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Purpose

The dfident adminigration of contracts and purchase orders through a
decentralized approach to contract adminigtration where the combined resources
of procurement, risk management, the County Attorney, and the technicd
expertise of client department are maximized.

Scope

Contract Administration encompasses dl contracts, contract  amendments,
purchase orders, change orders, beginning with the purchase requests and
continuing through the procurement cycle.

Objectives

The objectives of the Office of Purchasng ae to insure the complete and
successful  culmination of the purchasing cycle while protecting the interests of
Escambia County, Florida

Definitions

Contract  Adminidration is the management of dl actions after avad of a
contract that must be taken to assure compliance with the contract; i.e, timey
delivery, acceptance, payment, closing contract, etc. by such person or postion
(Title) desgnated in writing by the Contracting Officer or in lieu of a dedgnee,
the purchasing professona that devel oped the solicitation/contract.

Contracting Officer isthe County Administrator of Escambia County Florida.

Owner's Representative is that person or podtion desgnated in writing by the
Contracting Officer in adl matters reating to Contract Management and Contract
Adminigration. Under those circumstances which a person or podtion is not
designated in writing by the Contracting Officer, the Purchasng Manager or
his’her designee shdl serve as the owner’ s representative,
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Responsihility
. Overview

Escambia County’ s Contracting Program is based on the more common

“combination modd” of “centralized” and “decentrdized” contract administration
models. Whether they function as centrdized, decentrdized or a combination
model, al contract adminidration teams have the same god: to work with
contractors to develop and maintan an environment in which the contractor can
succeed.

. Centrdized Contract Adminigtration

This model utilizes a sngle Owner's Representative as the responsible person for
contracts utilized by severd depatments, such as the case with the Office of
Purchasng with its County Wide Master Term Contracts Program.  The Office
Supply Contract isagood example of this.

The Owner's Representative is responsble for handling and processng the
contractud  busness rdaionship with the Contractor  (negotiations,
changesamendments, settling disputes and assuring that both parties meet the
teems of the contract).  Additiond respongbility includes coordinating the
activities of the different gaff membersinvolved in administering the contract.

The Owner's Representative is dso responsble for issuing dl notices rdating to
the contract with the exception of those notices, which shdl require prior gpprova
of the Board of County Commissioners.

. Decentraized Contract Administration

In County contracts for specific projects peculiar only to one department,
expertise driven by one depatment or stand-aone projects, the client department
director is usudly delegated by the Contracting Officer (County Administrator)
the responghility for contract management and contract administration.

The term Project Manager is used to describe the Department Technicd Project
person(s) who idare responsble for the technicd and dally oversght to meke
certain that the contractor performs according to the technica requirements of the
contract and keep the Contracting Officer informed of sgnificant events involving
the Contract. In this modd, the department team draws on the resources of the
legd, purchasing and finance departments for technica direction.
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VI. Procedure

Client departments are advised to develop their own standard operating
procedures for day-to-day contract adminigtration. Contract adminisiration begins
with agood scope of work. Client departments preparing scopes of work should
congder:

A. Introduction and Generd Information
1.  Purposeor Objective
2. Higory and Background
3. Contact person
4.  Bidding method
5 Pre-Bid Conference
6. Contractor qudifications
7 Cadendar of Events

B. Task Description
1.  Work to be done by the contractor

C. Condraints on the Contractor
1.  Work gte conditions
2. Ordinances
3. Security control

D. Contractor Personne Requirements
1. Qudifications of Key Personnd
2. Employee Identifications
3. Additiona Personnd Responshbilities

E.  Contractor Responghilities
1. Qudlity control program
2. Source complaints
3. Emergency assstance
4.  Work schedule

F.  Locd Government Responshilities
1.  What theloca government must do or provide to the contractor.
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G. Bvauation of Contractor Performance
1. Peformance Standards
2. Bvadudion Forms
3.  Incentives
4.  Liquidated Damages

H.  Reporting Requirements and Procedures
1.  Contractor’s reporting scheduling and responghilities

Specid Conditions

1.  Payment Procedures

2.  Insurance and Bonds

3. Alternative Surety

4,  Contract extenson and renewa

J.  Price Ranking of Bidders
1.  Themethod of ranking bidders by price

K. Exhibits

Technica Reports
Maps

Drawings
Schedules
Photographs

agrprOdDE

NOTE: Departments should develop interna operation procedures for contract
adminigration based on the information provided.




