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CONTRACT
PRE-PERFORMANCE

CONFERENCE CHECKLIST
 AND AGENDA

[image: image1.wmf]
CONTRACT NUMBER: _________________________________________

SERVICE: _____________________________________________________

____________________________________________________________________

(GOVERNMENT REPRESENTATIVE CONDUCTING THE CONFERENCE)

(Recommended-Not Mandatory - Delete or modify as applicable to your contract) 

CONTRACT PRE-PERFORMANCE CONFERENCE CHECKLIST

The Contracting Officer (KO) shall be responsible for ensuring that the information listed in this checklist is provided as a part of the Pre-Performance Conference Agenda, which serves as the summary report for the conference.  Upon conclusion of the conference, signatures are required by the Government and the Contractor.  The signatures serves as certification that they have read and fully understand the purpose of the conference.
____ SCHEDULE PRE-PERFORMANCE CONFERENCE


______  Invite customer, COR, contractor, Security, Environmental, Fire Department, and Safety Office  (Others as necessary)

______  Book conference room or appropriate meeting place

____ CHAIN OF COMMAND


______  Identify the Chain of Command for this contract

_____ CONTRACT INFORMATION

______ Government contractual and modification authority

______  Contract award amount

______  Subcontracting Plan is/is not required

______  Contractor’s Quality Control Plan (CQCP) due date 

______  Start date and completion date


______  Insurance requirements (Verify expiration date)


______  Contractor’s work schedule due date


______  Records and reports required due date


______  Contractor’s daily report due by time


______  List of required submittals, CDRLs with reference and when due


______  The Government’s and Contractor’s working hours


______  Government Furnished Property, Equipment, Materials and/or Spaces

CONTRACT PRE-PERFORMANCE CONFERENCE CHECKLIST






Continued…


_____  Parking availability


_____  Provisions for providing utilities


_____  Contract Verification System (CVS) (Post Accessibility)

_____  Warranty of services or construction


_____  Safety provisions and requirements


_____  Security requirements


_____  Road closures


_____  Department of Labor wage provisions


_____  Invoice submission and payment (WAWF and DD 250s)

_____  Special provisions/conditions

_____  EMERGENCY INFORMATION

_____  Local Fire, Police, Dispensary information and phone numbers

_____  DISTRIBUTION OF COMPLETED PRE-PERFORMANCE CONFERENCE AGENDA
_____  The Pre-Performance Conference Agenda serves as pre-performance conference meeting minutes.
_____  The Official Pre-Performance Conference Agenda is signed by the Contractor and the Contracting Officer (KO).
_____  Copies of the Pre-Performance Conference Agenda will be provided to the Contractor, Contracting Officer Representative (COR), and other participants as necessary.

_____  Original signed copy of the Pre-Performance Conference Agenda will be placed in the official contract file. 

PRE-PERFORMANCE CONFERENCE AGENDA

Contract Number: ____________________________________________________

Title/Service: ________________________________________________________

Contractor Name: ____________________________________________________

Award Amount of Contract: $_____________________________________.

1. On ________ at ________ hours, a pre-performance conference was held in Building _____, Room _____, Fort Eustis, VA.   Pre-performance conference details will not change the contract.  Attendees were:

       NAME


           ACTIVITY/TITLE
                    PHONE

________________


________________

________________
________________


________________

________________

________________


________________

________________

________________


________________

________________

________________


________________

________________

________________


________________

________________

2. Government / Contracting Team:

a.  The KO and/or contract specialist is responsible for post award administration.  The contract specialist is _____________________ at the time of this conference.  These appointments are subject to change at any time.

b. The KO is responsible for ensuring that the requirements of this contract are met.  The KO at the time of this conference is ______________________.  This appointment is subject to change at any time.

c. The COR(s) is / are responsible for the actual inspection and documentation of the contractor’s work. The COR is _____________________ at the time of this conference.   These appointments are subject to change at any time.

d. The Government-POC for calls after normal working hours is ___________________
at phone number _________________.  These appointments are subject to change at any time with proper notification to the contractor.

3. Contractor Team:

Supervision by the Contractor is a contract requirement.  The contractor is expected to be aware of the status of all work required, to review the performance of his employees and subcontractors and to inspect their work prior to considering it complete and ready for inspection by the Government.  The following persons will be responsible for supervision by the contractor and for contact with the COR, contract specialist, or KO concerning work progress:

POSITION


NAME





PHONE

Superintendent

___________________
 (W) _________________

Supervisor  


___________________           (W)_________________

CQC Representative 

___________________           (W)_________________


Contractor’s Emergency Telephone Number:  ____________________

Contractor’s Emergency Point of Contact:  ______________________

4.  The details of the scope of work were provided by __________________________________.

The following issues were addressed:  _______________________________________________

______________________________________________________________________________
______________________________________________________________________________
5. Prime/Subcontractors:

a. Federal Acquisition Regulations require that the Government conduct business with the prime Contractor and not subcontractors.  All those assigned by the Contractor to represent him on this contract MUST be employees of the prime Contractor.
b. The prime Contractor shall provide a listing of all key personnel of the prime
and all subcontractors.  The list(s) shall include the employee’s name, social security number, address and telephone number and shall be submitted as soon after award as possible and BEFORE WORK COMMENCES.
c. If a subcontracting plan was required by the contract, the Contractor shall submit
an original and two copies of the completed SF 294 and SF 295 to the contract specialist semiannually no later than April 25 and October 25.

6. Problems/Changes:
a.  All problems encountered by the Contractor shall be first referred to the COR.  The COR has the authority to see that work is completed within the requirements of the plans, drawings and specifications, but NO authority for change orders affecting time, price, methods, or procedures.  The Contractor is advised to accept no instructions or directions from anyone other than the KO.  Requests for equitable adjustments shall be made in writing to the KO.  
b. The KO shall be informed in writing of any changes that need to be made to the contract before a modification is issued.
c. Section ________, Paragraph _______, of the PWS addresses the Quality Control PROGRAM REQUIREMENTS.  Inspection by the Government does NOT  relieve the Contractor of this responsibility.  Repeated instances of unsatisfactory or non-performed work will be regarded as evidence that the Contractor is not providing the required Supervision and or Contractor Quality Control.  When this occurs, it will be reflected in the Contractor’s Performance Evaluation.
d. The contractor shall submit a Contractor’s Quality Control Plan (CQCP) 

______ days after award and before work commences.

e. The following Contractor personnel are AUTHORIZED TO NEGOTIATE AND TO SIGN CHANGE ORDERS obligating the Contractor:



NAME






POSITION

_______________________



______________________

_______________________



______________________

_______________________



______________________

7. Dates/Time:

a. The award date was ______________.  [The Contractor will commence work

upon receipt and approval of Certificates of Insurance.]  The contract start date is __________ with completion on ________________.  

(If the pre-performance conference is for a task order, substitute the following).


The task order start date is ________ and the completion date is __________.


b. A work schedule is / isn’t required.  It must be received and approved by the KO before work commences, if applicable.  Annual and Monthly schedules are / aren’t required.
c. All samples and required submittals must be in the proper format and

received and approved by the KO before work commences.
d. The contract requires the Contractor to maintain records and reports that will 

be turned over to the Government within (time period specified in the contract) after contract completion.

e. No Government material or equipment shall be removed from a Government Installation/Post without written authorization by the COR unless otherwise stated in the contract.

f. Daily (time as specified in the contract) reports to the COR of work accomplished by the Contractor must be received by the government by (time as specified in the contract) on the workday following the day the work was accomplished.  One Daily Report per job in progress is required.  Additionally, the Contractor shall notify the COR when and where they are working each day no later than 8:00 am.  If this requirement is not complied with, it will also be reflected in the Contractor’s Performance Evaluation.  

g. The following checked items are reports/submittals required from the contractor.
	CHECKED IF

REQUIRED
	REPORT OR SUBMITTAL
	REFERENCE
	WHEN REQUIRED

	
	a.
	Performance Bond
	
	

	
	b.
	Payment Bond
	
	

	
	c.
	Certificate of Insurance
	
	

	
	d.
	Monthly Work Schedule
	
	

	
	e.
	Start-up Work Schedule
	
	

	
	f.
	Material Submittals
	
	

	
	g.
	Safety Plan
	
	

	
	h.
	Environmental Plan
	
	

	
	i.
	CQC Plan
	
	Before work starts

	
	j.
	Collective Bargaining Agreement
	
	

	
	k.
	Certification that all employees are U.S. citizens
	
	

	
	l.
	Report to COR/inspector
	
	As specified in contract

	
	m.
	Monthly Incomplete Work List
	
	

	
	n.
	Damage Report 
	
	24 hrs. of occurrence)

	
	o.
	Notification of Accident

and

Written Accident Report
	
	Within 24 hrs. of occurrence



	
	p.
	Material Inventory
	
	

	
	q.
	Invoice and Supporting Forms
	
	

	
	r.
	Disposal
	
	

	
	s.
	Equipment Submittal
	
	

	
	t.
	Contractor Hazardous Waste

Minimization Certification
	
	

	
	u.
	Written request for road/land

closure
	
	

	
	v.
	Written request for utility outage
	
	

	
	w.
	Subcontracting Plan
	
	

	
	x.
	Warranty
	
	


h. The Contractor’s normal working hours will be _________ a.m. to  _________ p.m. Monday thru Friday.  The Contractor will NOT normally work on Saturdays, Sundays, or holidays.  The contract requires ______ hours advance notice for work on Saturdays, Sundays or holidays.  If the Contractor chooses to work outside normal working hours, he must submit an application to the KO for approval.  

i. Contractor Furnished Items includes all items necessary to perform the work.

j. All work stoppages must be coordinated to ensure the safety of personnel and to 

prevent damage to equipment.  The contractor shall submit a request for stoppages in accordance with the contract.  

k. Warranty of Services or Construction:  The Contractor warrants that all services performed under this contract will be free from defects in workmanship and conform to the requirements of this contract.  The Contractor will be given written notice of any defect or nonconformance within ____________ (As specified in the contract, e.g., “within 30 days from the date of acceptance by the Government.”)

8. The Contractor may/may not store materials, supplies or equipment on-site at a

specified location as approved by each customer activity and as conveyed by the COR.  The Contractor is reminded that he is responsible for theft prevention, damage, etc., as specified in the contract.  Special Notes:  Material Safety Data Sheets are required for any cleaners, solvents, adhesives, etc. that the Contractor may need to use under the performance of this contract.

9. Parking is available on-site at a specified location only when approved by the Customer
Activity and as conveyed by the COR.  The Contractor was informed to obtain vehicle passes.



10. Utilities available at existing outlets will / will not be provided under the terms and
conditions of the subject contract.  If provided, utilities will be limited to electric service and water service.

11. Safety:

a. Safety was discussed by ______________________.  The following concerns

and/or provisions were addressed: ________________________________________________
____________________________________________________________________________
____________________________________________________________________________
b. The Contractor shall submit a Contractor’s Safety Plan per the terms of the

contract for approval by the Government’s representative as applicable.

c. The COR has the authority to STOP WORK IF UNSAFE CONDITIONS
are observed.  This authority is limited to potentially hazardous conditions.

d. The Occupational Safety and Health Administration (OSHA) may at any time

inspect the work site for violations of the Occupational Safety and Health Act.

e. The Contractor must make First Aid and medical arrangements.  Only severe

personal injuries will be treated at the Dispensary/Hospital.  The contractor must have First Aide kits on each work site.

f. Emergency telephone numbers:  (Must be posted at job site as applicable):

Any Emergency (FIRE-MEDICAL-POLICE) ______________________

Maintenance Emergency (Trouble Desk) __________________________

g. There are many POTENTIALLY HAZARDOUS CHEMICALS OR 
MATERIALS present at the Installation which, unless properly controlled, could present safety and health problems as well as environmental detriment.  Indications of such chemicals or materials range from the visual appearance of abrasive sandblasting to the distinctive odor of many solvents.  The major types present include solvents, paints, refrigerants, such as freon, compressed gasses, acids, caustics, fuels, lubricants (oils), coolants, electroplating chemicals, electrical insulating fluids, abrasive blasting dusts, adhesives and resins, hydraulic fluids, toxic metals, such as lead, silica and fibrous materials, such as asbestos.  In addition, unventilated confined spaces also present a special problem.  Containers of potentially hazardous chemicals normally bear manufacturer’s labeling which identified the chemical and its manufacturer and provides appropriate hazard warnings.  

12.
The following special provisions and/or conditions were discussed:  _______________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
13.
Security:

a.  The Government will issue badges without charge.  Each employee shall

wear the Government issued badge over the front of outer clothing.  When an employee leaves the Contractor’s service, the employee’s pass and badge shall be returned within two days.  Passes and badges issued to Contractor employees shall not negate the requirement for employee identification required in the “IDENTIFICATION OF CONTRACTOR EMPLOYEES” paragraph of the contract.  (Site specific badge requirements can be added here if necessary.) 
b. The Contractor may not block roads, streets, parking areas, sidewalks, etc.,

without prior approval.  A road closure request must be submitted anytime a road/lane closure is contemplated.  The approval process for a road/lane closure requires at least fifteen calendar days to complete.


c.  Job Site Security was addressed by _______________________________.


The following concerns and/or provisions were discussed:  _____________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

14. Labor Relations:  (Delete items that do not apply to this contract.)


a. Labor Relations were discussed by _________________________________.

b. The following items were discussed.

(1) Service Contract Act of 1965, As amended May 1989

(2) Wage Determination No. _________, Rev. _______dated __________

(3) Equal Employment Act

15.
Payment of Invoices:  

a. Prior to submission, invoices should be discussed with the COR to eliminate any inconsistencies or discrepancies and thereby expedite payments.  There may be a requirement to initiate and submit a receiving report using Wide Area Workflow (WAWF.  WAWF submits the same information that would otherwise be submitted in a paper DD 250.  The WAWF system must contain an invoice associated with the receiving report for DFAS to approve payment.   


b.  Invoices must be submitted on the Contractor’s letterhead or the Contractor’s invoice on a monthly basis to the following address:

Defense Finance and Accounting Services



Operating Location Code FPV



__________________________________



__________________________________



c.  Modifications are executed as formal changes to the contract and specify the price change, which should be invoiced according to the contract terms (i.e. monthly, quarterly, completion of work issued, etc.).

d. Invoice submitted shall be labeled as “ORIGINAL INVOICE” and shall contain the following information:

· Contractor’s Name & Address that matches the award document

· Contract number and contract title that matches the award document

· Date(s) of service (From…  To…)

· Net Amount Due

e. Payment can usually be expected within 30 days after receipt and will be paid

by the following finance office:



Defense Finance and Accounting Services



Operating Location Code FPV



__________________________________



__________________________________



__________________________________



16.
The Government discussed the following additional points:




FAR  52.203-3 GRATUITIES (APR 1984)

(a) The right of the contractor to proceed may be terminated by written notice if,

after notice and hearing, the agency head or a designee determines that the Contractor, its agent or another representative:

(1) Offered or gave a gratuity (e.g., an entertainment or gift) to an offer,

Official or employee of the Government; and 



(2)  Intended, by the gratuity, to obtain a contract of favorable treatment under a contract.

(b) The facts supporting this determination may be reviewed by any court having

lawful jurisdiction.


(c)  If this contract is terminated under paragraph (2) above, the Government is entitled:



(1)  To pursue the same remedies as in a breach of the contract; and 



(2)  In addition to any other damages provided by law, to exemplary damages of not less than three nor more than 10 times the cost incurred by the contractor in giving gratuities to the person concerned, as described by the agency head or a designee.  (This subparagraph (c) (2) is applicable only if the contract uses money appropriated by the Department of Defense.


(d)  The rights and remedies of the Government provided in this clause shall not be exclusive and are in any other rights and remedies provided by law or under this contract.

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
17.
ADDITIONAL POINTS DISCUSSED BY GOVERNMENT:

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
18.
ADDITIONAL POINTS DISCUSSED BY CONTRACTOR:

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________

It is understood that this is not the contract and that only the terms of the contract are binding.  This is a general statement of topics pertaining to the contract that were discussed to ensure a mutual understanding between the Government and Contractor.

A COPY WAS RECEIVED THIS __________ DAY OF _________________________.






             ___________________________________







CONTRACTOR’S REPRESENTATIVE







____________________________________







TITLE

          





____________________________________







CONTRACTING OFFICER

cc: COR

(List) Others as Applicable
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