Contract Administration

Activity 31: Postaward Orientation

Ensuring the contractor understands the contract terms and conditions; security requirements; inspection,
acceptance, and invoicing procedures; and authority, responsibilities, and limitations of the Contracting
Officer’s Representative.

Related Flow Charts: Flow Chart 31
Related Courses: FCL-A-0406 (ACC: Post Award Conferences)
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http://www.fai.gov/drupal/sites/default/files/CPSG_Activity31_Flowchart.pdf
https://faitas.army.mil/Faitas/External/Courses/Search/Results;keywords=post%20award/Details/FCL-A-0406

2. Determine the form of the FAR 42.500 Scope of subpart Normally use a:
postaward orientation, be it written  [postaward orientation].

or oral. FAR 42.504 Postaward letters when-
[postaward orientation].

e Written orientation (e.g., traditional letter, e-mail, or fax)

o There are relatively few issues to cover;
o Theissues are relatively straightforward; and

o There appears to be little need for two-way
discussion.

e Formal conference (e.g., face-to-face conference,
teleconference, or videoconference) when:

o There are numerous issues to cover;
o The issues are relatively complex; or

o There appears to be a need for two-way
discussion.

FEDERAL ACQUISITION INSTITUTE | Contracting Professionals Smart Guide | Contract Administration | Postaward Orientation 2



3(b)(i). Plan the postaward orientation = FAR 42.503-1 Postaward conference The contracting officer who decides that a conference is needed
conference. arrangements. is responsible for:

Establishing the time and place of the conference;

Preparing the agenda, when necessary;

Notifying appropriate government representatives (e.g.,
contracting/contract administration office) and the
contractor;

Designating or acting as the chairperson;

Conducting preliminary meeting of government
personnel; and

Preparing the summary report of the conference.

It is often standard practice at some agencies to require a
postaward orientation. Including a requirement to conduct a
postaward conference in the PWS/SOW is a common occurrence.
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Tasks FAR Reference(s)

3(b)(iii). Distribute the postaward FAR 42.503-2 Postaward conference
conference report. procedure.
FAR 42.503-3 Postaward conference
report.

Additional Information

The postaward conference chairperson must prepare and sign a
postaward conference report that covers all items discussed,
including:

e Areas requiring resolution;
e Controversial matters;

e Allinformation and guidance provided to the contractor;
and

e The names of the participants assigned responsibility for
further actions, and the due dates for the actions.

The report should also include the names and affiliations of all
conference participants.

Furnish copies of the report to:
e The contracting office;
e The contract administration office;
e The contractor; and

e  Others who require the information.
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4. Document the contract file. FAR 4.803 Contents of contract files. Retain a copy of any:

e Written preaward orientation;

e Postaward conference report; or

e Available documentation relating to Government
participation in a postaward subcontractor conference.
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