4.804-4(a)(2)
NFS 1849.105-70

	14
	Contract Audit:


	FAR 4.804-5(a)(10) & (12)

	15
	Contract Transfer Notification: (See Appendices)

NOTE: Must send email within 15 days  after transfer of files
	


I.
INTRODUCTION

The final step in the Procurement Process is to close-out the official procurement file.  The closeout function is performed by an Agency-wide contractor.  This procedure defines the responsibilities of and the actions to be taken by an office in the Procurement Organization at a Center to ensure that files presented to the Agency-wide Closeout Contractor are in compliance with the closeout transfer checklist, orderly, and in compliance with FAR 4.804-4.  For the purpose of transferring files to the Closeout Contractor, the process to ensure an expired contract is physically complete is as outlined herein. The Contract Specialist (CS)/Contracting Officer (CO) shall address the topics discussed below as appropriate for their specific procurement and ensure required documentation is included in the contract file. To meet the requirements for timely closeout as specified in FAR 4.804-1, CO/CS shall ensure all files are transferred to the Closeout Contractor within the timeframe outlined in Section III. Instructions A. File Transfer, below.  This procedure is not intended to be all inclusive.  Refer to applicable FAR, NFS Regulation, Center, and Agency policies and procedures to ensure compliance.  
The CS/CO shall review FAR 42.708 and NFS 1842.708 requirements and determine, in coordination with the DCAA, if Quick Closeout Procedures may be used to close the contract. If Quick Closeout Procedures can be used, the CS/CO shall request the contractor’s concurrence for Quick Closeout.  Even if Quick Closeout procedures cannot be used, the CS/CO shall proceed with those closeout actions that can be completed while waiting for the final indirect cost rates to be settled and the Final Voucher for Payment to be submitted.

DCAA Contract Audit Manual (CAM) 7640.1, Chapter 6-1010, Quick Closeout Procedures, is available at http://www.dcaa.mil/cam/Chapter_06_-_Incurred_Costs_Audit_Procedures.pdf and provides further guidance regarding Quick Closeout.

A. Regulations & Timelines:  FAR 4.804-1 provides that contract files shall not be closed if the contract is in litigation or under appeal, or in the case of termination, when all termination actions have not been completed.  In all other instances, contracts shall be closed using the procedures at FAR 4.804-5 according to the following timelines:
	Contract Type
	Timeline

	Contracts using Simplified Acquisition Procedures (SAP)
	Upon evidence of receipt of property and final payment



	Firm-Fixed Price Contracts, other than SAP
	Within 6 months of the CO’s receipt of evidence of physical completion



	Contracts requiring settlement of indirect cost rates
	Within 36 months of the month in which the CO receives evidence of physical completion



	All contracts not addressed above
	Within 20 months of the month in which the CO receives evidence of physical completion




II.
RECORDS

Records generated by this procedure are contained in the contract files.

III.
INSTRUCTIONS
A. File Transfer - All contract types and official procurement files shall be transferred to the Closeout Contractor.  This includes orders against IDIQ contracts (both fixed price and cost reimbursement).  This transfer shall occur immediately upon physical completion but no later than:
	Contract Type
	Transfer Timeline

	Contracts using Simplified Acquisition Procedures (SAP)
	30 days

	Firm-Fixed Price Contracts, other than SAP
	60 Days

	Contracts requiring settlement of indirect cost rates
	90 Days

	All contracts not addressed above
	90 Days


Once the CO/CS complies with the activities identified in Paragraph C below, the file(s) are to be provided to the [Center Specific (Closeout Contractor or Other)] 
who is responsible for changing the buyer, CO, and P-Group Contract Management Module (CMM) fields to the Closeout Contractor and transferring the file(s) to the Closeout Contractor.  The transfer of files may consist of an email notification of location of electronic files or the transfer of a physically complete hard copy file to Closeout Contractor.  Terminated or cancelled contracts shall be transferred to the [Center Specific (Closeout Contractor or Other] 
for processing and storage.
B. File Review Process – The CS/CO shall ensure the contract file comply with the 15-items described below before transferring files to the Closeout Contractor.  

Item 1: Final Deliverable: 
1. Documentation(s): 
A. Above Simplified:   Form DD250, acceptable local alternate is on file documenting Government inspection and acceptance of the supplies and/or services procured, or an email from the COR/technical monitor or other Center applicable form documenting acceptance.
B. Simplified Acquisitions: An electronic record of inspection and acceptance (GRA 103 & 105 checked in SAP and an email from COR/Technical Monitor) is filed in the official contract file, or annotated in the file that delivery of supplies has been recorded in the Systems, Applications and Products (SAP) system by receiving or for services can be in the form of an email from the end-user. 
2. Government Representative Responsibility: CS/CO shall ensure an approved final deliverable has been obtained and is documented in the file.
3. Closeout Contractor Responsibility:  The Contractor will review to ensure the final deliverable is contained within the file and remove all duplication.
Item 2: Period of Performance (PoP): 
1. Documentation(s):  Physical complete date identified on the Closeout Transfer  Checklist form, or the CMM has the same PoP as the contract file.  If options were not exercised, the CS should ensure that the file has adequate documentation addressing the unexercised option.
2. Government Representative Responsibility: CS/CO shall ensure that PoP ended and that options provisions have expired.  If option provisions have not expired, the CO must ensure that documentation regarding unexercised options is located in the file.  Additionally, the CS/CO must ensure that CMM reflects the PoP as shown in the contract file.
3. Closeout Contractor Responsibility: N/A
Item 3: Technology Reports: 
1.
Documentation(s):  Approved Final New Technology Report, or the Approved Final Patent Rights report, or Email evidence of an Approved Final New Technology Report, or Approved Final Patent Rights report.
2. Government Representative Responsibility: For  certification of New Technology, and review of Formal Final Reports and Patents, the CS/CO shall email the following to New Technology Representative:

A. Contract Number;

B. Contract Award Date and Period of Performance End Date;

C. Contract Award Amount;

D. Contractor Point of Contact (name, e-mail address, and phone number);

E. COR Point of Contact (name, e-mail address, and phone number);

F. Any Subcontractors who participated on the contract (company name).

Evidence of this e-mail shall be included in the closeout paperwork submitted with the file
3. Closeout Contractor Responsibility: The Closeout Contractor shall ensure the New Technology Report and the Formal Final Report have been submitted, reviewed, and approved.  The Closeout Contractor shall ensure that the Office of Chief Counsel (OCC) has concurred on the Final New Technology Report or the Final Patent Rights report; if OCC advises that further action is required, the Closeout Contractor will take action with the contractor and/or COR as necessary.  If after such follow up action there is no resolution, the Closeout Contractor shall return the file, including follow-up correspondence(s), to the CO for resolution.
Item 4: Contracting System:

1. Documentation(s): FPDS and CMM data must be complete and finalized for the award and all modifications.
2. Government Representative Responsibility: The CS/CO shall ensure all contract actions (i.e., award, modifications) are confirmed for accuracy within FPDS and CMM before providing to the Closeout Contractor.
3. Closeout Contractor Responsibility: The Contractor shall verify all actions are completed within FPDS and CMM upon contract file transfer.  If additional modifications are conducted as it relates to contract closeout (i.e., deobligation, file transfer, etc) the closeout contractor shall ensure the action(s) is confirmed for accuracy within FPDS and CMM, before transferring to record retention.  
NOTE:  Each Centers Closeout Technical Monitor will work with the Agency Closeout Contractor COR and CO to determine which of the following actions to delegate to the Closeout Contractor.  
(a) 
Generate CMM closeout modification reassigning contract to Closeout Contractor 
(b)   Change the P-Group in SAP to closeout staff P-Group Code 
(c)   Enter physically complete date in SAP.
Item 5: Award File: 
1. Documentation(s):  All hardcopy/electronic award documentation and modifications, as well as any supporting documentation, shall be included in the expired contract file in compliance with FAR 4.803.  Official files shall not contain any duplicate records. (i.e., Pre-award documentation, Original Award, All Modifications, Supporting Document; Task Orders, Purchase Orders, Delivery Orders, etc).
2. Government Representative Responsibility: CS/CO shall ensure expired contract files (hardcopy/electronic) are transferred to the closeout contractor 
3. Closeout Contractor Responsibility: The Contractor shall conduct a review of the expired contract file to ensure the award and all modifications documentation are included before transferring to records center 
Item 6: Classified Materials: (as applicable)

1. Documentation(s):  Disposition of all Classified Materials complete in accordance with Security Requirements.
2. Government Representative Responsibility: The CS/CO shall verify that all Classified Materials have been disposed of in accordance with Security Requirements and that this disposition is documented in the contract file.
3. Closeout Contractor Responsibly: N/A
Item 7: Government Property/Information:  (Located in File)

1. Documentation(s): Email notification and contractor confirmation of the request is sufficient documentation for purposes of property closeout.  
2. Government Representative Responsibility: N/A
3. Closeout Contractor Responsibility: The Contractor shall ensure the final NF 1018 or DD1662 is submitted, reviewed and approved/concurred by their Centers’ Property Officer.  If further action is required, the Closeout Contractor will take action with the contractor and/or COR as necessary.   If such follow-up action results in no resolution, the Closeout Contractor will return the file to the CO with follow-up correspondence to resolve. Ensure appropriate documentation is included before transferring to records center.  

Item 8: Financial Reconciliation: 
1. Documentation(s):  If applicable, the CS/CO shall include in the contract file evidence of review of contract performance in accordance with the Limitation of Funds clauses incorporated in the contract to determine whether a fee reduction is appropriate.  (For example, a significant underrun on a cost-type contract may lead to a CO determination to reduce fixed fee.)  Additionally, the CS/CO shall document reconciliation of invoices/vouchers to the contract amount, highlighting the amount of fee withheld and the unliquidated obligation (ULO) remaining on the contract.
2. Government Representative Responsibility: The CS/CO shall review the contract performance in concert with the contract Limitation of Funds clauses to determine if the Government is entitled to a fixed fee reduction.  For example, a significant underrun in cost reimbursement contracts may also lead to a CO determination to reduce fixed fee.  The CO must apply prudent judgment in a fixed fee reduction determination.  If it’s determined a reduction is not warranted, the fixed/incentive fee shall be fully funded before transferring.  

a. Invoices and Contract Amount Reconciles:  Yes / No

b. Insert amount of FEE withheld for reserve:    $ _____________
c. Amount of Unliquidated Funds (ULO)           $ _____________

3. Closeout Contractor Responsibility: The Contractor shall perform a financial reconciliation, when required.  
Item 9: Past Performance:  

1. Documentation(s): the contract file includes copies of all applicable interim evaluations and evidence of the initiation of the final evaluation, at a minimum.  If the final evaluation is not complete, the CS/CO shall provide a copy to the Closeout Contractor for inclusion in the contract file not later than 90 days after transfer to the Closeout Contractor.
2. Government Representative Responsibility: The CS/CO shall ensure the initiation of the final past performance evaluation; the evaluation does not have to be finalized prior to transferring the files to closeout.  The finalized evaluation documentation shall be provided upon completion to the Closeout Contractor NLT 90 days after transfer of file to the Closeout Contractor.  
3. Closeout Contractor Responsibility: The Contractor shall ensure appropriate documentation is included before transferring to records center.
Item 10: COR Statement of Completion:

1. Documentation(s): Acceptable verification of services or supplies for purchase orders (including GSA and SEWP) and Interagency Acquisitions can be in the form of an email from the end-user or annotation in the file that delivery of supplies has been recorded in the Systems, Applications and Products (SAP) system by receiving.  All other center applicable forms (i.e, LF P230 etc.) shall be completed and located within the contract file.  
2. Government Representative Responsibility: CS/CO shall determine whether all contract or agreement terms have been met and deliverables have been received and accepted; and ensure a statement of completion, which notes the contractors fully and satisfactorily completed all task is generated and located in the file
3. Closeout Contractor Responsibility: The Contractor shall ensure all appropriate documentation is included in the contract file before transferring to records center.
Item 11: Contractor’s Release: 

1. Documentation(s): The file shall contain a NF 778, Contractor’s Release, and NF779 Assignee’s Release (if applicable) and proof of final invoice.  
2. Government Representative Responsibility: N/A
3. Closeout Contractor Responsibility: The Contractor shall coordinate with the contractor to obtain a signed NF778 Contractor’s Release.  Ensure appropriate documentation is included before transferring to records center.
Item 12: Litigations or Appeals:

1. Documentation(s): The contract file shall include documentation noting the disposition of all litigation(s), claim(s), and protest(s) which arose under or related to the completed or partially terminated contract.
2. Government Representative Responsibility: CS/CO shall ensure appropriate documentation is included before transferring files to Closeout Contractor.
3. Closeout Contractor Responsibility: N/A
Item 13: Termination: (as applicable)

1. Documentation(s): The contract file shall include memoranda and records of all actions relative to the termination settlement as required by the FAR
2. Government Representative Responsibility:  The CS/CO shall ensure appropriate documentation is included before transferring files to Closeout Contractor.
3. Closeout Contractor Responsibility: N/A
Item 14: Contract Audit:  

1. Documentation(s): The contract file shall include all applicable audit reports or reasons for waiver.
2. Government Representative Responsibility:  The CS/CO shall assist the Closeout Contractor with any issues that may arise between the Defense Contract Audit Agency (DCAA) and the Contractor.

3. Closeout Contractor Responsibility: The Closeout Contractor shall notify DCAA that the contract is being closed out and request that DCAA schedule any relevant final financial and property audits. The Closeout Contractor shall determine audit status (e. g., the availability of incurred cost audits, applicability of Quick Closeout procedures, or the issuance of CO’s memorandum) and request assistance from the CO to resolve any issues that arise between DCAA and the Contractor.  
Item 15: Contract Transfer Notification: (See Appendixes)

1. Documentation(s): An email notification to the contractors of the expired contract.
2. Government Representative Responsibility: CS/CO shall assist Closeout Contractor if contractor requires verification of file transfer.
Closeout Contractor Responsibility: The Agency-Closeout Contractor shall generate an email and send to the appropriate contract holder with cc: to CO within 15 days of receipt.

Appendix A – Acronym List

	Acronym list

	BW
	Business Warehouse

	CBI
	Confidential Business Information

	CMM/PRISM
	Contract Management Module/PRISM

	CO
	Contracting Officer

	COR/COTR
	Contracting Officer’s Representative/ Contracting Officer’s Technical Representative

	CPFF
	Cost Plus Award Fee

	CS
	Contracts Specialist

	DCAA
	Defense Contract Audit Agency

	DD
	Department of Defense (Form)

	DD1662
	Material Inspection and Receiving Report (MIRR)

	FAR
	Federal Acquisition Regulation

	FFP
	Firm Fixed Price

	FMD
	Financial Management Division

	GR
	Goods Receipt

	FPDS-NG
	Federal Procurement Data System Next Generation

	IAW
	In Accordance With

	IEM
	Integrated Enterprise Management

	MTF
	Memorandum to Files

	NF
	NASA Form

	NFS
	NASA Federal Acquisition Regulation Supplement

	NF778
	Contractor's Release

	NF779
	Assignee's Release

	NF1018
	Property in the Custody of Contractors

	NF 1413
	Termination Docket Checklist

	NF1679
	Disclosure of Invention and New Technology Report (NTR) (to include software)

	NPR
	NASA Procedural Requirements

	NTO
	New Technology Office

	NTSR
	New Technology Summary Report

	NSSC
	NASA Shared Services Center

	PoP
	Period of Performance

	PRISM/CMM
	Procurement Information System for Management / Contract Management Module

	SAP
	NASA Financial Management System (Systems, Applications, and Products in Data Processing)

	SF
	Standard Form

	SBIR
	Small Business Innovative Research contract

	SOS
	Systems Office Support

	TCO
	Termination Contracting Officer

	ULOs 
	Unliquidated Obligations

	WFF
	Wallops Flight Facility


Appendix B – Definitions
	Administratively Complete Date
	This is the signature date on the Records Transfer form/ Closeout Initiation Checklist.  All closeout documentation and confirmations are complete, including payment of the final invoice, and the file is placed in a records storage box with an accession number.



	
	

	Classified Acquisition
	An acquisition in which offerors must have access to classified information to properly submit an offer or quotation, to understand the performance requirements, or to perform the contract.



	Classified Contract
	Any contract in which the contractor or its employees must have access to classified information during contract performance.   A contract may be a classified contract even though the contract document itself is unclassified.



	Classified Information
	Any knowledge that can be communicated or any documentary material, regardless of its physical form or characteristics, that—

(1)(i) Is owned by, is produced by or for, or is under the control of the United States Government; or
    (ii) Has been classified by the Department of Energy as privately generated restricted data following the procedures in 10 CFR 1045.21; and

(2) Must be protected against unauthorized disclosure according to Executive Order 12958, Classified National Security Information, April 17, 1995, or classified in accordance with the Atomic Energy Act of 1954.


	Closeout Contract Technical Monitor
	The government representative at each NASA Center who oversees that Center’s closeout services task order under the Agency wide Closeout Services contract.



	Destroy Date
	This is the same as the disposal date identified in the Records Transfer form. This date is the end of the records retention period, which is based on the contract type (FAR 4.805) and on the NASA Records Retention Schedule.



	PGroup
	Short for “Purchase Group,” purchasing agents and contract specialists are assigned a PGroup code. The PGroup code is used with CMM/PRISM and SAP and identifies to which purchasing agent or contract specialist a contract is assigned.



	Physically Complete Contract
	A contract is defined by FAR 4.804-4(a) as being physically complete when: 

(1)(i) The contractor has completed the required deliveries and the Government has inspected and accepted the supplies; (ii) The contractor has performed all services and the Government has accepted these services; and (iii) All option provisions, if any, have expired; or 

(2) The Government has given the contractor a notice of complete contract termination.



	Physically Complete Purchase Order
	Contracts using Simplified Acquisition procedures are considered complete when the Contracting Officer receives evidence of receipt of property and/or services and final payment (FAR 4.804-2 (a)).



	
	

	Procurement Office
	An office in the procurement organization at a Center, for example, at GSFC Code 210.I.



	Retention Center
	The retention center is the Federal Records Retention Center 



	SAP
	Current business system software used by NASA.



	Sent to Closeout Date
	This is the date when a file is forwarded to the person performing closeout functions for the Procurement Office or when it is forwarded to the closeout contractor for closeout.  For Simplified Acquisitions that are retained in the Procurement Office, this date should be the same as the Closeout date on the PRISM closeout checklist.




Appendix C – Sample E-mail Notification for Interagency Agreement
DATE:

SUBJECT: Interagency Agreement Closeout

MIPR/IPAC #:___________

Agency___________________

Agreement Title: __________________________

This Agreement was essentially complete on _________, and has been turned over to ___(ADD NAME OF CLOSEOUT CONTRACTOR)___________________.  (ADD NAME OF CLOSEOUT CONTRACTOR) NASA’s Agency-Wide Contractor for Contract Closeouts.

This e-mail is being sent as a reminder that the agreement wrap-up process has begun. To the extent applicable to this contract, and under your control, please initiate action to address the following issues:

(1) Interim funds review to deobligate extremely excess funds;

(2) Closeout of subcontracts;

(3) Submission Agency’s final invoice/voucher;

(4) Final Contract funds review is completed and excess funds deobligated.

Please designate a Closeout Point of Contact (POC) for your organization and forward contact details to the (ADD NAME OF CLOSEOUT CONTRACTOR) POC designated herein.

If you have any questions concerning the Closeout of this Contract, (ADD NAME OF CLOSEOUT CONTRACTOR)’s Contract Administrator for Closeouts is: [INSERT THE CONTACT DETAILS OF THE CLOSEOUT CONTRACTOR’S POC].

Please do not hesitate to contact [CLOSEOUT CONTRACTOR’S POC FIRST NAME] if there are any issues or concerns regarding the closeout of the agreement.

Sincerely,

CO
Appendix D – E-Mail Notification to Contractor, Fixed-Price Contract
SUBJECT: Contract Closeout

Contract #:___________

Name of Contractor___________________

Contract Title: __________________________

This Contract was essentially complete on _________, and has been turned over to (ADD NAME OF CLOSEOUT CONTRACTOR), NASA’s Agency-Wide Contractor for Contract Closeouts.

Please designate a closeout point of contact (POC) for your organization, and forward contact details to the (ADD NAME OF CLOSEOUT CONTRACTOR) POC.  (ADD NAME OF CLOSEOUT CONTRACTOR) POC is [INSERT POC NAME, NUMBER AND EMAIL].

Provided that contract wrap-up process has begun, please initiate final actions, including but not limited to as applicable, for the following:

1) Final Patent/Royalty reports.

2) Property/Plant clearance reports.

3) Final Report of Research (if applicable).

4) New Technology reports.

Please contact [NAME} with (ADD NAME OF CLOSEOUT CONTRACTOR) if you have any questions concerning the closeout of this contract.

Sincerely,

CO

Appendix E – E-Mail Notification to Contractor, Cost Reimbursement Contract
E-mail

Subject:  Contract Closeout

Contract#_________

Name of Contractor_______________

Contract Title: ____________________

This Contract was essentially complete on _________, and has been turned over to (ADD NAME OF CLOSEOUT CONTRACTOR), NASA’s Agency-Wide Contractor for Contract Closeouts.

Please designate a closeout Point of Contact (POC) for your organization, and forward contact details to the (ADD NAME OF CLOSEOUT CONTRACTOR) POC.  (ADD NAME OF CLOSEOUT CONTRACTOR) POC is [INSERT POC NAME, NUMBER AND E-MAIL].

Provided that contract wrap-up process has begun, please initiate final actions, including but not limited to as applicable, for the following:

1) Final Patent/Royalty reports.

2) Property/Plant clearance reports.

3) Final Report of Research

4) Commence interim and final Audit/Settle rates

5) Issue Final Invoice and Release forms

Please contact [NAME} with (ADD NAME OF CLOSEOUT CONTRACTOR)if you have any questions concerning the closeout of this contract.

Sincerely,

CO

Appendix E - CHANGE HISTORY LOG
	Revision
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�Each Center Must indicate the responsible person or organization which performs this function.


�Each Center Must indicate the responsible person or organization which performs this function.





