
Contract Administration Representative

Role:
Perform contract administration functions for contracts funded by department/division. 

Responsibilities:

· Monitor contractor progress in accordance with the contract’s terms and schedule by interfacing with the technical representative for each contract issued by the department/division.

· Document receipt of all deliverables by interfacing with the technical representative.

· Review and approve invoices for each contract in a timely manner, ensuring that invoiced work has been satisfactorily performed, costs are allowable, and invoice amounts are in accordance with the contract terms.

· Assist Property & Procurement Management (PPM) staff in contract closeout as required.
· Advise the cognizant PPM contract specialist when the contractor fails to meet its contractual obligations, or when any contract milestone schedule and/or completion/delivery date should be revised. 

Accountabilities:
· To department/division administrator for effective stewardship of funds.

· To department/division and PPM for compliance with contract administration policies, standards and procedures. 

· To technical representatives for guidance and support in the performance of their contract administration responsibilities.

Authorities:
· Require technical representatives to document contractor performance and receipt of deliverables.

· Require contractors to provide additional information, if necessary, to support invoiced costs. 

· Approve or disapprove invoices, in whole or part.
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