DO’S AND DON’TS FOR CORS CONTRACT PLANNING 

Do 
1. Think about contract administration requirements while writing the statement of work or the specifications. 

2. Separate discussion of administrative and progress reporting requirements from discussion of required procedures and deliverables when drafting the statement of work or specifications. 

Don’t 
1. Write vague specifications, assuming that “the contractor will do whatever is necessary to satisfy us.” 

2. Ask for progress reports, test samples, or other items from the contractor unless the items are needed for the program or for efficient administration and monitoring. 

PREPARATION FOR CONTRACT ADMINISTRATION 

Do 
1. Carefully review the contract, especially the technical requirements. 

2. Develop, or obtain from the contractor, a detailed schedule of performance. 

3. Work with the contract personnel and the contractor to clear up any misunderstandings and to establish organized contract administration and monitoring procedures. 

Don’t 
1. Assume without reading it that the specification or statement of work is complete, clear, and fully understandable. 

2. Allow planning to become an end in itself. Remember: the goal is to get results, not just pretty charts showing the “plan.” 

3. Forget to update plans and schedules as the situation changes. 

4. Overlook or ignore contract requirements for Government-furnished property, timely reviews and approvals, or technical assistance and direction. 

PROJECT MONITORING 

Do 
1. Set a level of monitoring consistent with the type of contract, the complexity of the product or service, and the importance of the contract to the overall program. 

2. Read progress reports and immediately act on problems they reveal. 

3. See that the contractor complies with every requirement of the contract. 

4. Immediately contact the Contracting Officer when deficiencies or delinquencies are noted. 

5. Use the contractor’s invoices to help monitor technical progress. 

Don’t 
1. Assume that “no news is good news.” 

2. Wait until delivery is due or overdue to check progress. 

3. Take action against a delinquent contractor on your own. Work through the Contracting Officer. 

4. Order, request, or even suggest that the contractor do work that is not called for 

by the contract. 

5. Act as if you are the contractor’s personnel manager. The COR should review 

and approve or disapprove—the contractor supervises contractor personnel. 

6. Assume the contractor billings are correct 

GENERAL CONTRACT ADMINISTRATION 

Do 
1. Remember that the COR is an agent of the U.S. Government, with only the authority delegated by the Contracting Officer. 

2. Get the names of contractor personnel authorized to represent the contractor. 

3. Find out the specific authority of contractor personnel. Does the person you are dealing with have the authority to obligate the contractor? 

4. See that all Government approvals or consents are provided in a timely manner. 

Don’t 
1. Accept less than what is required by the contract. 

2. Assume an interpretation of ambiguous contract language, which would be favorable to the Government. Remember: if the contractor’s interpretation is reasonable, it will prevail. 

3. Hold up payment unless performance is deficient or defective. 

4. Accept supplies or services without complete inspection. 

5. Make any change, modification, deletions, or additions to the contract requirements. Work through the Contracting Officer. 

6. Automatically consider all contractor claims unreasonable. Be fair and impartial. 

REMEDIES 

Do 
1. Exercise Government rights, such as warranties. Make sure that any problems are dealt with before the warranty period runs out. 

2. Work with the contracts personnel to prevent problems before they arise. 

3. Take actions to protect Government rights before delivery is due. 

Don’t 
1. Act without consulting the Contracting Officer. Work through the contract administration team. 

2. Allow interim or final delivery dates to be waived.
