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SECTION 1

INTRODUCTION

1.1  Department of Energy (DOE) Funding
      The Congress of the United States funds the DOE through appropriations.  DOE uses the funding to pursue varied activities in the field of energy, facilitating research, development, and analysis of new energy technologies, energy conservation, nuclear energy and nonproliferation, renewable resources, and other energy related fields.  The DOE funding is also used to procure the necessary supplies and services to sustain the Department.

1.2  The Office Headquarters Procurement Services
       Headquarters Procurement Services is responsible for the acquisition of goods and services on behalf of  DOE Headquarters, Washington, DC and Germantown, MD.

1.3  An Overview of the Contracting Process
       DOE must enter into a legal agreement (commonly known as an Ainstrument@) that defines the relationship with the contracting party.  The instrument must specify what goods or services (commonly known as the Adeliverable@) are to be provided; the delivery date(s); and the price or cost.  The Office Headquarters Procurement Services is governed by the Federal Acquisition Regulation (FAR) and the Department of Energy Acquisition Regulation (DEAR) in the awarding and administering of each instrument for acquiring goods and services for the DOE.  Only a bona fide Contracting Officer is authorized to legally bind the Government/DOE to such instrument.

       The contracting process includes advance acquisition planning; solicitation; evaluation and placement; administration; and closeout/retirement.

1.4  Closeout
       Contract closeout, just as contract award and contract administration, is the responsibility of  Headquarters Procurement Services.  However, the contract closeout function has been out-sourced to an outside contractor through a support services contract, with the DOE contracting Officer (CO) and the DOE Contracting Officer Representative (COR) having direct oversight responsibility of that contract.

1.4.1  Closeout Contractor
          The closeout contractor shall provide the required personnel to support the Office of Headquarters Procurement Services (HR-54) in the performance of its administrative contract and assistance instrument closeout responsibilities.

1.4.1.1  Labor Categories
            The closeout contractor shall provide the labor categories set forth below in the performance of the closeout responsibilities:

             Project Manager 

             Project Supervisor 

             Sr. Financial Analyst 

             Jr. Financial Analysts 

             Sr. Data Analyst 

             Jr. Data Analysts 

SECTION 2

CLOSEOUT SERVICES

This section focuses on the types of award instruments in Headquarters Procurement Services and other documents that are directly involved in the Contract Closeout Services process.  

Contract Closeout consists of all actions necessary to formally closeout and retire procurement and assistance instruments whose periods of performance or terms have expired.      

2.1  Closeout Process
       The closeout process includes verification that the following have been accomplished at the expiration of the acquisition or assistance instrument:

       a.  All terms and conditions of the instrument have been fulfilled;

       b.  All issues concerning government property have been resolved;

       c.  All inventions conceived as a result of and in accordance with the instrument have been registered with DOE;                      

       d.  All necessary reports (e.g., technical or progress) have been submitted to the government; and

       e.  all requested financial data and any other requested information have been submitted.

When all conditions have been met and the final cost has been determined or price established in the contract at the time of award, final payment can be made to the contractor and the instrument may be closed out.  After closeout, the instrument is administratively retired from the Procurement and Assistance Data System (PADS).  The instrument is then physically retired; it is boxed and either stored locally, or shipped to a federal records storage facility.     

2.2  Types of Instruments Used by DOE for the Acquisition of Goods and Services
       Whenever it acquires goods and/or services, either by acquisition; through leasing arrangements; or direct funding, the DOE must define the relationship with the contracting party through a legal agreement.  The goods and/or services being acquired will, in most cases, determine the appropriate type of instrument for the transaction.  Following is a compilation of instruments used by DOE and are discussed throughout this manual.

2.2.1  Cost Reimbursement Contract
          This instrument requires the contractor to advance goods and/or services to DOE and receive payment periodically during the performance period of the contract.  Cost reimbursement contracts are most appropriate when the nature of the deliverables prohibit an accurate estimation of contractor costs, as in the case of scientific experiments.  Under cost reimbursement contracts, DOE establishes an estimated total cost to gauge the allocation of funds for payment to the contractor.  Contractors cannot exceed the estimated total cost without prior approval of the DOE Contracting Officer.

            Following is a list of cost reimbursement type contracts, which are more commonly used by DOE.

2.2.1.1   Cost Plus Fixed Fee (CPFF)
                 A CPFF type contract includes a fee agreed upon by both DOE and the contractor to be paid over and above all reimbursable costs.  The fee represents the contractor=s profit.

2.2.1.2  Cost Plus Incentive Fee (CPIF)

             A CPIF contract is a cost reimbursement contract that provides for an initially negotiated fee to be adjusted later by a formula based on the relationship of total allowable costs to total target costs.

2.2.1.3  Cost Plus Award Fee (CPAF)

             A CPAF contract is a cost reimbursement contract that provides for a fee consisting of a base amount fixed at inception of the contract and an award amount, based upon a judgmental evaluation by the Government, sufficient to provide motivation for excellence in contract performance.

2.2.1.4  Cost No Fee
             A cost no fee contract is a cost reimbursement contract in which the contractor receives no fee.  This type contract is more commonly used for research and development work, particularly with nonprofit educational institutions and other nonprofit organizations, and facilities contracts.

2.2.1.5  Cost Sharing  
            A cost sharing contract is a cost reimbursement contract in which the contractor receives no fee and is reimbursed only for an agreed upon portion of its allowable costs.  This type of contract is used when the contractor agrees to absorb a portion of the costs, in the expectation of substantial compensating benefits.

2.2.2   Fixed Price Contract 

          This instrument sets a fixed price for the delivery of goods and services to the government.  Usually, no price adjustments on the basis of contractor costs are permitted during the performance period of the contract.  The contractor assumes maximum risk and responsibility for all costs, and therefore, for all resulting profits or losses.

          Following is a list fixed price type contracts, which are more commonly used by DOE.

2.2.2.1  Firm Fixed Price
            A firm fixed price contract is utilized when the estimated cost of delivering goods and services to DOE can be determined with relative certainty.  Usually, deliverables provided under a firm fixed price contract are tangibles and/or services that can be provided with little variation in cost to the contractor and no variation in cost to DOE.  DOE is reasonably sure of the consistency of a contractor=s future internal costs when a firm fixed price contract is awarded.

2.2.2.2  Fixed Price with Economic Price Adjustment

            A fixed price contract with economic price adjustment provides for a revision of the stated contract price based the occurrence of specified contingencies.  Economic price adjustments are of three general types:

            (a)  adjustments based on established prices;

            (b)  adjustments based on actual costs of labor or material; and

            (c)  adjustments based on indexes of labor or material.

2.2.2.3  Fixed Price Incentive
             A fixed price incentive contract provides for adjusting profit and establishing the final contract price by a formula based on the relationship of final negotiated total cost to total target cost.  

2.2.2.4  Fixed Price with Prospective Price Redetermination
             This is a fixed price contract which provides for (a) a firm fixed price for an initial period of contract deliveries or performance and (b) prospective redetermination at a stated time or times during performance, of the price for subsequent periods of performance.

2.2.2.5  Firm Fixed Price, Level of Effort Term
             A firm fixed price, level of effort term contract requires (a) the contractor to provide a specified level of effort, over a stated period of time, on work that can be stated only in general terms and (b) the Government to pay the contractor a fixed dollar amount. The level of effort contract allows the government to purchase hours of service rather than try to estimate the price of the specific deliverable.  These hours of service are called Direct Productive Labor Hours (DPLH).

2.2.3  Interagency Agreement

          An instrument by which DOE may obtain supplies or services from another federal, foreign, state or local agency.

2.2.4  Financial Assistance Instruments

          These instruments are usually associated with not for profit organizations wherein DOE will provide financial assistance, and/or technical assistance, to those organizations in developing and/or implementing energy related programs with little DOE involvement.  

          Following  are two types of financial assistance instruments that are more frequently awarded by the DOE Office of Headquarters Procurement Services.

2.2.4.1  Grant
             A grant is an instrument by which a sum of money is awarded to a recipient so that it may implement its energy related program(s) with little or no DOE administrative involvement or oversight.

2.2.4.2  Cooperative Agreement

             This instrument is usually awarded to a recipient to assist such organization in implementing energy related programs.  DOE can offer full or partial funding, as well as technical and administrative guidance to the awardee.

2.2.5  Purchase order,  Basic Agreements

         This subsection describes  purchase orders and the basic agreements that DOE uses to obtain certain goods and services.

2.2.5.1  Purchase Order
            The DOE utilizes purchase orders when the cost of delivering goods and services can be determined with relative certainty.  The deliverables acquired under a purchase order are usually tangibles (e.g., rugs, books, paint, magazine subscriptions) or services that can be provided with minimum risk of varying costs (e.g., renting a conference room, contracting a lecturer for DOE purposes).  The goods and/or services acquired under a purchase order are usually delivered within 30 days of placing the order with the awardee, and at a cost of $100,000 or less.

2.2.5.2  Basic Agreements
             The government uses blanket purchase agreements (BPAs) and blanket delivery agreements as standing accounts, allocating a sum of money and then drawing on that amount as necessary to pay a contractor.  These agreements are used for the rapid purchase of commonly used goods and services.

BPAs are not funded.

2.3  INSTRUMENT IDENTIFICATION NUMBERS

       Each acquisition or assistance instrument awarded by DOE is assigned an instrument identification number (i.e., DE-AC01-98AD12345).  The instrument identification facilitates tracking the instrument from the notice of bid acceptance to retirement.  

Following  is a breakdown of  the above sample identification number and the significance of its components:

                 DE  -   AC      01   -   98      AD      12345   

                  (a)       (b)        (c)       (d)      (e)            (f)

          (a)  DE - Denotes the Department of Energy

           (b)  AC - Represents the type of instrument being executed.  The codes               

                          immediately below signify the most common instrument types:

                           AC -  Contract

                           AI   -  Interagency Agreement

                           AS  -  Special Research Contract

                           AT  -  Task Order

                           FC  -  Cooperative Agreement

                           FG  -  Grant

                           AM  -  Master Contract

                           AQ  -  Work Order

                           AP  -   Purchase Order

                           AH  -  Purchase Order

                           AF   -  Purchase Order

                           AD  -  Blanket Delivery Agreement

                           AB  -  Blanket Purchase Agreement

                           SC  -  Sales Contract

           (c)   01 -  Represents the DOE Office that awarded/administered the instrument                                     Please refer to the HANDBOOK FOR PREPARATION OF 

                           INDIVIDUAL PROCUREMENT ACTION REPORT (IPAR)  for the 

                           appropriate number symbol for each DOE office.
           (d)  98  -  Represents the fiscal year that the instrument was awarded.

           (e)  AD  -  Represents the DOE Program Office that initiated the award request.

           (f)  12345  -  Represents the five digit identification number assigned to the 

                                instrument by the Program Office.     

2.4  THE INSTRUMENT FILE CONTENTS

     The original legally binding instrument signed by DOE and the awardee is kept in the BASIC INSTRUMENT FILE (BASIC).  Depending on the size and the performance period of the instrument, the BASIC will also contain any modifications to the instrument  and other post-award documents.  The BASIC may also contain the pre-award documents or those documents may be filed in a separate file folder which a part of the instrument file.  

     The contents of the BASIC file are generally arranged chronologically, providing a history of the instrument as it progresses toward expiration as follows:

                         Section I                              - Pre-Solicitation

                         Section II                             - Solicitation

                         Section III                            - Evaluation

                         Section IV                            - Negotiation

                         Section V                             - Review

                         Section VI                            - Approvals

                         Section VII                           - Pre-Execution

                         Section VIII                          - Award

                         Section IX                             - Post-Award

   Sections VIII and IX are of great significance with regard to the closeout and retirement of an instrument.  Familiarity with the information in those sections is critical in the closeout process.

2.4.1  Instrument Modification(s)

         A modification (commonly referred to as a Amod@), is a legally binding document that makes administrative of financial amendments to the BASIC award instrument.  A mod may be generated by the office of the program customer or by the Office of Headquarters Procurement Services.  The processing of a mod, just as processing the BASIC award instrument, requires a PR, which is generated by the initiating office.  There are two (2) types of mods, which are described below.

2.4.1.1  Unilateral Modification

             A unilateral mod is an administrative amendment to the instrument that affects DOE only.  This type mod only requires the signature of the Contracting Officer.  It does require the signature of the awardee.  However, the awardee is provided a copy of such a mod for information purposes.

2.4.1.2  Bilateral Modification

            A bilateral mod  is an amendment (usually financial and/or legal change) to the BASIC instrument that affects both the awardee and DOE.  Accordingly, both parties to the instrument, the awardee and the DOE Contracting Officer, are required to sign the mod.                   

2.5  DOE CLOSEOUT DOCUMENTS

     There are certain official DOE documents that form an integral part of the instrument closeout and retirement process.  These documents are identified and discussed below.

2.5.1  Exhibits

         Exhibits are official DOE documents that the Data Analysts use to closeout and retire an instrument.  Exhibits provide the physical evidence that all conditions necessary to closeout and retire an instrument have been fulfilled.  Following is a list of  those Exhibits, and the description of each:

         Exhibit 2 - Summary Settlement Statement -  provides final breakdown of    payments, payment requests, and final costs for a cost reimbursement contract.

         Exhibit 2 - Summary Settlement Statement (LOE) - provides final breakdown of payments, payment requests, and final costs for a level-of-effort contract which requires the calculation of cost and fee adjustments based on direct productive labor hours (DPLH).

         Exhibit 4 - COR Acceptance - signifies official acceptance of contract deliverables by the Contracting Officer Representative (COR) on behalf of the government.

         Exhibit 5 - General Assignment - assigns and transfers to the government any refunds, rebates, and other credits.

         Exhibit 6 - Final Release - releases the government from further liabilities and claims that may arise from the contract.

         Exhibit 7 - Documents and Records Certificate - a certification that government records have been disposed of properly.         

         Exhibit 8a - Property Certificate - certification that government property was either not applicable or was disposed of properly in the performance of  an acquisition instrument.

         Exhibit 8b - Property Certificate - certification that government property was either not applicable or was disposed of properly in the performance of a financial assistance instrument.

         Exhibit 8 - Property Clearance - documents DOE verification of  Exhibit 8a or 8b.

         Exhibit 9 - Patent Certificate - certification that all notebooks, reports, inventions and other patent concerns have been duly reported.

         Patent Clearance - documents DOE verification of Exhibit 9.

         Exhibit 10 - Final Technical Report - a verification that all required reports have been forwarded to the Office of Scientific and Technical Information (OSTI) in Oak Ridge, Tennessee.

         Exhibit 16 - Financial Clearance - documents DOE approval of payment requested by the Final Voucher.  The Capital Accounting Center (CR-54) in Germantown, Maryland processes the Final Voucher, and accompanying Statement of Costs.  There is a unique Exhibit 16 for each of the five types of instruments as follows:

                   16a - Cost Reimbursement Contracts

                   16b - Firm Fixed Price Contracts

                   16c - Interagency Agreements

                   16d - Grants/Cooperative Agreements/Other Assistance Instruments

                   16d (Modified) - Small Purchases

2.5.2  Standard Forms

          In addition to the Exhibits listed in 2.5.1 above, there are certain Standard Forms that are official DOE documents that constitute an integral part of the closeout/retirement process.  Those Standard Forms (SF) are listed and described below.

         SF-1034 - Voucher (Final) - signifies the awardee=s final request for payment of all allocable and allowable unclaimed costs pursuant to the instrument.  A Statement of Costs, which summarizes all direct and indirect cost elements over the instrument=s period of performance, should be attached to the Final Voucher.    

         SF-269 - Financial Status Report - provides final breakdown of payments, payment requests, and final costs for financial assistance instruments only.

         SF-270 - Final Payment Request - serves the same purpose as a Final Voucher, but is used for financial assistance instruments only.

         SF-272 - Federal Cash Transaction Report - outlines all government funds advanced, either through a Letter of Credit or by Indirect Treasury Check, to a financial assistance awardee.

2.5.3 - Other Official Closeout Documents

           The other official DOE documents, that form an integral part of the closeout process include, but are not limited to,  those listed and described below.

         Request For A Final Cost Recommendation  - is a request for the cognizant government audit agency to conduct a review to determine if the awardee=s accounting system is acceptable for the accumulation of costs for government cost reimbursement contracts and grants only.

         Grant Closeout Completion Letter - informs a grantee by written correspondence that the instrument closeout is complete.  This document is also used for grants under which DOE provides only partial funding.

         Contracting Officer Certification - requests verification from the cognizant Contracting Officer that all closeout activities have been successfully completed. 

         Cost Reimbursement Contract Checklist - documents requests and receipt dates for closeout documents under a cost reimbursement contract, and it is attached to the closeout folder.

         Cost Reimbursement Contract Cover Letter - accompanies the cost reimbursement contract closeout package  to the contractor.  

         Firm Fixed Price Contract Checklist - documents request and receipt dates for a firm fixed price contract, to be attached to the closeout folder.

         Firm Fixed Price Cover Letter - accompanies the firm fixed price closeout package to the contractor.

         Interagency Agreement Checklist - documents request and receipt dates for an interagency agreement, to be attached to the closeout folder.

         Interagency Agreement Cover Letter - accompanies the interagency agreement closeout package to the cooperating agency.

         Grant Checklist - documents initiation and completion dates for closeout documentation for a grant/cooperative agreement, to be attached to the closeout folder.

         Grant Cover Letter - accompanies the grant/cooperative agreement closeout package to the grantee.

 2.5.4 - Other Unofficial Documents

            The following documents are not official DOE documents.  They are documents that were developed by the Closeout Contractor to assist in organizing information vital to instrument closeout and monitoring communication with an awardee.

         Financial Analysis Sheet - organizes information necessary for proper analysis of an instrument=s financial status.

         Instrument Information Sheet - organizes administrative information for easy reference.

         Retirement Information Sheet - assists quality control of retirement procedures.

         Contact Log - records all correspondence, oral or written, with the awardee.

         Telephone Conversation Confirmation Letter - documents telephone conversation(s) regarding the status of the instrument closeout investigation.

         Written Correspondence Confirmation Letter - documents receipt of awardee=s letter reporting the status of the requested information for the closeout of the particular instrument.

2.6  THE CLOSEOUT PACKAGE

    The closeout package is a compilation of exhibits and other documents that the Data Analyst sends to the awardee requesting the necessary information for the closeout/retirement of a particular instrument.  Each type of instrument has a corresponding closeout package that is unique for that instrument type.  The closeout package is forwarded to the awardee under a cover letter that is also unique for the type instrument involved.

2.7  THE CLOSEOUT FOLDER

    A closeout folder is prepared for each instrument assigned to the Closeout Contractor.  Each closeout document is maintained in the closeout folder for the particular instrument.  The closeout folder will contain the physical evidence required for successful instrument closeout.  A checklist for the instrument type is attached to the closeout folder for the purpose of  entering dates of request to and receipt of  closeout documentation and/or information from the contractor.  The closeout folder and checklist together provide efficient and accurate tracking of the progress of a particular instrument.

2.7.1  Documentation of Correspondence
         It is essential, for the successful closeout of an instrument, that all correspondence between the Data Analyst and the awardee be documented.  Telephone inquiries will be documented on a log sheet, which may be obtained from the Project Supervisor.  Written confirmation of each telephone inquiry, making clear reference to the particular telephone inquiry, by stating the date; with whom the Data Analyst spoke; and the result of the inquiry.

         A copy of the written confirmation is placed in the closeout folder.  The original written confirmation is then forwarded to the awardee.   

2.8  MILESTONES

    When an instrument is assigned for closeout, the Data Analyst completes a milestone sheet to record the date(s) of each phase of the closeout process.  For example, a milestone sheet is prepared to record the date that the closeout package was forwarded to the awardee.  Another milestone sheet is prepared to show the date when a second request was forwarded or when the requested information in the closeout package was received.  A milestone sheet is prepared to show the date the exhibit was submitted to the program offices and when the exhibit was returned to the Data Analyst.  The milestone sheets are provided to the Data Maintenance personnel for entry into the DOE computer system so that other DOE offices can follow the progress of instruments in closeout.

2.9  INSTRUMENT RETIREMENT

    As stated in Section 2.1 above, when all conditions have been met and the price or final cost has been determined; final payment has been made to the contracting party; and any remaining funds (uncosted balances) have been deobligated, the instrument may be closed out.  However, the closeout process is not complete until the instrument is administratively and physically retired.

2.9.1  Administrative Retirement   

         Administrative retirement indicates successful completion of all closeout actions and official verification by the appropriate DOE Contracting Officer.  Administrative retirement is complete when the instrument is retired from the Procurement and Assistance Data System (PADS).

2.9.2  Physical Retirement

         After a closed out instrument has been administratively retired from PADS, the instrument is physically retired when it is boxed and either stored locally or shipped to a federal records storage facility. 

SECTION 3

CLOSEOUT OPERATIONS

    Throughout the closeout process, the closeout contractor personnel work closely with other DOE offices and federal agencies.  Interactions with DOE offices usually involve use of the Exhibits described in SECTION 2.  The retrieval of closeout from other federal agencies usually occurs by means of telephone calls or by written correspondence.

     This section discusses the interaction with DOE offices and other federal agencies during the closeout process.

3.1  The Program Office, the COR, and Exhibit 4

      A central aspect of the instrument awarding process by the Contracting Officer involves the designation of the Contracting Officer=s Representative (COR) for that instrument.  The COR is responsible for the technical monitoring in relation to the supplies and/or services to be provided under instrument.  The COR assists in the closeout of the instrument by forwarding to the Contracting Officer the Closeout Form entitled AExhibit 4 - Final Acceptance@ attesting to the awardee=s completion of the technical performance under the instrument and delivery and acceptance of all goods and services on behalf of DOE.

3.2  The Office of Scientific and Technical Information and Exhibit 10

      The Office of Scientific and Technical Information (OSTI) is located in the DOE Operations Office in Oak Ridge, Tennessee.  OSTI receives copies of all technical and progress reports required by the instrument.  OSTI clearance, as documented by the Exhibit 10 - Final Technical Report, is verification that all reporting requirements have been met by the awardee.  OSTI clearance is required for all instruments, except purchase orders, to ensure compliance with all reporting requirements.

3.3  The Organization Property Management Officer and Exhibits 8, 8a, and 8b

      There are some instruments where the DOE provides property to the awardee, either directly or through purchases, in the performance of the instrument.  The accountability of such property is the responsibility of the DOE Organization Property Management Officer (OPMO).  The OPMO is assigned to the Management Services Division (HR-543), of the Office of Headquarters Procurement Services (HR-54).

      Upon completion of the instrument where government property was provided, the awardee submits certification of property status by means of Exhibit 8.  The Closeout Contractor forwards a copy of this certificate to the OPMO for official verification.  

3.4  The Patent Office, Exhibit 9, and Patent Clearance

      Any invention or patent that originates as the result of or in the performance of an instrument awarded by DOE, must be registered with DOE in order to protect the interests of both the government and the awardee.  A patent clearance is required of all instruments.  The Closeout Contractor requests patent clearance from the appropriate DOE patent office, as cited in the BASIC instrument, by means of the awardee=s Exhibit 9 and the Patent Clearance Exhibit.

3.5  The Institutional Services Division and The Final Cost Recommendation

      The Indirect Rate Contracting Officer (IRCO), who is assigned to the Institutional Services Division (HR-541), is primarily responsible for establishing the final cost recommendation pursuant to a cost reimbursement type contract and/or certain financial assistance instruments upon their completion.  The IRCO accomplishes the final cost recommendation by assuring that the awardee=s accounting system is in accordance with generally accepted accounting principles, and the costs claimed pursuant to the instrument are allocable, allowable, and reasonable.

      When the awardee submits financial data pursuant to a cost reimbursement contract or to a financial assistance instrument, the Closeout Contractor=s Data Analyst prepares a final cost recommendation package, which provides the fiscal information over the life of the instrument.  The final cost recommendation package is provided to the Closeout Contractor=s Financial Analyst for review and analysis.  The Financial Analyst=s initial review is to ascertain the audit assistance required to make the final cost recommendation.  The Financial Analyst may be able to make the final cost recommendation based on available fiscal data in house regarding the awardee, or request outside audit assistance from the cognizant government audit agency.  Among the most frequently used government audit agencies to provide audit assistance are:

         The DOE Office of Inspector General (IG)

         The Defense Contract Audit Agency (DCAA)

         The Department of Health and Human Services (HHS).

Based on the audit results of the instrument, the Financial Analyst makes a final cost recommendation to the IRAC regarding final payment under the instrument.  A final cost recommendation must include final indirect cost rates through the final year of the instrument=s period of performance.

3.5.1  Indirect Costs

         Indirect costs are defined as allowable costs incurred by a company which benefit the entire company but are not directly identifiable with a single cost objective.  These indirect costs are accumulated by cost groupings such as overhead, general and administrative, etc.

3.5.2  Indirect Cost Allocation/Distribution Base

         Indirect cost allocation/distribution base is defined as an accepted method of allocating or distributing indirect costs equitably to each direct cost objective.  As an example, total direct labor costs, including fringes, may be a base for allocating overhead costs to direct cost objectives.  Another example, total direct cost plus overhead, may be used as a base for allocating/distributing G&A costs to direct cost objectives.

3.5.3  Indirect Cost Rates

         Indirect cost rate is defined as the percentage or dollar factor that expresses the ratio of indirect expense incurred in a given period to direct labor cost, overhead cost, general and administrative cost or another appropriate base for the same period.

         The two types of indirect cost rates are:

         (a)  ABilling rates@ which are established temporarily for interim reimbursement of incurred indirect costs and such rates are subject to adjustment when final indirect cost rates are established; and

         (b)  AFinal indirect cost rates@ which are established and agreed upon by the government and the awardee as not subject to change.  The final rate is usually established after the close of the awardee=s fiscal year to which the rate applies.

         The final indirect cost rates that are established for each of the awardee=s fiscal years are applicable to DOE instruments as well as instruments awarded by other government agencies.

3.6  The Office of the Chief Financial Officer, Exhibit 16, and Liquidation Sheets

           When all other closeout requirements have been completed for a given instrument, the Data Analyst uses Exhibit 16 to secure authorization from the Contracting Officer to release final payment to the awardee.  The Data Analyst forwards the Exhibit 16 along with the awardee=s final voucher to the Office of the Chief Financial Officer, Capital Accounting Center, Accounts Payable Division, for processing final payment.

           The Office of Customer Assistance, which is a part of the Office of the Financial Officer, is an invaluable source for financial information essential to the closeout process.  The Data Analyst obtains the Liquidation Sheet (Liq Sheet) from the Office of Customer Assistance.  The Liq Sheet documents the flow of payments made under an instrument, and it is an important tool in the financial analysis of an instrument.

        3.7  Independent Review and Analysis

           The Management Services Division, of the Office of Headquarters Procurement Services, functions as a quality control mechanism for closeout procedures on instruments that:

    (a)  has a provision for government furnished property valued at $50,000 or more, and

    (b)  the face value of the instrument is of  $20,000,000 or more.

If either of the above criterions exists in an instrument, an independent review is required before that instrument can be retired.  When an instrument requires an independent review, all files and all documentation are examined to ensure that proper closeout procedures have been followed and that all requirements pursuant to the instrument have been met.  The independent review is the final step before the Contracting Officer authorizes administrative retirement of that instrument.

3.8  Contracting Officer Certification

           As stated previously, the Contracting Officer is responsible for ensuring that the terms and conditions of the instrument have been met and is in accordance with the applicable Federal and Departmental Regulations.  The Contracting Officer is also responsible for releasing final payment to the awardee.  Upon completion of all closeout procedures for a given instrument, and disbursement of final payment, the Data analyst can request that the Contracting Officer certify successful closeout of that instrument, which signifies Administrative Retirement.

3.9  Contract Administration, Delegation, and Redelegation

          The Office of Headquarters Procurement Services has in some situations delegated the administration and/or closeout of awards to the DOE Field Offices throughout the DOE complex, as well as to other Government Agencies.  The other Government Agencies include, but are not limited to, the Office of Naval Research (ONR), Navy Procurement Resident Office (NAVPRO), and the Defense Contract Administration Service (DCAS). Delegation of an instrument is documented in the BASIC.  The Data Analyst must be certain to examine the BASIC for a modification, memorandum, or some correspondence indicating redelegation of the instrument back to Headquarters Procurement Services.  Without such correspondence, the Data Analyst may duplicate efforts to closeout an instrument that may have been retired by the delegated office.

3.10 Automated Data Processing (ADP) Services

         Successful closeout and retirement of an instrument requires the services of Automated Data Processing (ADP) Services.  ADP gathers information about instruments from a variety of sources within DOE, assimilating and distributing that data in the form of a variety of computer generated reports.  Effective use of ADP computer reports is fundamental to successful instrument closeout.

SECTION 4

THE DOE COMPUTER SYSTEM AND CLOSEOUT SERVICES

4.1  The Procurement and Assistance Data System (PADS)

         PADS is a DOE wide computer system that monitors an instrument from award through closeout.  PADS provides a variety of reports that render specific information regarding all DOE instruments.  These reports sort information by various formats, such as, by Buyer/Negotiator Codes (B/NC), or by awardee name, or by instrument identification number.  Information can be cross-referenced on different reports according to those formats, which reviewed together, can provide a general understanding of each instrument.

4.2  Inventory of Active and Inactive Instruments

         There are two PADS generated reports entitled R-0420720-720, and R-0420721-721, which are commonly referred to as the A720 Report@ or the A721 Report@.  Each of these reports lists all active and inactive instruments awarded and administered by DOE Office of Headquarters Procurement Services.  Each report is displayed in the following format:

                             1.  Instrument Number

                             2.  Age (indicates how long the instrument has been in closeout by the              

                                  number of months from the instrument completion date to the            

                                  720/721 report date)                

                             3.  The latest Modification to the Instrument

                             4.  Instrument Administrator (B/NC and Name)

                             5.  Origination Date (Date of Award)

                             6.  Completion Date

                             7.  Instrument Type

                             8.  Awardee Name

                             9.  Technical Representative

                            10.  Contracting Officer Representative

                            11.  Total Obligation (Instrument Value)

                            12.  Title and Description of Award

4.2.1  720 Report

         The instruments displayed on the 720 Report are listed numerically by Program Office and by B/NC.

4.2.2  721 Report

         The instruments displayed on the 721 Report are listed alphanumerically by Program Office code and instrument number.  

4.2.3  Aging of Instruments in Closeout

         As indicated in 4.2 above, both the 720 and 721 Reports displays age elements that

shows the length of time that the instrument has been in closeout.  DOE established the age element as a means of tracking the amount of time an instrument is in closeout in an attempt provide a target date for the retirement of the instrument.  Following are the targeted period of time that Headquarters Procurement Services has established for the retirement of instruments.  The targeted periods are measured, by instrument type, from the instrument completion date to the date of retirement of the instrument:

                        Cost Reimbursement Contracts                                  36 months

                        Firm Fixed Price Contracts                                           6 months

                        Interagency Agreements                                             20 months

                        Financial Assistance Instruments                                 20 months

                        Purchase/Delivery Orders                                              6 months

To illustrate, a cost reimbursement contract having an aging index of -10, indicates that instrument has 10 months remaining before it reaches the targeted 36 months for retirement, and/or that instrument has been completed for 26 months.  However, if that instrument has an aging index of +10, indicates that the instrument has been in closeout 10 months beyond the targeted 36 months, for a total of 46 months.

4.3  Active and Inactive DOE Awards Report

         The Active and Inactive report (R-0420953-001) lists instruments that still active or ready for closeout.  This report lists all active and inactive instruments from every DOE office nationwide, alphabetically by contractor.  This report is so voluminous that the information it provides is limited to the following:

                             1.  Instrument Number

                             2.  Awardee Name

                             3.  Origination and Completion Dates

                             4.  Total Obligation

                             5.  City and State Where Contractor is Located

4.4  Retired DOE Awards Report

         The Retired Instrument Report (R-420952-001) lists alphabetically by contractor all retired DOE instruments nationwide, that provides the following information:

                             1.  Awardee Name

                             2.  Instrument Number

                             3.  Completion and Retirement Dates

                             4.  Total Obligation

                             5.  City and State Where Contractor is Located

4.5  Contract Closeout Management Information System (CLOSE) and Milestoning

         There are two CLOSE reports, which are derived from the PADS data base.  Only inactive instruments, that are expired and in a closeout status, but have not been retired, are listed in the CLOSE reports.  These reports are commonly known as the 123/124 (R-0414123-001 and R-0414124-001) reports.  The 123 report lists all inactive instruments, displayed numerically by B/NC, while the 124 report is displayed alphabetically by program office.  Specific milestone actions listed on each of the CLOSE reports correspond to the entries generated by the Data Analysts= milestone sheets.

4.6  Listing of Obligations and Payments on Contracts

         The Capital Accounting Center in Germantown distributes a listing of outstanding balances under all instruments administered by DOE Headquarters Procurement Services in Washington, DC  This listing is generally known as the AGermantown Report@.  This report displays the following information:

                             1.  Budget and Reporting (B&R) Number

                             2.  Instrument Identification Number

                             3.  Instrument Status

                             4.  Previous Month=s Obligations (PMOBL)

                             5.  Current Month=s Obligations (CMOBL)

                             6.  Total Obligations (TOTOBL)

                             7.  Previous Month=s Payments (PMPAY)

                             8.  Current Month=s Payments (CMPAY)

                             9.  Total Payments (TOTPAY)

                            10.  Difference (DIFF)

         The Germantown Report, which is the General Ledger, describes the interaction between the Office of the Chief Financial Officer, the Office of Headquarters Procurement Services, and the Program Offices, which is required to coordinate and administer the fiscal matters of an instrument.  For example, a B&R number serves as the paying account for a given instrument.  Funds are obligated to a B&R by the Office of Procurement Services, in conjunction with the cognizant Program Office.  After approval of the Contracting Officer, the Capital Accounting Center pays the awardee from monies obligated to the instrument=s B&R.

         In situations where more than one Program Office is contributing funds to a single instrument, there will be a B&R Number for each contributing Program Office.  Each Program Office maintains a separate B&R in order to track its own obligations and payments on an instrument it may be funding with other Program Offices.

    
    The status of each instrument listed on the AGermantown Report@ will either be AAA@, indicating that the instrument is active or ACO@, indicating that the instrument is in closeout.

SECTION 5

CLOSEOUT AND RETIREMENT OF COST REIMBURSEMENT  CONTRACTS

         This section provides instructions for the successful closeout and retirement of cost reimbursement contracts.  These instructions are based on the HEADQUARTERS PROCUREMENT SERVICES REENGINEERED PROCESS ANALYSIS MAP OF 1997, FOR THE CLOSEOUT AND RETIREMENT OF COST REIMBURSEMENT CONTRACTS.

5.1 Contract Reassignment

          The Closeout Contractor receives the completed contract file from the Contract Specialist along with the contract reassignment form (it should be noted that a contract reassignment form might contain more than one contract).  

5.1.1  Assignment of the Completed Contract for Closeout

The Closeout Contractor=s Project Supervisor assigns the completed contract file to a Data Analyst for the closeout process.  The Project Supervisor inserts the Data Analyst's B/NC on the contract reassignment form indicating to whom the completed contract file is assigned for the closeout process.  The Project Supervisor obtains the signature and date from the applicable Team Leader thereby making the reassignment official.  The Project Supervisor then distributes the reassignment form to PADS.

5.1.2  Initial Closeout Review

The Data Analyst performs an initial closeout review to determine if there are any 

Outstanding issues, namely (a) cost overruns, (b) government property, (c) disputes, and (d) unsettled claims.  If  the initial review discloses that any of these issues have not been resolved, the contract file will be returned to the Contract Specialist and the closeout process will be terminated.

5.1.3    Liquidation Status Report
If the initial closeout review discloses there are no outstanding issues under the 

completed contract, the Data Analyst will execute a liquidation status report
5.1.4    Instrument Information Sheet and Financial Analysis Sheet

            The instrument information sheet illustrates the basic structure of the closeout process.  It organizes data found in the BASIC into five fundamental areas as follows:

a
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Property information

b
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Patent information

c
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Financial information

d
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COR information

e
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Awardee information

5.1.4.1  Property Information

            In researching property matters, review the BASIC for a property report or property clause.  If either indicates the use of government property by the awardee, notify the Project Supervisor immediately.  If Exhibits 8 and 8a (see Section 2.5 above) are in the file, property has been disposed of appropriately.

5.1.4.2
Patent Information

Review the BASIC for any patent concerns, noting which Patent Office  

administers Patent Clearance for the contract.  If the file contains patent concerns not documented by a Patent Certificate and Exhibit 9, notify the Project Supervisor immediately.  If the file contains Exhibit 9 and a Patent Certificate, the DOE Patent Counsel has cleared the instrument of outstanding patent concerns.

5.1.4.3
Financial Information

The Financial Analysis Sheet organizes data for the proper analysis of final 

payment under the contract.  The preliminary information for this sheet may be obtained from the BASIC and a Liquidation Status Report.

5.1.4.4.
COR Information and COR Acceptance

A review of the BASIC should disclose the name and mail code of the 

instrument=s COR, who must accept the deliverables on behalf of the government in order for the closeout process to begin.  

5.1.4.5
Awardee Information

A review of the BASIC, specifically the most recent correspondence between 

DOE and contractor personnel, should disclose the most current address of the contact personnel for the administration of government contracts.  It may be necessary to verify this information by a telephone call to the personnel indicated in the BASIC.

5.2  Creating the Cost Reimbursement Contract Closeout Folder

         A contract closeout folder is required for each instrument in closeout.  A checklist is a pre-printed form that the Data Analyst attaches to the front of the folder for entering  dates that various closeout documents were requested and received.  

5.2.1    Organizing the Contract Closeout Folder

The contents of the contract closeout folder should be organized as follows:

TAB                                                           EXHIBIT / DOCUMENT

   A                                                                      Exhibit 2

   B                                                                      Exhibit 4

   C                                                                      Exhibit 5

   D                                                                      Exhibit 6   

   E                                                                      Exhibit 7

   F                                                                       Patent Certificate

   G                                                                      Exhibit 9

   H                                                                      Closeout Audit

5.3  Reports Required by the Contract

            The Data Analyst will query the Office of Scientific and Technical Information 

(OSTI) to determine if all reports required by the contract have been received.  If all the 

reports have been received, request an OSTI clearance by E-Mail.  If OSTI has not 

received all required reports, contact the program customer to verify the accuracy of the 

OSTI information.  If the program customer has received the report(s), request a waiver 

by E-Mail from the program customer for any report(s) that have been received or that 

such report(s) are not necessary.

5.4 Recording Progress Actions

     As an instrument progresses through closeout, enter dates for closeout document initiation and completion on the closeout folder checklist, and file the accepted or cleared documents under the appropriate Tab.  For example, when receipt of COR acceptance, file under Tab A, for Patent Clearance, file it under Tab G.

5.5 DOE Clearances

     Several DOE offices issue clearances that verify information found in the Closeout Package, so as to protect the Government=s interests concerning information products, property, patent and financial matters.

5.5.1  Final Acceptance (Exhibit 4)

  The Exhibit 4 signed by the authorized COR and returned to the Data Analyst indicates official acceptance of contract deliverables by the government.

5.5.2  Property Clearance (Exhibit 8)

Exhibit 8 documents DOE verification that government property was either not applicable or was disposed of properly in the performance of the contract.

           5.5.3 
Patent Clearance (Exhibit 9)

Exhibit 9 documents DOE verification that all patent concerns have been duly reported.                                                                                                             

          5.5.4  Final Technical Report (Exhibit 10)
Exhibit 10 is a verification that all required reports have been forwarded to the Office of Scientific and Technical Information in Oak Ridge, Tennessee.

   5.5.5  Financial Clearance (Exhibit 16)

         Exhibit 16 documents DOE approval of payment of the final voucher.

5.6  Requirement for Final Audit

         The Closeout Contractor will review the contract file to determine if a final audit or final indirect cost rates are required, or whether to recommend proceeding without final audit.

5.6.1  Recommendation to Retire a Contract Absent Final Audit
The Closeout Contract will submit the recommendation to the Contracting Officer to retire the contract absent a final audit.  This recommendation will be based on prior audit reports and other financial data on file regarding the contractor involved.  The Contracting Officer concurs/approves the waiver for final audit as appropriate.  

Upon receiving Contracting Officer approval to proceed without final audit, the Closeout Contractor  will complete the following:

(1)
solicit a final voucher from the contractor;

(2)
evaluate the final voucher;

(3)
prepare a recommendation to Contracting Officer for financial settlement;

(4
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upon receiving the approved final voucher and final settlement from the Contracting Officer, process an Exhibit 16 and forward it to the Capital Accounting Center along with the final voucher;

(5
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prepare a retirement memorandum for Contracting Officer review and signature;

(6
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upon receiving the signed retirement memo from the Contacting Officer, submit the approved retirement memo along with the Exhibit 16 to PADS for official retirement;

(7
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box the file for storage, complete the records retention form(s) for shipment to records storage center.

    5.6.2  Determination that a Final Audit is Necessary to Retire a Contract

 When a determination is made that a final audit is necessary to retire a contract, the Closeout Contractor will complete the following tasks:

(1
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solicit the final voucher from the contractor;

(2
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evaluate the final voucher; 

(3
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 compare the amount requested on the final voucher to the Summary Settlement (Exhibit 2);

(4
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upon verifying the contractor=s financial information, submit a request for a final incurred cost audit to the cognizant government audit agency (the request should include the final voucher and accompanying statement of costs, and any contract clauses and modifications that may impact final payment under the contract);

(5
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obtain an estimated audit completion date from the cognizant government auditor;

(6
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receive the final incurred cost audit from the cognizant auditor;

(7
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review final audit results to determine any questioned or unresolved costs;

(8
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(a) if there are no questioned or unresolved costs, prepare a final cost recommendation to the Contracting Officer;  

(b) if the audit results contain questioned or unresolved costs, prepare a letter, for Contracting Officer review and signature, to the contractor requesting comments on the audit results; 

(c) review any comments from the contractor and prepare a recommendation to the Contracting Officer on financial settlement;

(d) notify the Program Office (via e-mail) of any additional funding that may be required;                                                                                       

(9
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upon receiving approved final cost settlement from the Contracting Officer, process Exhibit 16 and forward it along with the final voucher to the Capital Accounting Center;

(10)  prepare a retirement memo for Contracting Officer for review and signature;

(11)  submit approved retirement memo along with financial clearance (Exhibit 16) to PADS for official retirement;

(12)  box the file for storage, complete records retention form(s) for shipment to records storage center.

SECTION 6

CLOSEOUT AND RETIREMENT OF FIRM FIXED PRICE CONTRACTS

         This section provides instructions for the successful closeout and retirement of firm fixed price contracts.  These instructions are based on the HEADQUARTERS PROCUREMENT SERVICES REENGINEERED PROCESS ANALYSIS MAP OF 1997, FOR THE CLOSEOUT AND RETIREMENT OF FIRM FIXED PRICE CONTRACTS.

6.1 Contract Reassignment
The Closeout Contractor receives the completed firm fixed price contract file from the

Contract Specialist along with the contract reassignment form (it should be noted that a contract reassignment form may contain more than one contract).

6.1.1  Assignment of the Completed Contract for Closeout
  The Closeout Contractor=s Project Supervisor assigns the completed contract file to a Data Analyst for the closeout process.  The Project Supervisor inserts the Data Analyst=s B/NC on the contract reassignment form indicating to whom the completed contract file is assigned for the closeout process.  The Project Supervisor obtains the signature and date from the applicable Procurement Services Team Leader thereby making the reassignment official.  The Project Supervisor then distributes the reassignment form to PADS.

6.1.2  Initial Closeout Review
The Data Analyst performs an initial closeout review to determine if there are any outstanding issues, namely (a) improper disposition of government property, if applicable, (b) any disputes, or (c) any unsettled claims.  If the initial review discloses any of these or other issues, the contract file will be returned to the Contract Specialist and the closeout process will be terminated.  If there are no outstanding issues, the assigned Data Analyst enters the completed firm fixed price contract into the closeout data base.

6.1.3
Office of Scientific and Technical Information
Query the Office of Scientific and Technical Information (OSTI) to determine if the required reports under the contract have been received.

       6.1.4  Required Reports

      If the required reports under the contract have been received, request an OSTI clearance by 

e-mail.

      If the required reports under the contract have not been received, verify the accuracy of  the                         OSTI information with the Program Office and request a waiver by e-mail if appropriate.

   6.1.5  Liquidation Status Report
Execute a liquidation status report for the completed contract to determine if final payment has been made.   

      6.1.6  Final Payment

If final payment has been made, send the contractor the form letter of notification that the contract is complete and no further action is necessary.  

If final payment has not been made, send a Final Release Form (Exhibit 6) to the contractor requesting the final invoice.  Upon receiving the final invoice, the Data Analyst processes that invoice for Contracting Officer approval and forwards the approved invoice to the Capital Accounting Center, Accounts Payable Division for payment.  The Data Analyst then sends the contractor the form letter of notification that the contract is complete and no further action is necessary.

6.2 Instrument Information Sheet and Financial Analysis Sheet
         The instrument information sheet illustrates the basic structure of the closeout process.  It organizes data found in the BASIC into five fundamental topics, as follows:

a.
Property information

b.
Patent information

c.
Financial information

d.
COR information

e.
Awardee information

6.2.1  Property Information
         In researching property matters, review the BASIC for a property report or property clause.  If either indicates the use of government property by the awardee, notify the Project Supervisor immediately.  If an Exhibit 8 is in the file, any property has been disposed of appropriately.

6.2.2 
Patent Information
         Review the BASIC for any patent concerns, noting which Patent Office administers Patent Clearance for the contract.  If the file contains patent concerns not documented by a Patent Certificate and Exhibit 9, notify the Project Supervisor immediately.  If the file contains Exhibit 9 and a Patent Certificate, the DOE Patent Counsel has cleared the instrument of any outstanding patent concerns.

6.2.3 Financial Information
            The Financial Analysis Sheet organizes data for the proper analysis of final payment under the contract.  The preliminary information for this sheet may be obtained from the BASIC and a Liquidation Status Report.

6.2.4  COR Information and COR Acceptance
A review of the BASIC should disclose the name and mail code of the instrument=s COR, who must accept the deliverables on behalf of the government in order for the closeout process to begin.  Send Exhibit 4 with a COR acceptance memo to the proper COR.  If the contractor has fulfilled the terms and conditions of the contract, the COR will sign and return the Exhibit 4, thereby authorizing the closeout process to continue.

6.2.5  Awardee Information and the Closeout Package
Review the BASIC for the most current address of the awardee contact personnel. Verify the accuracy of the contact person(s) by telephone.  Make a further check of the BASIC for any Exhibit(s) or other documentation that has been previously submitted.  Upon receiving COR acceptance, send a Closeout Package to the awardee.  A firm fixed price contract Closeout Package includes the following:

    Exhibit 6  -  Final Release:  releases the government from any further

 liabilities and claims arising from the contract;

                Exhibit 7  -  Documents and Records Certificate:  states that government records have been disposed of properly;

                Exhibit 8a -  Property Certificate:  states that government property was either

either non-existent or disposed of properly; and                                                                        

                Patent Certificate  -  states that all notebooks, reports, inventions and any other patent concerns have been reported and resolved.

Enclose a cover letter with the Closeout Package instructing the awardee to complete all enclosed forms.  The awardee must also submit a final voucher and statement of costs.

6.3  Creating the Firm Fixed Price Contract Closeout Folder
                 A contract closeout folder is required for each instrument in closeout.  A checklist is a pre-printed form (for fixed price contracts) that the Data Analyst attaches to the front of the folder for entering dates that various closeout documents were requested and received.

6.3.1
The Checklist for a Firm Fixed Price Contract

           The following information should be entered on the checklist for a firm fixed price contract and attached to the contract closeout folder:

a.
awardee name

b.
instrument number

c.
instrument expiration date 

           As a fixed price contract progresses through the closeout process, enter dates of closeout document initiation and completion on the closeout folder checklist, and file the completed documents under the appropriate tab in the closeout folder.

6.3.2   Organizing the Contract Closeout Folder

            The contents of the contract closeout folder should be organized as follows:

            TAB                                             EXHIBIT/DOCUMENT
              A                                                        Exhibit 2

              B                                                        Exhibit 6

              C                                                        Exhibit 7

              D                                                        Exhibit 10

              E                                                         Exhibit 8a

              F                                                         Exhibit 9

             G                                                         Exhibit 8

             H                                                         Patent Certificate

             I                                                          Exhibit 16

             J                                                          CO Certification

 6.4   Request For Final Payment

Final payment for a firm fixed price contract is due immediately upon receipt of the final voucher even if the contractor has not submitted Exhibits 6, 7, 8a or 9.  The only requirements necessary to affect payment of the final voucher are the following:

a.
COR acceptance (Exhibit 4) of deliverables; and

b.
Confirmation that funds are available on the contract to pay the amount requested on the final voucher.

         Stamp the back of the final voucher with a voucher approval stamp.  Submit the stamped voucher for signature by the COR and the Contracting Officer.  File a copy of the signed voucher in the Closeout Folder, and submit the original voucher and the statement of costs to the Capital Accounting Center for payment.

6.5  DOE Clearances

Several DOE offices issue clearances that verify information found in the Closeout Package, so as to protect the government=s interests concerning information products, property, patent, and financial matters.

6.5.1
OSTI Clearance 

After sending the Closeout Package to the contractor, request clearance, via e-mail,  from the Office of Science and Technical Information in Oak Ridge, Tennessee (see Section 6.1.3.1 above).

6.5.2
Property Clearance 

Upon receiving the closeout package, verify that all government property has been disposed of appropriately by sending Exhibit 8 and the contractor=s Exhibit 8a to the Organization Property Management Officer (MA-543) for clearance. The OPMO, will in turn forward both Exhibits to the Finance Division (CR-52), in the Office of the Chief Financial Officer, for final clearance.

6.5.3
Patent Clearance 

Upon receiving the closeout package, verify that all inventions are registered with the government by sending Exhibit 9 and the contractor=s Patent Certificate to the Patent Office.  The address of the proper Patent Office should be in the BASIC and entered on the instrument information sheet. 

6.5.4
Financial Clearance 

Upon completing all closeout requirements for a firm fixed price contract, request financial clearance by sending Exhibit 16b and Exhibit 6 to the Capital Accounting Center.

6.5.5
Retirement 

Submit a request to the Contracting Officer to authorize administrative retirement of the firm fixed price contract by means of a Contracting Officer Certification form.  After Contracting Officer Certification, the contract is ready for physical retirement.

SECTION 7

CLOSEOUT AND RETIREMENT OF INTERAGENCY AGREEMENTS

         This section provides instructions for the successful closeout and retirement of interagency agreements.  These instructions are based on the HEADQUARTERS PROCUREMENT SERVICES REENGINEERED PROCESS ANALYSIS MAP OF 1997, FOR THE CLOSEOUT AND RETIREMENT OF INTERAGENCY AGREEMENTS.

7.1  Instrument Reassignment
The Closeout  Contractor receives the completed interagency agreement file from the Contract Specialist along with the instrument reassignment form (it should be noted that an instrument reassignment form might contain more than one instrument).

7.1.1
Assignment of the Completed Interagency Agreement for Closeout
The Closeout Contractor=s Project Supervisor assigns the completed interagency agreement file to a Data Analyst for the closeout process.  The Project Supervisor inserts the Data Analyst=s B/NC on the instrument reassignment form indicating to whom the completed instrument file is assigned for the closeout process.  The Project Supervisor obtains the signature and date from the applicable Procurement Services Team Leader thereby making the reassignment official.  The Project Supervisor then distributes the reassignment form to PADS.

7.1.2
Initial Closeout Review
The Data Analyst performs an initial closeout review to determine if there are any outstanding issues.  If the initial review discloses any outstanding or unsettled issues, the instrument file will be returned to the Contract Specialist for resolution(s) and the closeout process will be terminated.  If there are no outstanding or unsettled issues, the assigned Data Analyst enters the completed interagency agreement into the closeout data base.

7.2  Instrument Information Sheet and Financial Analysis Sheet
                  The instrument information sheet illustrates the basic structure of the closeout process.  It organizes data found in the BASIC into five fundamental topics as follows:

a.
Property information

b.
Patent information

c.
Financial information

d.
COR information

e.
Awardee information

7.2.1    Property Information
In researching property matters, review the BASIC for a property report or property clause.  If either indicates the use of government property by the awardee, notify the Project Supervisor immediately.  If an Exhibit 8 is in the file, any property has been disposed of appropriately.

7.2.2
Patent Information
Review the BASIC for any patent concerns, noting which Patent Office administers Patent Clearance for the instrument.  If the file contains patent concerns not documented by a Patent Certificate and Exhibit 9, notify the Project Supervisor immediately.  If the file contains Exhibit 9 and a Patent Certificate, the DOE Patent Counsel has cleared the instrument of any outstanding patent concerns.

7.2.3
Financial Information
The Financial Analysis Sheet organizes data for the proper analysis of final payment under the instrument.  The preliminary information for this sheet may be obtained from the BASIC and a Liquidation Status Report.

7.2.4
COR Information and COR Acceptance
A review of the BASIC should disclose the name and mail code of the instrument=s COR, who must accept the deliverables on behalf of the government in order for the closeout process to begin.                                                                                                                                       

7.2.4.1  Exhibit 4
Send Exhibit 4 with a COR acceptance memo to the proper COR.  If the awardee has fulfilled the terms and conditions of the instrument, the COR will sign and return the Exhibit 4, thereby authorizing the closeout process to continue. 

7.2.4.2
Liquidation Status Report

Execute a liquidation status report to determine if final payment has been made.  

a.
If final payment has been made, and there are funds remaining on the instrument, execute Exhibit 16 to deobligate those remaining funds.

b.
If final payment has not been made, (I) send a letter to the Agency involved requesting final billing under the instrument; (ii) upon receiving the final invoice, it is processed for Contracting Officer approval and forwarded to the Capital Accounting Center, Accounts Payable Division (CR-54) for payment; (iii) execute another liquidation status report 45 days after forwarding final invoice to CR-54 for payment to determine that final payment was made, and to determine if any funds are remaining on the instrument.

c.
If  funds remain on the instrument, execute Exhibit 16 to deobligate those remaining funds.

7.3  Creating the Interagency Agreement Folder

A closeout folder is required for each instrument in closeout.  A checklist is a pre-printed form (for interagency agreements) that the Data Analyst attaches to the front of the folder for entering dates that various closeout documents were requested and received.

7.3.1
The Checklist for an Interagency Agreement
The following information should be entered on the checklist for an interagency agreement and attached to the instrument closeout folder:

a.
awardee name

b.
instrument number

c.
instrument expiration date

     As an interagency agreement progresses through the closeout process, enter dates of closeout document initiation and completion on the closeout folder checklist, and file the completed documents under the appropriate tab in the closeout folder.

7.3.2
Organizing the Interagency Agreement Closeout Folder
The contents of the instrument closeout folder should be organized as follows:

TAB                                                    EXHIBIT/DOCUMENT
   A                                                                 Exhibit 4

   B                                                                 Financial Acknowledgement

   C                                                                 Closeout Letter (Suspense Date)

   D                                                                 Final Voucher

   E                                                                 Exhibit 9

   F                                                                 Exhibit 8a

   G                                                                 Exhibit 8

   H                                                                 Exhibit 16

   I                                                                  CO Certification

7.4  Request for Final Payment
Final payment under an interagency agreement is processed immediately upon receipt of the final voucher, although the agency might not have submitted Exhibits 8a or 9.  The only requirements necessary to affect payment of the final voucher are the following:

a.
COR acceptance of instrument deliverables, as documented by Exhibit 4, and

b.
Confirmation that funds are available on the instrument to pay the amount requested on the final voucher.

     Stamp the back of the voucher with a voucher approval stamp.  Submit the stamped voucher to the COR and the Contracting Officer respectively for their signatures.  File a copy of the signed voucher in the Closeout Folder, and submit the original voucher to the Capital Accounting Center for payment.

7.5  DOE Clearances
         Several DOE offices issue clearances that verify information found in the Closeout Package, so as to protect the government=s interests concerning information products, property, patent, and financial matters.

7.5.1  Property Clearance
Upon receiving the closeout package, verify that all government property has been disposed of appropriately by sending Exhibit 8 and the awardee=s Exhibit 8a to the Organization Property Management Officer (OPMO) in MA-543 for clearance.  The OPMO will forward both Exhibits to the Finance Division for final clearance.

7.5.2
Patent Clearance
Upon receiving the closeout package, verify that all inventions are registered with the government by sending Exhibit 9 and the awardee=s Patent Certificate to the Patent Office.  The address of the proper Patent Office should be in the BASIC and entered on the instrument information sheet.

7.5.3
Financial Clearance
Upon completing all closeout requirements for an interagency agreement, request

 financial clearance by sending Exhibit 16c to the Capital Accounting Center.

7.5.4
Retirement
Submit a request to the Contracting Officer to authorize administrative retirement of the interagency agreement by means of a Contracting Officer Certification form.  Upon receiving the signed Contracting Officer Certification, the instrument is ready for physical retirement.

SECTION 8

FINANCIAL ASSISTANCE INSTRUMENTS (GRANTS/COOPERATIVE AGREEMENTS, ETC)
This section provides instructions for the successful closeout and retirement of financial assistance instruments.  These instructions are based on the HEADQUARTERS PROCUREMENT SERVICES REENGINEERED PROCESS ANALYSIS MAP OF 1977, FOR THE CLOSEOUT AND RETIREMENT OF FINANCIAL ASSISTANCE INSTRUMENTS.

8.1  Instrument Reassignment
The Closeout Contractor receives the completed financial assistance instrument file from the Contract Specialist along with the instrument reassignment form (an instrument reassignment form may contain more than one instrument)

8.1.1 Assignment of the Completed Financial Assistance Instrument for                                   Closeout
 The Closeout Contractor=s Project Supervisor assigns the completed financial assistance instrument file to a Data Analyst for the closeout process.  The Project Supervisor inserts the Data Analyst=s B/NC on the instrument reassignment form indicating to whom the completed instrument file is assigned for the closeout process.  The Project Supervisor obtains the signature and date from the applicable Procurement Services Team Leader thereby making the reassignment official.  The Project Supervisor then distributes the reassignment form to PADS.

8.1.2
Initial Closeout Review
     The Data Analyst performs an initial closeout review to determine if there are any outstanding issues.  If the initial review discloses any outstanding or unsettled issues, the instrument file will be returned to the Contract Specialist for resolution(s) and the closeout process will be terminated.  If there are no outstanding or unsettled issues, the assigned Data Analyst enters the completed financial assistance instrument into the closeout data base.   

8.1.3
Office of Scientific and Technical Information
     Query the Office of Scientific and Technical Information (OSTI) to determine if the required reports (if any) under the instrument have been received.  If the required reports have been received, request an OSTI clearance by e-mail.  If OSTI indicates that the reports have not been received, verify the accuracy of that information with the program customer and request any required reports from the grantee.  Under limited conditions and with the approval of the Contracting Officer, a written waiver may be placed in the file.

8.1.4
Liquidation Status Report
     Execute a liquidation status report for the completed instrument to determine if final payment has been made.

8.2  Instrument Information and Financial Analysis Sheet
            The instrument information sheet illustrates the basic structure of the closeout process.  It organizes data found in the BASIC into five fundamental topics  as follows:

a.
Property information

b.
Patent information

c.
Financial information

d.
COR information

e.
Awardee information

8.2.1
Property Information
In researching property matters, review the BASIC for a property report or property clause.  If either indicates use of government property by the awardee, notify the Project Supervisor immediately.  If Exhibits 8 and 8a are present on the file, property has been disposed of appropriately.  

8.2.2
Patent Information
     Review the BASIC for any patent concerns, noting which Patent Office administers Patent Clearance for the instrument.  If the file contains patent concerns not documented by a Patent Clearance and Exhibit 9, notify the Project Supervisor immediately.  If the file contains Exhibit 9 and a Patent Certificate, the DOE Patent Counsel has cleared the instrument of outstanding patent concerns.

8.2.3 Financial Information
     The Financial Analysis Sheet organizes data for the proper analysis of final payment under the instrument.  The preliminary information for this sheet may be obtained from the BASIC and a Liquidation Status Report.

8.2.4
COR Information and COR Acceptance
     A review of the BASIC should disclose the name and mail code of the instrument=s COR, who must accept the deliverables on behalf of the government in order for the closeout process to begin.

8.2.4.1


Exhibit 4

         Send Exhibit 4 with a COR acceptance memo to the proper COR.  If the awardee has fulfilled the terms and conditions of the instrument, the COR will sign and return the Exhibit 4, thereby authorizing the closeout process to continue.

8.2.4.2     Liquidation Status Report

        Execute a liquidation status report to determine if final payment has been made.

a.
If final payment has been made, and there are funds remaining on the instrument, execute Exhibit 16 to deobligate those remaining funds.

b.
If final payment has not been made, (I) send a letter to the awardee requesting final billing under the instrument; (ii) upon receiving the final invoice, it is processed for Contracting Officer approval and forwarded to the Capital Accounting Center, Accounts Payable Division (CR-54) for payment ; (iii) execute another liquidation status report 45 days after forwarding final invoice to CR-54 for payment to determine that final payment was made, and to determine if any funds are remaining on the instrument.

c.
If funds remain on the instrument, execute Exhibit 16 to deobligate those remaining funds.

8.3   Creating the Financial Assistance Instrument Closeout Folder
         As a closeout folder is required for all other instruments in closeout, the same is required for financial assistance instruments.  The Data Analyst attaches a pre-printed checklist (for financial assistance instruments) to the front of the folder for entering dates that various closeout documents were requested and received.

8.3.1
 The Checklist for a Financial Assistance Instrument
    The following information should be entered on the checklist for a financial assistance instrument and attached to the instrument closeout folder:

a.
awardee name

b.
instrument number

c.
instrument expiration date

        As a financial assistance instrument progresses through the closeout process, enter dates of closeout document initiation and completion on the closeout folder checklist, and file the completed documents under the appropriate tab in the closeout folder.

8.3.2    Organizing the Financial Assistance Instrument Closeout Folder

      TAB                                      EXHIBIT/DOCUMENT
         A                                         Exhibit 4                 

         B                                         Notice of Grant in Process of Closeout

         C                                         Exhibit 8b

         D                                         Exhibit 9a

         E                                         SF-269

         F                                         SF-270/SF-272

         G                                         Remittance of Excess Cash on Hand or Overpayment

         H                                         Current Audit Report of Statement as to initiation                                          

                                                           And Estimated Completion date of Audit

         I                                           Final Cost Recommendation

         J                                           Final Performance Report (Technical/Process)

         K                                          Exhibit 8

         L                                          Patent Clearance

         M                                         Notice of Grant Closeout Completion

                                                             Exhibit 16

         N                                         Miscellaneous Exhibits (10, CO Certification)

8.4  Request for Final Payment
         Final payment for a financial assistance instrument occurs immediately upon receipt of the SF-270 (Final Payment Request), although the recipient might not have submitted the SF-269, SF-272, and/or Exhibits 8b and 9.  The only requirements necessary to execute the SF-270 immediately are: 

a.
COR acceptance of deliverables (Exhibit 4), and

b.
confirmation that the amount requested on the SF-270 is available on the instrument for payment.

         Stamp the back of the SF-270 with a voucher approval stamp.  Submit the stamped form for signature by the COR and the Contracting Officer.  File a copy of the signed SG-270 in the closeout folder, and submit the original SF-270 to the Capital Accounting Center for payment.

8.5   DOE Clearances
         Several DOE offices issue clearances that verify information found in the Closeout Package, so as to protect the government=s interests concerning information products, property, patent, and financial matters. 

8.5.1
OSTI Clearance
     After sending the Closeout Package to the awardee, request clearance, via e-mail, from the Office of Science and Technical Information in Oak Ridge, Tennessee (see Section 8.1.3 above).   

8.5.2
Property Clearance
     Upon receiving the closeout package, verify that all government property has been disposed of appropriately by sending Exhibit 8 and the awardee=s Exhibit 8b to the Organization Property Management Officer (MA-543) for clearance.  The OPMO, will in turn forward both Exhibits to the Finance Division (CR-52), for final clearance.

8.5.3
Patent Clearance
     Upon receiving the closeout package, verify that all inventions are registered with the government by sending Exhibit 9 and the awardee=s Patent Certificate to the Patent Office.  The address of the proper Patent Office should be in the BASIC and entered on the instrument information sheet.

8.5.4
Financial Analysis and the Final Cost Recommendation
     Review the financial information returned in the closeout package and request a final cost recommendation from the Financial Analysts.  The Financial Analyst will ensure that all information is complete.  Upon reviewing the SF-269 and SF-270, note the total dollar amount of the financial assistance instrument.  Using the SF-270, compare the cumulative amount requested on previous vouchers against the total amount of the instrument.  The cumulative amount previously requested should be less than the total amount of the instrument.

     Compare the amount requested on the SF-270 to line 10E of the SF-269.  The sum of the figures should be less than or equal to the total amount of the instrument.  Compare the amount requested on the SF-270 to the difference between line 10d and line 10f on the SF-269.  The difference, 10d and 10f should equal the amount requested on the final voucher.

     Note that line 10e of the SF-269 must equal line 11a of the SF-270.  Any awardee funds used in the instrument will be recorded on line 10f of the SF-269 and should equal the amount shown on line 11f of the SF-270.  If line 10e of the SF-269 is added to the amount requested on the final voucher, the sum should equal the total amount of the instrument. 

     Finally, ensure that all information is consistent with DOE records.  Check the liquidation status report for the amount requested on the SF-270.  The liquidation status report balance should be greater than or equal to the requested amount on the SF-270.  

     After analyzing the awardee=s financial information, request a final cost recommendation from the Senior Financial Analyst.  Include in the request, the SF-269, and a copy of the SF-270, the SF-272 (if applicable), a copy of the final DOE-approved recipient budget, and a copy of the recipient-arranged audit.

8.6  Financial Clearance and Retirement
Upon receiving the Final Cost Recommendation and supporting documents, send an Exhibit16d to the Capital Accounting Center.  Attach the SF-269, SF-270, and SF-272, as well as a copy of the Final Cost Recommendation.  When completing the Exhibit 16d, note that final payment has already been made by entering AN/A@ (Not Applicable) when necessary. 

8.6.1
Notice of Grant Closeout Completion
After the Exhibit 16d has been returned from the Capital Accounting Center, send a ANotice of Grant Closeout Completion@ letter to the awardee.  A financial assistance instrument does not require a Final Release (Exhibit 6).  However, the same objective (i.e. releasing DOE from any further contractual and/or financial obligations) is achieved by using the ANotice of Grant Closeout Completion@ letter.

8.6.2
Independent Review and Analysis
           When the 16a is returned from the Capital Accounting Center, send the entire file (Pre-Award Package, BASIC, and Closeout Folder) to Management Services Division (MA-543) for review and analysis if the instrument is valued at more than $20,000,000 and/or if the instrument provides for property of a value greater than $50,000. 

8.6.3  Contracting Officer Certification
     After Management Services Division (MA-543) has cleared the file, request that the Contracting Officer authorize administrative retirement by means of a CO Certification Form.

8.6.4
Retirement
     After Contracting Officer Certification, the instrument is ready for physical retirement.

SECTION 9
PURCHASE ORDERS AND DELIVERY ORDERS

         This section provides instructions for the successful closeout and retirement of purchase orders and delivery orders.  These instructions are based on the HEADQUARTERS PROCUREMENT SERVICES REENGINEERED PROCESS ANALYSIS MPA OF 1997, FOR THE CLOSEOUT AND RETIREMENT OF PURCHASE ORDERS AND DELIVERY ORDERS.  The closeout process for purchase orders and delivery orders is described in detail in order that the reader may get a solid overview of the various procedures involved.

9.1 Instrument Reassignment
           The closeout contractor receives the completed purchase/delivery order file from the Contract Specialist along with the instrument reassignment form.

9.1.1
Assignment of the Completed Purchase/Delivery Order for Closeout
The Closeout Contractor=s Project Supervisor assigns the completed purchase/delivery order file to a Data Analyst for the  closeout process.  The Project Supervisor inserts the Data Analyst=s B/NC on the instrument reassignment form indicating to whom the completed instrument file is assigned for the closeout process.  The Project Supervisor obtains the signature and date from the applicable Procurement Services Team Leader thereby making the reassignment official.  The Project Supervisor then distributes the reassignment form to PADS, and the Data Analyst enters the completed purchase/delivery order into the Closeout Data Base.

9.1.2
Initial Closeout Review
The contents of the completed purchase/delivery order folder should be thoroughly reviewed.  The folder should contain the following:

-
Order for Supplies or Services;

-
Requisition for Supplies, Equipment, and Services;

-
Individual Procurement Action Report (IPAR)

     If the Folder contains a yellow copy of the Order for Supplies or Services, the final invoice has already been paid.  Execute a liquidation status report to verify that final payment has been made.  

9.1.3
Requesting COR Acceptance
If it is determined that final payment has not been made, request Final Acceptance from the COR by means of Exhibit 4 and a COR Request Memo.  The name of the COR is on the Order For Supplies or Services form, in Block 10, ARequisitioning Office@.                              

9.1.4
Requesting Final Payment
Upon receipt of the COR acceptance, prepare a financial clearance (Exhibit 16) for Contracting Officer review and approval, only if a balance remains on the completed purchase/delivery order.  If there is a $-0- balance, Exhibit 16 is not required.  If the Exhibit 16 is necessary, the Contracting Officer will review and sign it and the Data Analyst will forward the approved Exhibit 16 to the Capital Accounting Center.            

9.1.5
Administrative Retirement
Upon receiving the Exhibit 16 from the Capital Accounting Center, prepare a Retirement Memo for the  Contracting Officer=s review and signature.  After receiving the approved Retirement Memo from the Contracting Officer, submit the approved Retirement Memo along with the Financial Clearance (Exhibit 16), if applicable to PADS for official retirement.

9.1.6
Physical Retirement
Purchase/Delivery Orders are physically retired by using a procedure that is different than 

that for other instruments.  Purchase/Delivery Orders are retained by the Office of Headquarters Procurement Services for a period of two years before being boxed and shipped to a Federal Records Center.  The Closeout Contractor=s Project Supervisor will coordinate physical retirement of purchase/delivery orders with the assistance of the cognizant Headquarters Procurement Services official.

SECTION 10

RETIREMENT

Contracting Officer certification indicates that no further closeout actions are required, thereby authorizing administrative and physical retirement of the instrument.  

10.1 Administrative Retirement
     Administrative retirement occurs when an instrument is removed from the Active/Inactive Computer Run and transferred to the PADS Retired Run.  The following are necessary to generate the change in the official status:

a.
record the instrument number on a PADS retirement sheet;

b.
attach one copy each of the following documents to the PADS retirement sheet for each instrument listed:

1.
Exhibit 16

2.
Contracting Officer Certification

3.
SF-30, if applicable

d.
Send the entire package to the proper Team Leader for signature.

     One copy of the signed PADS retirement sheet is returned to Closeout, and a second is forwarded to the office of ADP Operations.  Attach a copy of the retirement sheet with a copy of the signed Contracting Officer Certification to the front cover of the BASIC of the administratively retired instrument.

10.2 Physical Retirement
Physical retirement involves boxing and shipping an instrument to a Federal Records Center for storage.  The following are necessary for physical retirement:

a.
place all instruments in storage boxes in order of administrative retirement date;

b.
list the contents of each box on a Records Transfer Memo.  For each instrument, include the following information:

1.
instrument identification number,

2.
awardee name,

3.
original award date,

4.
administrative retirement date

e.
submit the Memo to the Project Supervisor for review, who in turn, will obtain approval and signature from the proper Team Leader for the boxing shipment;

f.
place the original Memo plus two completed copies of the original memo plus two copies of the first page of the Memo in Box #1.  Forward another copy of the Memo to Operations Review and Analysis for central control of the instruments;

g.
alert Headquarters Records Management that the boxes are ready for pick-up;

h.
when the boxes have been shipped to the Federal Records Holding Area, Records Management will return an updated Records Transfer Memo to Closeout which will include the Job Number and location of the boxes in the Records Holding Area; and

i.
replace the copy of the original Memo filed in Step Ad@ above and with the updated Memo from Records Management. 

SECTION 11

MILESTONING

Milestoning facilitates tracking an instrument=s progress through the closeout process.  As closeout procedures are initiated and completed, request and receipt dates of closeout documents are logged onto milestone sheets.  ADP Operations consolidates information from milestone sheets for entry on the CLOSE 123 computer run.

The milestone sheet on the facing page shows how Exhibits are documented for dates requested (REQ) and received (RECVD).  The milestone sheet is designed around closeout procedures for cost reimbursement contracts.  Other instrument types are milestoned on the same form with modified entries.

Note that all entries reflect dates that exhibits were actually requested and received, not the dates of their approval or clearance.  For example, if Exhibit 4 was requested on 01/05/2000, accepted on 01/10/2000, and received on 01/15/2000, enter the date of 01/15/2000 as the RECVD date on the milestone sheet, not the date that the COR signed Exhibit 4, signifying official acceptance of the deliverables.

11.1 Milestoning Operations
Using the sample milestone sheet on the facing page as a guide, the following functions should be completed to milestone a cost reimbursement contract:

a.
At the top of the milestone sheet enter the instrument identification number and the date the date the milestone sheet was initiated.

b.
Because some categories on the milestone sheet do not apply to Closeout, they are disregarded.  For example, because no instrument involving classified materials is assigned to Closeout, enter AN/A@ on ASecurity Clearance@ request and receipt lines.  Similarly, disregard A120 Day Notice@, APotential Funds Recovery@, AProjected Retirement@, and AContract Administrator@ entries.

c.
Upon request and receipt of closeout documents, log all REQ and RECVD dates on the milestone sheet.  Note that all request dates for closeout package documents are the same since they were all requested simultaneously.  Likewise, if all documents are properly completed, signed and returned together, all RECVD dates will also be identical.

The original milestone sheet is called a master milestone sheet.  Submit a copy of the master milestone to the Project Supervisor for review, who will forward it to ADP Operations for entry on the CLOSE 123/124 computer run.  Keep the master milestone sheet in the same three-ring binder in which the instrument information sheet is kept.

d.
Use the comment lines at the bottom of the milestone sheet to explain more thoroughly the instrument=s status.  For example, if DCAA rates determinations delay initiation of the final cost recommendation, note this delay on the comment lines provided.  Limit all comments to 30 characters per line.

e.
Any entries that update the master milestone sheet are submitted on a new milestone sheet.  Updated milestone sheets must contain only the new and/or corrected entries and comments.  Attach a copy of the master milestone sheet to the update sheets and submit them to the Project Supervisor for review, who will forward them to ADP Operations.

11.2  Milestoning A Cost Reimbursement Contract
Contractors who perform work for DOE using  cost reimbursement contracts are subject to indirect rate audits by DCAA or another federal audit agency.  Overhead Settlement refers to the settlement of the final indirect rates.  Also, a request for a final cost recommendation can only be generated once the contractor has properly executed all financial documents from the closeout package and returned to Closeout.  This requires that the contractor=s final indirect rates be settled so that the rate information may be applied to the final voucher, summary settlement, and statement of costs.

Because the final cost recommendation (Final Audit) cannot be performed without a final indirect rate settlement, milestone Overhead Settlement with the same request and received dates as the Final Audit request and received dates.

11.3  Milestoning A Firm Fixed Price Contract
A firm fixed price contract does not require financial exhibits from the contractor other than the final voucher.  Therefore, enter AN/A@ for the following exhibits:

-
Overhead Settlement

-
Final Audit

-
Summary Settlement

-
General Assignment

-
Security Clearance

     Otherwise, Milestoning  operations for a firm fixed price contract are identical to those for a cost reimbursement contract.

11.4  Milestoning An Interagency Agreement
An interagency agreement does not require financial exhibits from the cooperating agency other than a final voucher.  Also, an interagency agreement does not require a final release.  When the closeout package returns to Closeout, milestone the Letter of Financial Acknowledgement under the Summary Settlement element.  Milestone the interagency agreement by entering AN/A@ for the following Exhibits:

-
Statement of Costs

-
Overhead Settlement

-
Final Audit

-
General Assignment

-
Final Release

-
Security Clearance

11.5  Milestoning A Financial Assistance Instrument
The SF-269 corresponds to the summary settlement statement (Exhibit 2) and the SF-270 corresponds to the final voucher.  Milestone these documents accordingly.

Milestone the SF-272 (if applicable) as the General Assignment, the Systems Audit as the Statement of Costs, the awardee=s final report as the Release of Claims, and Overhead Settlement as N/A.

11.6  The CLOSE 123 Computer Run
            As stated at the beginning of Section 11 above, milestoning facilitates tracking an instrument=s progress through closeout.  ADP Operations consolidates information from milestone sheets for entry on the CLOSE 123 computer run.

11.6.1
The 123 Computer Run and Cost Reimbursement Contracts
The sample 123 on the facing page has 13 columns of information that correspond to the entries on a cost reimbursement contract milestone sheet.  These columns, plus other date, have been assigned letters AA@ through AO@ in order to explain the sample.

A.
R-0414123-001  -PADS designation for the run, commonly referred to as A123@
B.  01/25/99             -date of run=s publication

C.  Award Bin          -instrument number: the sample DE-AC01-99EH10011

      ST                      -status:  the 123 is derived from a PADS computer data base of active 

                                  and inactive instruments.  The former are denoted by the letters AAA@
                                  while the latter are denoted by the letters ACO@.  Since the 123 is a

                                  listing of all inactive instruments on the PADS, each instrument=s

                                  status on the 123 should be ACO@.

      CIS ID              -conversion code that changed a former instrument designation system

                                 using four digits into the present five digit system.  Since nearly all

                                 such awards have been retired, this entry can ordinarily be disregarded.

      TIC CLR          -Exhibit 10, used for documenting clearance from the Office of Scientific

                                and Technical Information (OSTI).  

D.   Type                -type of award.  AU@ signifies a Cost Plus Fixed Fee Contract.  

                                (see the attached list of character codes used by PADS to identify

                                 instrument types).

       PAT CL R       -Patent Clearance:  (Exhibit 9)

       REQ

       RECVD              

E.   AWARDEE     -contractor or assistance instrument recipient

       DEL                -delegation code A01@ signifies administration or closeout by DOE

                                Headquarters in Washington, DC

       EXPIRED       -expiration date

       SUMM SET    -Summary Settlement (Exhibit 2)

       REQ

       RECVD 

F.
 GEN ASSN     -General Assignment (Exhibit 5)

 REQ

       RECVD

G.
REL CLMS      -Final Release of Claims (Exhibit 6)

REQ

      RECVD

H.
C/O                  -Closeout package:  all Exhibits and the final voucher comprise this entry

REQ

      RECVD

      SEC CLR         -Security Clearance:  as with almost all other instruments, Security Clearance

      REQ                  is not applicable and is therefore marked AN/A@ 

      RECVD

I.
FIN VOU         -Final Voucher

RECVD

      PAID

      PROP CRT           -Property Certificate:  Exhibit 8a

      REQ

      RECVD

J.
COR ACC             -COR Acceptance:  Exhibit 4  

REQ

      RECVD

       PAT CERT           -Patent Certificate

       REQ

       RECVD

K.
 STMT CST           -Statement of Cost:  the awardee submits this document with the

 REQ                         final voucher         

       RECVD

       OTHR CLR           -Independent Review: if required; if not required, this entry is

       REQ                          blank

       RECVD

L.
O/H SETT              -Overhead Settlement

 REQ

       RECVD

       FIN CLR                -Financial Clearance:  Exhibit 16a

       REQ

       RECVD

M.
 PROP CLR            -Property Clearance:  Exhibit 8

 REQ

       RECVD

N.   FIN AUD               -Final Audit

       REQ 

       RECVD

       COMMENTS         -ADP Operations logs comments from the bottom of the Milestone

                                       Sheet in this section of the 123

O.   AWARD ADM       -Award Administrator:  the name of the DOE official responsible for the 

                                       instrument 

       AWARD ADM       -B/NC code signifying a Data Analyst in Closeout to whom the 

                                        Instrument has been assigned

11.6.2
The 123 Computer Run and Firm Fixed Price Contracts
Because the firm fixed price milestone sheet reflects the absence of any financial exhibits, the entries for a firm fixed price contract on the 123 computer run will also reflect the absence of financial exhibits.  Accordingly, the following entries should be recorded as AN/A@:

E.
Summary Settlement

F.
General Assignment

K.
Statement of Cost; Final Audit; and Overhead Settlement
11.6.3
The 123 Computer Run and Interagency Agreements
The 123 computer run for interagency agreements will reflect AN/A@ entries for those listed in 11.6.2 above and that for Final Release.

11.6.4
The 123 Computer Run and Financial Assistance Instruments
The 123 computer run for a financial assistance instrument will show that the SF-269, and SF-270 recorded under the Summary Settlement and Final Voucher columns, respectively.  Note also that the systems audit is milestoned under O/H /settlement.  Otherwise, all other entries are identical to those for cost reimbursement contracts.

CHARACTER CODES USED BY PADS TO IDENTIFY INSTRUMENT TYPES
ON PADS-GENERATED COMPUTER RUNS*
 INSTRUMENT TYPE                                                            CODE

 Fixed Price Redetermination                                                          A

Cooperative Agreement                                                                  B

Formula Grant  

 


























 C


Project Grant





























 D

Direct Payment for Specified Use





















 E

Direct Loan





























 G


Guaranteed/Insured Loan



























 H


Firm Fixed Price




























 J

Fixed Price Economic Price Adjustment
















   K

Fixed Price Incentive




























 L


Interagency Agreement




























 M

Research Contract




























 O

No Funds





























 P

Cost Plus Award Fee




























 R

Cost No Fee





























 S

Cost Sharing 





























 T

Cost Plus Fixed Fee 




























 U


Cost Plus Incentive Fee




























 V


Time and Materials




























 Y


Labor Hours





























 Z


     Other Financial Assistance
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SECTION 12

TROUBLESHOOTING
    In Sections 5 through 9, the closeout process is reviewed in its ideal form.  In this Section,     however, problems more typical to day-to-day actualities of closeout are examined.  The solutions and strategies proposed here assume worst case examples of the most complex and enduring problems of the closeout process. 

There are times when problems are far from this complex.  If, for example, an awardee forgets to stamp Exhibit 5 with a corporate seal, the solution is easy:  request a corrected document.  In contrast, the subject here is the nature of problems that will demand much time, ingenuity and energy as Data Analysts: how to initiate closeout despite a variety of obstacles, how to discuss an awardee=s submittal of closeout documentation, and problems that prevent instrument retirement.  The fundamental basis of these solutions and strategies is the Aprogressive approach@ to closeout, that is, attempting to anticipate the next step to solving a problem and implementing strategies that facilitate successful closeout.

12.1  Preliminary Problems
  All instruments arriving in Closeout should be inactive.  There are times, however, when active, inactive or incomplete files find their way into Closeout.  Troubleshooting techniques for each of these problems are discussed below.

12.1.1
Active Instruments in Closeout
     If an instrument appears on the Active Computer Run and its expiration date confirms that it is still active, the file has been prematurely transferred into Closeout.  Notify the Project Supervisor  so that the instrument can be returned to the appropriate DOE Contract Specialist.

12.1.2   Retired Instruments in Closeout
     Occasionally, Closeout will receive an instrument that appears on the Retired Computer Run.  A retired instrument arriving in Closeout is usually a duplicate file of the original instrument file and may not contain all necessary closeout documentation.

         Review the BASIC for a copy of Exhibit 16.  Verify that Customer Assistance with the Capital Accounting Center also has a copy.  If they cannot locate one, forward them a copy from the BASIC to verify administrative retirement.  Request assistance from the Project Supervisor if neither source produces a copy of Exhibit 16.

         Upon verification of administrative retirement, request previous Records Transfer Memos from the Project Supervisor that document physical retirement.  Use the transfer memos to locate the original instrument file in the Records Holding Area.  With the Project Supervisor=s concurrence, deliver the duplicate file to the Records Storage Area and request that it be stored with the original file.

         If the duplicate file does not fit in the same box as the original file, return to Closeout with the duplicate file.  Annotate the duplicate file=s instrument identification number on the next Records Transfer Memo that request shipment of retired awards to the Records Holding Area.  On the box containing the duplicate file, note the following:

-
DUPLICATE FILE

-
Instrument Identification Number

-
Job Number of Original File

-
Location of Original File

      The duplicate file will be stored in the Records Holding Area, resolving the problem.

12.1.3
  Incomplete Files in Closeout
     A review of the BASIC for data required on the Instrument Information Sheet, may disclose that the file is incomplete.  Modifications that affect closeout may be missing.  If this is true, ask Customer Assistance within the Capital Accounting Center to forward copies, of all modifications to the instrument, to Closeout.  As an alternative, ask (1) the COR or (2) contractor for a copy of the missing modification.  If the missing modification is located, add it to the BASIC.  If it cannot be located, there is the possibility and the assumption that such modification was not issued.

         If the BASIC contains a modification without the proper signature, request a copy of the signed modification from the Capital Accounting Center.  If the Center does=nt have a copy, ask (1) the COR or (2) contractor.  If no record is found, the modification was never issued and no change took place under the instrument.  Notify the Project Supervisor for further assistance.

12.2  Closeout Package Problems
  The basic function of a Data Analyst is to gather information that verifies fulfillment of all closeout requirements for an instrument.  Any problem that prevents or delays verification hampers closeout progress.  In general, there are two sets of problems that may plague closeout packages:

1)
difficulties in initiating closeout, which require either COR or awardee searches; and,

2)
difficulties in accomplishing closeout package submittal, which require various strategies, such as Quick Closeout Procedure (QCP), to overcome delays in the process.

12.2.1  COR Search
     In the best case, an instrument file already contains a signed Exhibit 4 authorizing subsequent closeout procedures.  In some instances, however, not only is such authorization missing from the file, but the COR originally assigned to the instrument cannot be located.  Review the BASIC for any modifications that assigned the role of COR to another DOE official.  If this research proves unsuccessful, request a listing of Resource Managers from the Project Supervisor.

     Contact the appropriate Program Office and notify the Resource Manager of the following information: 

1.
contract number

2.
contractor name

3.
contract title

4.
period of performance

     The Program Office will locate the cognizant COR in order to secure final acceptance.

12.2.2
  Awardee Search
In some instances, contractors have gone out of business, merged or changed address without notifying DOE.  Communication with an awardee therefore becomes virtually impossible.  The following procedures will help locate the awardee:

1.
Review the BASIC for correspondence between the awardee and DOE indicating a subsidiary address, or a change of name or address.  An awardee=s letterhead is a good source for address information.

2.
Check the BASIC for any modifications that indicate a change of name or address.

3.
Perform a phone search through directory assistance in the city where the awardee last maintained a place of business.

4.
Contact the Better Business Bureau in the state where the contractor last maintained a known address.

5.
Contact the State Corporate Commission or the Attorney General=s Office in the state where the contractor last maintained a known address.  These resources can help determine if the awardee=s corporate charter is still valid.  If so, request the awardee=s address and telephone number.  If not, the company is defunct. And the State Corporate Commission can produce the name and address of the Registered Agent, who serves as legal representative of the company and is responsible for handling all contractual obligations held by the defunct company.  All subsequent closeout correspondence is conducted through the Registered Agent.

             If the awardee cannot be located after the inquiries, request further assistance from the Project Supervisor.

12.3  Closeout Package Submittal Problems
         Once the awardee has been located and the authorization from the COR has been secured, the closeout package can be mailed to the awardee.  Assembling the information required in the closeout package can be delayed by a variety of reasons:  protracted DCAA rates determinations; administrative problems by the awardee; etc.  There are also occasions in which delays arise because the awardee is uncooperative with closeout procedures.  Each set of problems has corresponding strategies for solutions, as discussed below.

12.3.1
  Indirect Rates and Quick Closeout Procedure (QCP)
Under most cost reimbursement contracts, determination of indirect rates by DCAA can significantly delay closeout package submittal, in some cases by several years.  For several reasons such delays pose important problems to both DOE and contractors.  Since final payment cannot be made on a cost type contract until an audit and cost recommendation is completed, funds obligated under a cost type contract stagnate in DOE,  not paid out to the contractor.  The workload of  federal agencies and contractors= staff are unnecessarily burdened as well.  Finally instruments that go unretired for several fiscal years may exceed the FAR Standards for closing  at instruments.

In answer to these problems,  Quick Closeout Procedure (QCP) is available.  Under QCP, the awardee is offered the option to request final payment based on proposed final rates, instead of having to wait for final rate determination.

In general, QCP can be utilized under the following conditions:

a.
The contract is physically complete;

b.
The contract is a cost reimbursement type contract, awaiting final indirect rates determination;

c.
The amount of unsettled indirect cost to be allocated to any one contract does not exceed $1 million and the cumulative unsettled indirect cost to be allocated to one or more contracts in a single fiscal year do not exceed 15% of the estimated total unsettled indirect 

costs allowable to cost type contracts for that fiscal year.  However, this is subject to waiver by the contracting officer.

      d.   Agreement can be reached on a reasonable estimate of allowable dollars.

     Verify that the contractor is awaiting final rate determination on the Indirect Rate Agreement Schedule.  Note that the Indirect Rate Agreement Schedule shows the status for a contractor=s rates; whether provisional, final, neither or both rates are finalized.  The closeout folder should contain correspondence between DOE and the contractor that verifies pending rate finalizations.  If all three above conditions are met, consult the Project Supervisor, who will verify that the instrument meets other government regulations concerning QCP.  

     After obtaining the Project Supervisor=s concurrence, send a QCP cover letter to the awardee.  The terms of this letter stipulate three conditions for QCP submittal:

a.
the contractor=s proposed final rates must be less than or equal to DOE approved provisional rates;

b.
the final  voucher must clearly indicate submittal under QCP conditions; and

c.
by requesting QCP under a given instrument, proposed final rates offered by the contractor apply only to that instrument.  The use of QCP on one contract does not affect the closeout of other contracts the awardee may have with DOE.

     The cover letter is sent to the contractor with Exhibits 2, 5, 7, 8a, and 9.  Upon receipt of the QCP package, provide Exhibits 2, 4, 5, the final voucher and a copy of the QCP cover letter to the Project Supervisor, who will make a final cost recommendation for Contracting Officer approval.  Upon receiving Contracting Officer approval a QCP modification is issued to finalize all costs and incorporate the  terms of the Final Release.

12.4  Uncooperative Awardees
There are a variety of ways in which awardees can be non-cooperative  in the least problematic case, the Data Analyst may encounter brief administrative delays in submittal.  In the worst case, the Data Analyst may encounter belligerence or hostility to follow-up requests for closeout documentation.  Tests of one=s patience and ingenuity may become a daily experience in closeout, but some of the strategies that appear below will assist in dealing with uncooperative awardees.

12.4.1
  Follow-up Documentation
Follow-up documentation is one of the main keys to successful closeout.  This fact has two main implications for Closeout, both linked to the idea of legitimacy.  First, a written record substantiates the contractual relationship between the awardee and DOE.  So follow-up documentation serves as legitimate contractual evidence, leading to the second implication.  Legitimacy empowers the Data Analyst=s requests for Exhibits with an authority that can get prompt results.  A contractor who states in writing to submit documents by a date certain is likely to meet that date.  Building a case to develop this kind of legitimacy requires scrupulous accuracy.  One of the main devices used to facilitate accurate follow-up documentation is the log sheet.

The log sheet is used to document the results of a telephone closeout inquiry.  When, with whom, and the outcome of the telephone conversation are all essential data explicitly noted on the log sheet.  This data is used in two ways:  (1) for the Data Analyst=s reference, and (2) when noting previous conversations with the awardee that requested closeout documents, as well as serving as part of the contractual record.  While most interaction with awardees takes place by telephone and are therefore documented on the log sheet, the form of follow-up documentation that best implements the idea of legitimacy is the conversation confirmation letter.

Each telephone conversation should be followed by a confirmation letter, which references the call and seeks written confirmation of an anticipated date of submittal for the requested closeout documentation.  The response portion of the letter allows the awardee to specify the status of the instrument, whether an audit is pending, or if some other administrative delay prevents prompt submittal.  By obtaining a specific time-frame from the awardee  for closeout action, the Data Analyst can better coordinate work around the dates provided.  Tracking an instrument=s progress, or lack of progress, is accomplished with efficiency and accuracy by follow-up documentation.

If the worst case emerges, and the awardee fails to meet dates specified in confirmation letters, it becomes necessary to involve the Closeout COR for further actions.

               12.4.2  Negotiation Tools
When a contractor is either unresponsive and offers no substantive reason for delay, or wholly ignores anticipated submittal dates, it becomes necessary to call attention to the terms and conditions of the instrument regarding closeout and retirement of the instrument.  Applying leverage to guarantee prompt submittal from a contractor serves as a valid closeout technique.  The negotiation tools discussed here can assist in the awardee=s prompt compliance with the terms and conditions of an instrument.  For instance, a contractor is not to be paid until all closeout requirements are met.

12.4.3
  Contracting Officer=s Determination and Findings 

A Contracting Officer=s Determination and Findings (D&F) nullifies all closeout requirements and is implemented only when all reasonable attempts to contact the awardee or to obtain closeout documents from the awardee have failed.  Obtaining a D&F requires close collaboration between the Data Analyst, the Project Supervisor and the cognizant Contracting Officer.

The first step in initiating a D&F action is to assure that all conventional closeout procedures and strategies have been exhausted and that no other option is possible.  Because a D&F waives all exhibits and unilaterally closes the instrument without input from the awardee, the awardee=s consistent inability or unwillingness to cooperate with DOE must be well documented.  The Data Analyst must make sure the awardee is not awaiting final indirect rates and that all correspondence is in order before alerting the Project Supervisor.  The Project Supervisor will consult the cognizant Contracting Officer for official concurrence on the matter.

If the Contracting Officer concurs, send the awardee a Ten-Day Warning Letter giving notice that unilateral closeout action will ensue unless the awardee responds within ten working days.  Failing appropriate awardee response, draft the D&F on a D&F worksheet, which records all necessary data for final unilateral closeout action.  With the Project Supervisor=s approval, submit a finalized D&F to the Contracting Officer, who will forward it to the appropriate Team Leader for signature.  

File the original D&F in the instrument=s closeout folder, and give a copy to the Project Supervisor.  Send another along with Exhibit 16 to the Capital Accounting Center.  Upon receipt of Exhibit 16, the instrument is ready for retirement.

12.4.4
  Use of the Chain of Authority in the Closeout Process
Closeout is the final phase of a contractual relationship between two organizations, DOE and the awardee.  Each organization has its hierarchy, which attempts to divide responsibilities and authority in the most efficient way possible.  When a contractor no longer honors the responsibilities incumbent on this relationship, DOE is forced to exercise its punitive authority.  Rarely should things go so far in closeout that a D&F is required.  As emphasized above, a variety of strategies must first be exhausted before executing unilateral closeout.

When, for example, an awardee=s contract personnel become uncooperative, it becomes necessary to increase the legitimacy of our request by resorting to higher authorities in both DOE and the awardee=s organizations.  Negotiations must escalated in the Achain of authority= to accomplish closeout submittal. 

12.4.5
  Progressive Approach
Underlying the various strategies outlined above is the Aprogressive approach@ to closeout.

The fundamental role of a Data Analyst is to facilitate Contracting Officer=s decisions and actions required in closeout.  As discussed above, the central function of closeout is to engender smooth working relations between awardees and DOE, to the mutual benefit of both parties.  Five main aspects illustrate the progressive approach, as follows:

1)
Get to the source:  If a contractor says that an instrument is awaiting indirect rates finalization, request the name and location of the DCAA Office involved.  Identify the auditor and get specific dates of audit completion.  

2)
Be Specific:   Make clear reference(s) to any pervious conversations, noting estimated submittal dates previously established; the specific figures that are involved, such as fiscal years, dollar amounts, etc.

3)
Be positive:  Tactfully but assertively remind the awardee of its contractual duties, offering any assistance possible.  

4)
Anticipate the next step:  The closeout process is a series of procedures that build from one to the other.  The best troubleshooting technique is to anticipate upcoming problems, devising ways to plan around them.  If the BASIC indicates that patent certification will need special attention, such as a patent application, seek advice from the Project Supervisor as to the possible solution to the problem before such a problem deters the retirement of the instrument.

5)
Be professional:  Be courteous and tactful in all contacts with awardee or DOE personnel.

12.5  Clearance Problems
There may be occasions that a DOE Program Office rejects an OSTI, Patent, Property, or Financial clearance.  Generally, a rejection will include a memo that states why the clearance is rejected for the particular instrument. 

12.5.1
  OSTI Problems
 Any technical or progress reports that are required by the instrument must be sent to DOE=s Office of Scientific and Technical Information in Oak Ridge, Tennessee.  A review of the BASIC, as well as each administrative modification to the instrument, will provide the types and quantity of awardee reports required under the instrument.  

If the clearance is rejected, OSTI will specify which reports are missing.  There are three alternate resources from which missing reports may be obtained.  The three resources are the cognizant COR, DOE Library, or the awardee.

The initial step toward resolving a rejected OSTI clearance is to request a copy of all necessary reports from the COR.  If this fails, the next step is to research the problem through the DOE Library in the Forrestal Building (GA-138).  Obtaining a report from the Library requires special clearance, which the Project Supervisor has to obtain.  If the report is located in the Library, copy it and return the original to the Library.  Send the copy of the report to OSTI along with an Exhibit 10.  If the Library research is unsuccessful, ask the awardee to send a copy of the missing report to Closeout.  If the awardee is unable to comply with the request, consult the Project Supervisor.  The final step to resolve this problem is to waive OSTI reporting requirements, which is a procedure of last resort.  On the waiver form, cite the various strategies used in attempting to obtain the required reports.  Obtain final authorization from the Contracting Officer, and forward the waiver with Exhibit 10 to OSTI.  The OSTI clearance will be issued under such circumstances.

12.5.2
  Patent Problems
Any invention that originates under an instrument must be registered with the DOE Patent Office, in order to protect the legal interests of both the awardee and the Government.  The conventional procedure for obtaining Patent Clearance is to forward a copy of the awardee=s Patent Certificate with Exhibit 9 to the Patent Office.

If the Patent Clearance is rejected, it is usually the case that inventions reported earlier or elsewhere to DOE are not noted on the Patent Certificate.  The Patent Office will note on the rejected Exhibit 9 what documentation is required to fulfill patent requirements.  Generally, two items must be obtained from the awardee:  a patent disposition , and/or a patent application.

The patent disposition is a legal document that describes an invention, how it differs from any prior invention, its special characteristics and usefulness.  The patent disposition legally substantiates the awardee=s patent application.  Together, these documents with a revised Patent Certificate will fulfill the Patent Office=s requirements for clearance.

As a last resort to resolving any patent clearance problems, is the waiver of patent requirements.  On the waiver form, note the various strategies used in attempts to obtain the required information.  Obtain final clearance by forwarding the waiver request along with Exhibit 9 to the Patent Office.  A Patent Clearance will be issued under such circumstances.

12.5.3
  Property Problems
A Property Clearance is rejected when an awardee fails to account for government property on the Property Certificate submitted in the Closeout Package.  Property Clearance is a two-step process.  First, the Office of Property Administration issues a clearance for an instrument, and second, the Capital Accounting Center financially verifies this initial finding with its clearance.

If government property is provided under an instrument, resolving property disposition involves another two-stage process.  First, data must be collected to inform the Contracting Officer's decision concerning how property will be disposed.  The second part is disposition activity, either the property is scrapped, transferred to another DOE instrument, or screened by DOE and GSA.

There are four basic elements that facilitate obtaining background property information.  First, a Property Questionnaire, which originates from the Office of Property Administration but is not a formal closeout document, organizes preliminary information in analyzing property cases.  Several resources facilitate verification of the property data required on this form.

The second and third elements of background information are accomplished by reviewing the BASIC for any contract clauses or modifications concerning property.  In some cases, there can be a separate property file included with the instrument=s other files.  Review this material for biannual copies of the Government Property Summary (CRH-4) that enumerates the quantity, condition, etc. of property under the instrument.  Also included in this listing is a capital value attached to the property under review.

The fourth piece of evidence that must be collected for the Contracting Officer decision on disposition is a property inventory from the awardee.  Compare this inventory with the CRH-4, being sure to note any discrepancies, especially in property value.  When all information has been assembled, contact the Project Supervisor, who will obtain the Contracting Officer=s determination.

Property disposition action(s) include the following three options:

1)
If the material has depreciated greatly, and is no longer usable, the Contracting Officer   will probably allow the awardee to scrap the property on site.  The awardee usually covers costs incurred by such action and later request reimbursement from DOE.

2)
If the material has not depreciated greatly and is still usable, and there exists an active DOE contract that can make use of it, the property will be transferred to that contract.

3)
If the above options fail DOE, who attempts to affect its transfer to another DOE contract, screens the property, first.  If after 45 days these attempts fail, the property is transferred to GSA for final screening.  GSA either attempts to transfer the property within 45 days of has the property stored.

     When the property disposition action is accomplished, both contractual parties must agree to a bilateral modification that documents final property disposition.  A financial adjustment to the instrument is usually negotiated in this situation.  This modification, included with the awardee=s revised property certificate (Exhibit 8a or 8b), can be forwarded to the Office of Property Administration to finalize clearance.  With the concurrence of the Capital Accounting Center, property clearance is complete and the file can be prepared for final closeout action.

12.6 Financial Problems
There are two points in the closeout process when problems with financial clearances impact on Closeout.  The first of these is with the Final Cost Recommendation.  The second is with Exhibit 16.  There are other problems that caused by rejected financial clearances such as cost overruns, refunds and revised vouchers.

12.6.1
  Rejected Requests for Final Cost Recommendations
Requests for final cost recommendations may be rejected because of problems associated with the final voucher; the statement of cost; the summary settlement statement; or any combination of the three.

12.6.1.1   Troubleshooting the Final Voucher

         Verify that the invoice included in the Closeout Package is identified as AFinal Voucher@.  The awardee should submit cost adjustments, based on DCAA rate determinations, on the final billing of a cost reimbursement type contract.  Check the statement of costs to confirm adjustments to previous invoices based on provisional rather than final indirect cost rates.

         Review the BASIC for the amount of fee to be billed on the final voucher.  For a Cost-plus-fixed-fee contract, the BASIC will stipulate any fee to be retained on interim vouchers.  Any retained fee will be billed on the final voucher.  

         Should any discrepancy be identified in the awardee=s final voucher, including any necessary adjustments to fee, contact the awardee by telephone to advise that the final voucher requires corrections.  Consult with the Project Supervisor to draft a letter for Contracting Officer signature, requesting written authorization from the awardee permitting Closeout to make specific revisions on the voucher.  Upon receipt of the signed letter from the awardee, proceed with the revisions necessary to correct the amount requested on the final voucher.  If permission to correct the final voucher is denied, return it to the awardee under a cover letter requesting specific changes be made to correct the voucher and have the awardee return the corrected voucher as soon as possible.

12.6.1.2
Troubleshooting the Statement of Cost

         The statement of costs accompanies all final vouchers submitted for payment on cost reimbursement type contracts and assistance instruments.  Under a cost type contract, the statement of costs will be separate from the voucher.  Under an assistance instrument, the statement of costs will be included in the SF-270.

         Under a cost type contract, the statement of costs breaks out the overhead, G&A, direct costs, and fee billed to DOE by the awardee during the period of performance.  The statement of costs will also break out those cost elements for the accompanying final voucher.  This information is essential in the preparation of a final cost recommendation.

12.6.1.3
Troubleshooting the Summary Settlement Statement (Exhibit 2)

         The summary settlement statement should be returned to the Data Analyst in the closeout package.   Should the awardee neglect to return the Exhibit 2, that awardee should be contacted and request that the Exhibit 2 be submitted immediately.  If it is determined that the submitted Exhibit 2 contains mathematical errors, return it to the awardee under a cover letter requesting specific revisions be made.

12.6.2
  Rejected Requests for Financial Clearance
Exhibit 16 requests financial clearance, marking payment on the awardee=s final voucher or SF-270 by the Capital Accounting Center.  When Exhibit 16 is rejected, the documents are returned to Closeout.  Carefully read the financial analysis made by the Office of the Controller in the accompanying memo, which will state that the awardee has billed too much or too little, according to their records.

The instructions on the rejection memo will probably request a revised final voucher.  Inform the awardee that its final voucher requires revision, and request that it send Closeout written permission authorizing Closeout to revise the voucher.  Should the awardee decide against sending such authorization, return the final voucher under a cover letter requesting a revised final voucher.

               12.6.3  Cost Overrun/Voucher Adjustment(s)
Occasionally, the final cost recommendation will indicate a cost overrun, in which the awardee=s billed costs exceed the estimated cost of the contract.  Resolution of a cost overrun requires a (1) Contracting Officer=s Decision that the costs associated with the overrun are otherwise allowable, allocable, and reasonable; (2) if so, a Contracting Officer=s Request for additional funding from the Program Office; or (3) a Contracting Officer=s Final Decision that overrun costs are not allowable.  

If the Contracting Officer determines that the overrun is allowable, additional funding will be requested from originating Program Office.  A memo requesting the additional funding with the attached request package that includes all background information to inform the Program Office of the basis and nature of the cost overrun, and the additional funding request.  The request package enables the Program Office to concur or non-concur with the Contracting Officer=s decision.

The Program Office response will either be a memo rejecting the request for additional funds, or documents that will commit additional funds for the overrun, including a Procurement Request.

If the Program Office rejects the initial request for additional funding, the Contracting Officer can mandate such funding, since the Contracting Officer has the final decision in such matters.  If the Contracting Officer concurs with the Program Office that funding the overrun is not feasible, a letter will be sent to the awardee explaining why the overrun was denied.  The letter will also request a revised voucher that includes adjustments for the denied overrun, as well as a revised final release.  The awardee will be given one month to submit the requested revised documentation.  
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