7.1.1
Review Contract File
(Examples: Warranty Documentation,
Data Rights, Patents, Licenses,
Completed Punch List, etc.)

7.1.2
Verify Contract/Order Completion
(Examples: Orders Complete, Reports
Complete, CDRLs, eSRS, Return of GFI/GFE)
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7.1.3
Confirm Acceptance

(Examples: Receipt of Product/Performance,
Final Invoices, Receiving Reports, COR File, etc.)

inalize all Outstanding
Actions

(Examples: Task Order Reconciliation,
Financial Reconciliation, Audits, Award
Fees, Incentive Fees, Closeout Checklist,

etc.)

7.3.1
Document Contract File
(Example: CTAG, Electronic Contract File)

7.2.2

Submit Final Reports
(Example: CPARS, eSRS, Generate
Contract Completion Statement, Report
to FPDS-NG)

7.3.2
Archive Contract
(Examples: Assign Retention Date, Mark
Complete, Archive)
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Functional Tasks

& Hh

Policy Guidance
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The Sequence is as Applicable

7.2.3
Execute Closeout Modification, as
applicable
(Example: Closing out Header)
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Contracting activity (CO, CS)
or systems fed documents into
ECF/other file, CONOPS/SOP,
CIS module (invoicing part of
ASSIST/ITSS), Contractor

- -

=
R

=
Checklist potentially, may require contact/

view Contract File correspondence with stakeholders if documentation

ples: Warranty Documentation, is missing/incomplete/unsigned, PMR review report,
Data Rights, Patents, Licenses, » if applicable, CONOPS/SOP closeout procedures--FAR :-

Completed Punch List, etc.) checklist, access fee report, CAF payments complete--

CPRM people/program provide report (business
FAR 4.804-4 objects) excel/other doc

Checklist

I
I
Closeout |
I
I

\ 4

7.1.2
Verify Contract/Order Completion
(Examples: Orders Complete, Reports
Complete, CDRLs, eSRS, Return of GFI/GFE,
Verify payment in Pegasys)

FAR 4.804-4

\ 4

7.1.3
Confirm Acceptance
(Examples: Receipt of Product/Performance,
Final Invoices, Receiving Reports, COR File, etc.)

FAR 4.804-4

[Source of Input

Requires Signature
F L] L] >
The Sequence is as Applicable - Q_-M Generated
Document
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PMO, contracting activity in
ITSS

Financial recon--create collaboration, PMO reports
from CPRM (business objects, like a CAF report ),
final rates report, possibly quick closeout
procedures/guide, final CPARs submitted -- AAS
guidance--if applicable

7.2.1
Reconcile & Finalize all Outstanding Actions 7.2.1.1
(Examples: Task Order Reconciliation, Financial Verify completion of administrative closeout Completion of protected portion of
Reconciliation, Audits, Award Fees, Incentive Fees, procedure A closeout form, memo to file, final
Closeout Checklist, Vendor release of claim, Receive ~\ contract completion statement, ITSS/
audited actuals from DCAA, etc.) FAR 4.804-5, FAR 42, AAS closeout procedures, ‘ ASSIST completion statement
GWAC SOPs for closeout (mostly outdated) Memo to
FAR 4.804-5, FAR 42 File or
Completion \ 4
Statement CO approves completion
form, mark complete in
ITSS/ASSIST, local CRB as
applicable, 1 level above CO
co
ACO for portion
that was delegated {
1 7.2.2
|| Submit Final Reports I ACO closeout documentation
COR/PMO/ACO CPARS input, (Example: CPARS, eSRS, Generate send to PCOs for close out of =
if applicable (subK plan »  Contract Completion Statement, Report » schedule/contract, filed in :-
included) to FPDS-NG) eCF/ECMS D2 rather than /5
‘ physically sent
FAR 42
I
I
I 3
| ACO approval of closeout related to
| % sales reporting, subK reporting
SRS) if applicable, IFF
| ACO/CO (eSRS) if applicable
|
Contracting activity. I
FSSOnline |
v
7.2.3
Execute Closeout Modification, as Annotated work statement/indicates
Completed contract, contract . | d modificati )
letion statement - applicable closeout, executed modification, close
comp » (Example: Closing out Header) > out header in FSSOnline (normal =

system generated PDF goes

into ECF

Legend

AAS program guidance/best practice,

closeout or termination), Funds
‘ returned to client if applicable

Policy Guidance

FSSOnline
Closeout
Header
SF 30
\ 4
< CO would sign modification
[Source of Input
Functional Tasks Functional S e cmm—) Requires Signature
Task with Sub Input to Functional Task Output Approved By The Sequence is as Applicable

Process Generated

Document




7.3.1

‘ Document Contract File
(Example: CTAG, Electronic Contract File)
Contract
File
[Contracting activity

7.3.2 Archived in ITSS/ASSIST (system marked
Archive Cont complete, adds to chronology log date of
(Examples: Assign Retenti marked complete/archive) , ECF system may
Complete, Archi archive according to schedule, archive date
assigned by CID (Contracts Inventory
FAR 4.805 Database) focal point/POC in system

Archived
Contract

[Source of Input
Requires Signature

egen Output The Sequence is as Applicable 9& Generated
g d kP Document




7.0 - Closeout - Glossary

Abbreviated Full Form
Form

AAS Assisted Acquisition Service

ACO Administrative Contracting Officer

ASSIST Assisted Services Shared Information System

CAF Contract Access Fee

CDRL Contract Data Requirements List
CID Contract Inventory Database

CIS Central Invoice Service

CO Contracting Officer

CONOPS Concept of Operations

COR Contracting Officer Representative

CPARS Contractor Performance Assessment Reporting System
CPRM Contract Payment Reporting Module

CRB Contract Review Board

CS Contract Specialist

CTAG Contract Tab Advisory Guide

D2 Document to electronic contract file (as in D2/ECF)
ECF Electronic Contract File

ECMS Enterprise Content Management System

eSRS Electronic Subcontracting Reporting System

FAR Federal Acquisition Regulation

FPDS - NG Federal Procurement Data System - Next Generation

GFE Government Furnished Equipment

GFl Government Furnished Information
GWAC Government Wide Acquisition Contract
ITSS IT Solution Shop

PMO Program Management Office

PMR Procurement Management Review
POC Point of Contact

SOP Standard Operating Procedure

Represents a Name of a System/Application

Represents a Name for GSA's Organization and or Office Code
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