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J. 1   SAMPLE FORMS FOR CONTRACT CLOSEOUT PROCESS

(All letters to be produced on FAA letterhead)

Sample letter - Contract complete: Seek closeout documentation.

TO:

Contractor 

SUBJECT:
Closeout of Federal Aviation Administration

Contract No. ________________________

Dear ___________________:

Our records indicate that the subject FAA contract has been completed.  To facilitate the formal closeout of this contract you are requested to provide the following items that have been checked.

(  )
1.
Submit your organization’s final voucher (SF-1034), including a breakdown of all cost incurred, by individual cost category, for all the fiscal years covered by this contract.  Attached to this invoice shall be the contractor’s final release, duly completed and executed by the appropriate authority.  If your final voucher has already been submitted, please provide the invoice number, amount and date final payment was made.



(  )
2.
Confirm the settlement of all subcontracts, if any.



(  )
3.
Complete the attached form, final inventory of all residual non-expendable property titled in the U.S. Government, which was acquired or furnished under the contract if any.  Disposition instructions will follow.



(  )
4.
Submit a final patent report.



(  )
5.
Submit a final royalty report.



(  )
6.
Submit the contractor’s assignment of refunds, rebates, credits, and other amounts form.



Please submit the above requested information to the FAA contract closeout contractor:

TBD

If you have any questions pertaining to this matter, please contact my designee, TBD.

Sincerely,

TBD

Contracting Officer

J.1 SAMPLE FORMS FOR CONTRACT CLOSEOUT PROCESS (continued)

(All letters to be produced on FAA letterhead)

DOCUMENTATION CHECKLIST FOR CP TYPES

Closeout of FAA Contract No. ___________________________

Document/Action
Date Requested

Document Dated / Date Received

ADVANCE \d6Property Clearance
ADVANCE \d6
ADVANCE \d6
ADVANCE \d6

ADVANCE \d6Provisional Rates
ADVANCE \d6
ADVANCE \d6
ADVANCE \d6

ADVANCE \d6Final Audit
ADVANCE \d6
ADVANCE \d6
ADVANCE \d6

ADVANCE \d6Breakdown of Costs Incurred
ADVANCE \d6
ADVANCE \d6
ADVANCE \d6

ADVANCE \d6Settlement of Subcontracts
ADVANCE \d6
ADVANCE \d6
ADVANCE \d6

ADVANCE \d6Final Patent Report
ADVANCE \d6
ADVANCE \d6
ADVANCE \d6

ADVANCE \d6Final Royalty Report
ADVANCE \d6
ADVANCE \d6
ADVANCE \d6

ADVANCE \d6Final Release
ADVANCE \d6
ADVANCE \d6
ADVANCE \d6

ADVANCE \d6Cont. Assignment of Refunds, Rebates
ADVANCE \d6
ADVANCE \d6
ADVANCE \d6

ADVANCE \d6Contractor Inventory of Government Property
ADVANCE \d6
ADVANCE \d6
ADVANCE \d6

ADVANCE \d6Final Voucher # _______________
ADVANCE \d6
ADVANCE \d6
ADVANCE \d6

ADVANCE \d6Confirmation of Final Payment
ADVANCE \d6
ADVANCE \d6
ADVANCE \d6

ADVANCE \d6Technical/Project Officer Approval
ADVANCE \d6
ADVANCE \d6
ADVANCE \d6

ADVANCE \d6Deobligation (Mod #________)
ADVANCE \d6
ADVANCE \d6
ADVANCE \d6

ADVANCE \d6FAA accounting printout ( Y / NT )
ADVANCE \d6
ADVANCE \d6
ADVANCE \d6

ADVANCE \d6CO Signature 
ADVANCE \d6
ADVANCE \d6
ADVANCE \d6

ADVANCE \d6Comments:

ADVANCE \d6
J.1 SAMPLE FORMS FOR CONTRACT CLOSEOUT PROCESS (continued)

(All letters to be produced on FAA letterhead)

CONTRACT CLOSEOUT CHECKLIST

ADVANCE \d41.
Contract Number:
ADVANCE \d4

ADVANCE \d42.
Name of Contractor:
ADVANCE \d4

ADVANCE \d43.
Date of Physical Completion:
ADVANCE \d4

4.
Action Items:
5.  
Date Action Completed:

         (N/A, if not applicable)

ADVANCE \d1a.
ADVANCE \d1Disposition of classified material
ADVANCE \d1

ADVANCE \d1b.
ADVANCE \d1Final patent report received
ADVANCE \d1

ADVANCE \d1c.
ADVANCE \d1Final royalty report received
ADVANCE \d1

ADVANCE \d1d.
ADVANCE \d1Final patent report cleared
ADVANCE \d1

ADVANCE \d1e.
ADVANCE \d1Final royalty report cleared
ADVANCE \d1

ADVANCE \d1f.
ADVANCE \d1No outstanding VE change proposal
ADVANCE \d1

ADVANCE \d1g.
ADVANCE \d1Plant clearance report received
ADVANCE \d1

ADVANCE \d1h.
ADVANCE \d1Property clearance received
ADVANCE \d1

ADVANCE \d1i.
ADVANCE \d1Settlement of all interim or disallowed costs
ADVANCE \d1

ADVANCE \d1j.
ADVANCE \d1Price revision completed/Mod. No. ______
ADVANCE \d1

ADVANCE \d1k.
ADVANCE \d1Settlement of subcontracts by the prime contractor
ADVANCE \d1

ADVANCE \d1l.
ADVANCE \d1Prior year overhead rates settled/Mod. No. ______
ADVANCE \d1

ADVANCE \d1m.
ADVANCE \d1Final subcontracting plan report submitted
ADVANCE \d1

ADVANCE \d1n.
ADVANCE \d1Termination docket completed
ADVANCE \d1

ADVANCE \d1o.
ADVANCE \d1Contract audit completed
ADVANCE \d1

ADVANCE \d1p.
ADVANCE \d1Contractor’s closing statement completed
ADVANCE \d1

ADVANCE \d1q.
ADVANCE \d1Final voucher submitted
ADVANCE \d1

ADVANCE \d1r.
ADVANCE \d1Final paid voucher received
ADVANCE \d1

ADVANCE \d1s.
ADVANCE \d1Deobligation of excess funds/Mod. No. ______
ADVANCE \d1

ADVANCE \d1t.
ADVANCE \d1Contract completion statement signed and in contract file
ADVANCE \d1

ADVANCE \d1u.
ADVANCE \d1Other requirements completed (specify):
ADVANCE \d1





6.
Remarks:

7.
Contracting Officer:
8.
Contract Specialist:

ADVANCE \d1Signature:
ADVANCE \d1
ADVANCE \d1Signature:
ADVANCE \d1

ADVANCE \d1Typed Name:
ADVANCE \d1
ADVANCE \d1Typed Name:
ADVANCE \d1

ADVANCE \d1Date:
ADVANCE \d1
ADVANCE \d1Date:
ADVANCE \d1

ADVANCE \d1(Sign only upon completion of all actions)

J.1 SAMPLE FORMS FOR CONTRACT CLOSEOUT PROCESS (continued)

(All letters to be produced on FAA letterhead)

CONTRACT COMPLETION STATEMENT

CONTRACTING OFFICER
Federal Aviation Administration

800 Independence Ave., SW

Washington, DC  20591



ADVANCE \d9CONTRACT NUMBER
ADVANCE \d9

ADVANCE \d9LAST MODIFICATION
ADVANCE \d9

ADVANCE \d9CONTRACTOR
NAME
ADVANCE \d9

ADVANCE \d9
ADDRESS
ADVANCE \d9

ADVANCE \d9
ADVANCE \d9

ADVANCE \d9
ADVANCE \d9

ADVANCE \d9TYPE OF CONTRACT
ADVANCE \d9

ADVANCE \d9CONTRACT CEILING
ADVANCE \d9

ADVANCE \d9OBLIGATION AMOUNT
ADVANCE \d9

ADVANCE \d9DOLLAR AMOUNT OF EXCESS FUNDS
ADVANCE \d9

AND DISPOSITION


ADVANCE \d9PERIOD OF PERFORMANCE
ADVANCE \d9

ADVANCE \d9FINAL VOUCHER NO. AND DATE
ADVANCE \d9

ADVANCE \d9CONTRACT COMPLETION AMOUNT
ADVANCE \d9

ADVANCE \d6HAVE ALL CONTRACT ADMINISTRATION
ADVANCE \d6YES
ADVANCE \d6
ADVANCE \d6NO
ADVANCE \d6

ACTIONS BEEN SATISFACTORILY ACCOMPLISHED?


ADVANCE \d9IF NO, EXPLAIN
ADVANCE \d9

ADVANCE \d6

ADVANCE \d6

ADVANCE \d18CONTRACTING OFFICER
ADVANCE \d18

ADVANCE \d6DATE
ADVANCE \d6

J.1 SAMPLE FORMS FOR CONTRACT CLOSEOUT PROCESS (continued)

(All letters to be produced on FAA letterhead)

Follow-up Letter re Non-response for Quick Closeout

ADVANCE \d6
TO:  (Contractor)

ADVANCE \d6SUBJECT:  (Contract No.)
ADVANCE \d6Dear Sir/Madam:

ADVANCE \d6Some time has elapsed since the Federal Aviation Administration(FAA) sent you a modification to the subject contract requesting your agreement to a quick closeout of said contract in accordance with (Federal Acquisition Regulation (FAR) 42.708 or FAA Acquisition Management System (AMS) as applicable).  To date, the FAA has not received a response.

ADVANCE \d6Please return the modification executed to the Contracting Officer or a letter to the Contracting Officer stating your preference to wait for a DCAA audit.

ADVANCE \d6Your early compliance with either of the above requests will be appreciated.  If there are further inquiries regarding this issue, please contact TBD.

ADVANCE \d6Sincerely,

ADVANCE \d6
TBD

Contracting Officer

J.1 
SAMPLE FORMS FOR CONTRACT CLOSEOUT PROCESS (continued)

(All letters to be produced on FAA letterhead)

Follow-up Letter to Project Officer To Confirm Completion

SUBJECT
Closeout of Contract No. ______
Date:

FROM:
TBD

Contracting Officer

TO:
Project Officer

Contracting office records indicate that the subject contract is physically complete.  To facilitate formal closeout, please answer the following:

Has the contractor fully complied with all the applicable terms and conditions of the subject contract including the delivery of all required reports thereunder?  If no, cite the items not fully complied with on the reverse side.

 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No







Project Officer

Date

Please return this information directly to the FAA authorized contract closeout contractor:

TBD

J.1 SAMPLE FORMS FOR CONTRACT CLOSEOUT PROCESS (continued)

(All letters to be produced on FAA letterhead)

Sample Letter to Follow-up on Interagency Agreement Closeout

TO:
Agency representative

SUBJECT:
Interagency Agreement No.

Dear          :

ADVANCE \d6The effort under the subject Agreement is considered complete and final  documents are in preparation.

ADVANCE \d6
ADVANCE \d6Prior to closeout of this Agreement, a verification of the funding is required.  Therefore, please provide the following information.

ADVANCE \d6
(1)
Have all incurred costs associated with the effort been invoiced for?

ADVANCE \d6
(2)
Has payment been received for the invoices submitted?

ADVANCE \d6
(3)
Are there any excess funds available to be returned to the FAA or are any additional funds necessary?

ADVANCE \d6Please return this information or refer any questions directly to the FAA authorized contract closeout contractor:

ADVANCE \d6

TBD

ADVANCE \d6
ADVANCE \d6
ADVANCE \d6
ADVANCE \d6Sincerely,

ADVANCE \d12TBD

Contracting Officer

J.1 SAMPLE FORMS FOR CONTRACT CLOSEOUT PROCESS (continued)

(All letters to be produced on FAA letterhead)

DOCUMENTATION CHECKLIST FOR FFP TYPE

Closeout of FAA Contract No. ___________________________

Document/Action
Date Requested

Document Dated / Date Received

ADVANCE \d6Property Clearance
ADVANCE \d6
ADVANCE \d6
ADVANCE \d6

ADVANCE \d6Final Voucher #
ADVANCE \d6
ADVANCE \d6
ADVANCE \d6

ADVANCE \d6Confirmation of Final Payment
ADVANCE \d6
ADVANCE \d6
ADVANCE \d6

ADVANCE \d6Technical/Project Officer Approval
ADVANCE \d6
ADVANCE \d6
ADVANCE \d6

ADVANCE \d6Final Patent Report
ADVANCE \d6
ADVANCE \d6
ADVANCE \d6

ADVANCE \d6Deobligation (Mod # ______)
ADVANCE \d6
ADVANCE \d6
ADVANCE \d6

ADVANCE \d6FAA accounting printout ( Y / NT )
ADVANCE \d6
ADVANCE \d6
ADVANCE \d6

ADVANCE \d6CO Signature
ADVANCE \d6
ADVANCE \d6
ADVANCE \d6

Comments:

J.1 SAMPLE FORMS FOR CONTRACT CLOSEOUT PROCESS (continued)

(All letters to be produced on FAA letterhead)

LETTER TO FAA ACCOUNTING REQUESTING FINAL PAYMENT

(With Indirect Cost Audits and Closeout Modifications)

TO:
FAA Accounts Payable Officer

FROM:
TBD, Contracting Officer

SUBJECT:
Final Payment of FAA Contract _________________

ADVANCE \d6Forwarded for payment under the subject contract is Final Voucher No. ______ in the amount of $ ______.

ADVANCE \d6The Final Contract Value is $ _______________ consisting of $ ___________ estimated cost and $ ___________ fixed fee.

ADVANCE \d6Enclosed is a copy of:

ADVANCE \d6(    )
ADVANCE \d6a.
ADVANCE \d6Contractor’s Release

ADVANCE \d6(    )
ADVANCE \d6b.
ADVANCE \d6Contractor’s Assignment of Refunds, Rebates, etc.

ADVANCE \d6(    )
ADVANCE \d6c.
ADVANCE \d6Contractor’s Statement of Inventions and Subcontracts

ADVANCE \d6(    )
ADVANCE \d6d.
ADVANCE \d6Final Audit

ADVANCE \d6(    )
ADVANCE \d6e.
ADVANCE \d6Indirect cost audit(s) for the periods _______________________________________

ADVANCE \d6(    )
ADVANCE \d6f.
ADVANCE \d6Government Property

ADVANCE \d6(    )
ADVANCE \d6g.
ADVANCE \d6Closeout modifications

ADVANCE \d6Only those items checked are furnished

ADVANCE \d6Please forward a copy of the final voucher after payment has been made to:

ADVANCE \d6
TBD

ADVANCE \d6TBD

Contracting Officer

J.1 SAMPLE FORMS FOR CONTRACT CLOSEOUT PROCESS (continued)

(All letters to be produced on FAA letterhead)

LETTER TO FAA ACCOUNTING REQUESTING FINAL PAYMENT

TO:
FAA Accounts Payable Officer

FROM:
TBD, Contracting Officer

SUBJECT:
Final Payment of FAA Contract _________________

ADVANCE \d6Forwarded for payment under the subject contract is Final Voucher No. ______ in the amount of $ ______.

ADVANCE \d6The Final Contract Value is $ _______________ consisting of $ ___________ estimated cost and $ ___________ fixed fee.

ADVANCE \d6Enclosed is a copy of:

ADVANCE \d6(    )
ADVANCE \d6a.
ADVANCE \d6Contractor’s Release

ADVANCE \d6(    )
ADVANCE \d6b.
ADVANCE \d6Contractor’s Assignment of Refunds, Rebates, etc.

ADVANCE \d6(    )
ADVANCE \d6c.
ADVANCE \d6Contractor’s Statement of Inventions and Subcontracts

ADVANCE \d6(    )
ADVANCE \d6d.
ADVANCE \d6Final Audit

ADVANCE \d6(    )
ADVANCE \d6e.
ADVANCE \d6Government Property

ADVANCE \d6Only those items checked are furnished

ADVANCE \d6Please forward a copy of the final voucher after payment has been made to:

ADVANCE \d6
TBD

ADVANCE \d6TBD

Contracting Officer

J. 1 SAMPLE FORMS FOR CONTRACT CLOSEOUT PROCESS (continued)

(All letters to be produced on FAA letterhead)

ADVANCE \d6GOVERNMENT PROPERTY ACCOUNTABILITY CLOSEOUT

ADVANCE \d6
SUBJECT:
Release of Government Property Accountability

Contract:  DTFA01-_________

Contract Type:  ____________

ADVANCE \d6FROM:
TBD, Contraction Officer

ADVANCE \d6TO:
Property Administrator, ASU-210

ADVANCE \d6Action has been initiated to closeout the subject contract with ________________________.

ADVANCE \d6It is requested that the Government property aspect of the contract be reviewed and necessary action taken to complete the Government property section of the contract file.

ADVANCE \d6No further work is to be performed on this contract.  There will be no Government property purchased by or supplied to the contractor after the date of this request.

ADVANCE \d6Please respond within 10 days of this request to:

ADVANCE \d6
TBD

ADVANCE \d6TBD (contracting officer)

ADVANCE \d6
ADVANCE \d6The Government Property record has been reviewed by this office.  The Government Property file is released for contract closeout.

ADVANCE \d6

GFP:

Yes

No


CAP:

Yes

No

ADVANCE \d6




(Name)

Contract Property Folder Received By:

Date:


Date


           J.2   WORK ORDER FORM

FEDERAL AVIATION ADMINISTRATION






WORK ORDER

ADVANCE \d6Contractor:
ADVANCE \d6
ADVANCE \d6Work Order No.
ADVANCE \d6

ADVANCE \d6Contract No:
ADVANCE \d6
ADVANCE \d6Task No.:
ADVANCE \d6

ADVANCE \d6Order Amount:
ADVANCE \d6
ADVANCE \d6Amendment No.: 
ADVANCE \d6

ADVANCE \d6Appropriation Data:

Description of Work Order: 

Deliverables:

Period of Performance :

In performing the above described work, the Contractor shall utilize labor and be reimbursed expenses both direct and indirect that are reasonable, allowable, and allocable to the work order and the contract as a whole. The expenses are not to exceed the amounts set forth in this work order.

APPROVED BY:

ADVANCE \d6FAA Technical Officer:  
ADVANCE \d6Rita A. Freeman
ADVANCE \d6Date
ADVANCE \d6

ADVANCE \d6Contractor:
ADVANCE \d6
ADVANCE \d6Date
ADVANCE \d6

ADVANCE \d6FAA Contracting Officer
ADVANCE \d6Lillie M. Harris
ADVANCE \d6Date
ADVANCE \d6

ALL OTHER  TERMS AND CONDITIONS SHALL REMAIN UNCHANGED

J.3   Business Declaration Form

1.    Name of Firm:




__________________________________________   

2. Address of Firm:




__________________________________________

3. Telephone Number of Firm:



__________________________________________

4. (a)  Name of Person Making Declaration:

__________________________________________

(b)  Telephone Number of Person Making Declaration:
__________________________________________

(c)  Position Held in the Company:


__________________________________________

5. Controlling Interest in Company (“x” for appropriate response)

(    ) Black American

(    ) Hispanic American

(    ) Native American

(    ) Asian American 

(    ) Other


___________________________________

(    ) Female


(    ) Male

6. Is the person identified in #5 above responsible for day-to-day management and policy decision making, including     

but not limited to financial and management decisions?

(    ) Yes
(    ) No (If no, provide the name and telephone number of the person who has this authority).

Name:  ________________________________
    Telephone Number:  _______________________________

7. Nature of Business:  (Specify major services/products (North American Industry Classification (NAIC) Code(s)):

__________________________________________________________________________________________

__________________________________________________________________________________________

8.   (a)  Years the firm has been in business:  ___________

(b) Number of Employees:  ______________

9.   Type of Ownership:  (   )  Sole Ownership

(    )  Partnership

(    )  Other/Explain Below

      ___________________________________________________________________________________________

      ___________________________________________________________________________________________

10.  Gross receipts of the firm for the last three years:

Year Ending 1997
Gross Receipts:  _______________

       Year Ending 1998
Gross Receipts:  _______________

       Year Ending 1999
Gross Receipts:  _______________

11.  Is the firm a small business?





(    ) Yes

(    ) No

12. Is the firm a small business owned and controlled by a socially 

(    ) Yes

(    ) No

and economically disadvantaged individual?

13.  Is the firm a small business owned and controlled by a woman?

(    ) Yes

(    ) No

I DECLARE THAT THE FOREGOING STATEMENTS CONCERNING ________________________ (name of company)

ARE TRUE AND CORRECT TO THE BEST OF MAY KNOWLEDGE, INFORMATION AND BELIEF.  I AM AWARE THAT I AM SUBJECT TO CRIMINAL PROSECUTION UNDER THE PROVISIONS OF 18 U.S.C 1001.

________________________________________


_____________________________________

Signature






Date

Name:  _________________________________


Title:  ________________________________    

            (printed)

