For information only.  Tailor to your requirement and agency policy


[NOTE:   This letter template provides key issues that you should tailor to your specific requirement if you choose not to have a post award conference.  If you choose to have a post award conference, you may use the Outline to construct the agenda.  Remember to document conference attendees.] 

Post Award Orientation Letter/Post Award Conference Templates
The purpose of this letter is to provide you with information to assist you in successful performance of this contract.  It in no way changes any of the terms and conditions of your Task Order:

1. Key Government representatives:

Contracting Officer (CO):  (name, phone, e-mail) The CO is the person responsible for administering this contract.  Government representatives other that the CO are NOT authorized to take any action that alters the contract.  Any change to the contract will be made in writing via contract modification by the Contracting Officer.   Any questions, disputes should be directed to the CO.
COTR/COTR: (name, phone, e-mail) A COTR/COTR letter outlining the parameters of the COTR/COTR’s authority is attached or will be forthcoming.
2. Unusual/significant Contract requirements

a. Notice to Proceed / Contract Start Date

b. Security Clearances (indicate whether the contractor needs to provide this documentation prior to beginning work)

c. Data Rights

d. Service Contract Act (SCA) or Davis Bacon requirements
e. Consent to Subcontract (indicate if required on particular efforts or not required as approved purchasing system—FAR 52.244-2 (d)

f. Government Furnished Property (GFP) 

g. Work on a Government Installation (e.g. badges, vehicle insurance, safety…)
h. Holidays, Overtime

i. The  Contractor shall notify the CO in writing whenever it has reason to believe that the costs the contractor expects to incur under this contract in the next 60 days, when added to all costs previously incurred, will exceed 75% of the estimated cost  specified in the schedule.  (FAR 52.232-20 Limitation of Cost; cost contracts only)
3. Performance/Reporting Requirements (financial, work progress…) and Meetings
a. ARRA Reporting

b. EVMS

c. Change of Ownership, Name, contact info

4. Payment Process/Invoicing Procedures/Inspection-Acceptance Criteria 

a. Travel—indicate if prior approval required and whether indirects are allowed.  No profit
b. ODCs or Materials –indicate if approval required prior to purchase and what if any documentation required.  Indicate whether G&A is allowable and affirm profit is not allowable.
5. Performance Evaluations:  indicate when and how performance will be monitored and evaluated. (i.e.  QASP, annual performance assessments to PPIRs, etc…)

6. Closeout

a. Consider Quick Close-out procedures as your agency deems appropriate.

b. Submit timely indirect rate cost proposal and final settlement proposal (as applicable, i.e. cost contracts) 

c. Indicate “Final Invoice” on your last billing voucher and include a release of claims statement or be prepared to if the CO issues a final closeout contract modification.
d. Provide a release of claims (indicate if the contractor should provide on final invoice, as a separate document or if you will be issuing a final mod or other agency form):  ” Release of Claims, GWAC Contract No.___________/TO #_________, (Program Name), Pursuant to the terms of the above contract, the government of the United States, its officers, agents, and employees are hereby released and discharged from all liabilities, demands, obligations, and claims arising under or by virtue of said contract.”

Authorized Contractor Representative:

(Printed Name)

(Title)

(Signature)

(Date)
Sincerely,
Contracting Officer

Outline for Post Award Conference Agenda
a. Role of Government Team Members

b. Role of Contractor Team Members

c. Special contract clauses
d. Critical milestones
e. Contractor’s quality control procedures

f. Contractor’s reporting requirements’

g. Billing and payment procedures

h. Closeout

