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						Unit 7:  Contract Administration









�
OVERVIEW



The purpose of this unit is to introduce 
you 
to the procedures and requirements the Project Officer must understand in order to administer contracts for goods and/or services effectively.
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CONTRACT ADMINISTRATION EXERCISE



Instructions:  Review the following questions.  Write your answers in the spaces provided.  Be prepared to discuss your answers with the class.

____________________________________________________________________________________

1.  Acceptance of goods or services normally occurs at the conclusion of how many days?







____________________________________________________________________________________

2.  Why is timely and accurate acceptance important?







____________________________________________________________________________________

3.  Inspection and acceptance are responsibilities of the:



 	A.  Contracting Officer

	B.  Project Officer

	C.  Person who receives the goods

____________________________________________________________________________________

4.  List two examples of day-to-day responsibilities of the Project Officer in administering contracts.







____________________________________________________________________________________



5.  Only the __________________ Officer can make modifications to a contract.







____________________________________________________________________________________

6.  How many days from receipt of an invoice does the Project Officer have to return it to the Finance�     Officer?







____________________________________________________________________________________

7.  What problems can be caused by the failure to close out contracts appropriately?
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