	
	Fundamentals of Public Purchasing
Module Four
Contract Administration
24 Hours / 3 Days
@ our facility in Atlanta or Your Facility

	

	Meeting called by:
	Your Agency

	Type of meeting:
	Training Classes leading to certification

	Facilitator:
	DTI Training Consortium Primary Instructor
MBA/Certified Government Instructor/Minimum 300 hrs experience.

	

	Attendees:
	Any Contract Manager, at any level, from entry level to the seasoned veteran as this course will examine contract administration as it is today and the trends for the future. The attendee will be someone desiring to attain professional certification and/or career advancement.

	Please read:
	This course utilizes group and individual live exercises to enhance the learning experience. Upon successful completion of this module the participant will understand their role in the overall process of their agency. They will have the tools needed for successful contract administration.

	Please bring:
	Pen, pencil, hi-lighter etc. 
Course Textbook and CD 
are provided by DTI

	

	
	Agenda Topics



	
	Introduction
	

	
	Diagnostic Test
A History of Contract Management

· Contract Formation

· Contract Parameters

· Contract Administration

The Mechanics of Bid Development

· Types of Contracts

· Risk Assessment

· Setting Goals

The Plan

· Performance

· Administration

· Compliance

Building the Team

· Limitations of Authority

· Ethical Standards

· Overcoming Personality Issues

Practical Exercise:

End of Day One

Day Two

Review Practical Exercise

After the Award

· What do you need to do

· Areas to Monitor

· Contract Files

Verifying Contract Compliance

· Inspection Procedures

· Obligations of Both Sides

· Contractual Rights

What Can Be Modified?

· Types of Changes

· Pricing Changes

· What is Allowable?

Deliverable Requirements

· Progress Reports

· Cost Reports

Practical Exercise continued

End of Day Two

Day Three

Review Practical Exercise

Timeline Changes in Contract Performance

· What is Excusable?

· Fiduciary Considerations Created by Changes

How to Handle Protests and Disputes

· What Governs This Process

When to Authorize Contract Payments

Aspects of Contract Termination

· Notifications Required

· Handling Appeals

· Effects of Termination

· Is There Another Way?

· Closeout Activities and Handling Damages

Examination

End of Day Three

	

	
	
	

	

	Special notes:
	The intent of this course is for the student to develop a strong understanding of the complexities of contract administration and recognize the importance of planning, monitoring, and proactive insight into and oversight of contract performance.


PAGE  
1

