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Contract Modification
Stage:  

Supplier/Agreement Management Global
Description:  

This procedure outlines the activities involved with adding, deleting, or changing requirements defined within the scope of an existing contract.  The project office, the customer, or the contractor can request contract changes at any time during the performance of a contract.  Changes to work in progress may be due to advances in technology, unanticipated limitations on funding, unanticipated urgency of the requirement, or overly optimistic estimates of the contractor's ability.
Contract changes follow a detailed and complex process that is documented in the Federal Acquisition Regulation (FAR).  
Contract changes can be changes to specified end item deliverables or the addition of a within-scope tasking on a services contract or task order.  Contract change procedures require government team members to complete an assessment and a scope determination of the proposed changes prior to requesting a revised proposal from the contractor.  The Project Manager must work closely with the Contracting Officer to ensure all contract change activities are correctly accomplished. 
Entry Criteria:  
The following shall be completed before beginning this procedure:

· Identified change requirement

· Approved Statement of Objectives (SOO) or draft Statement of Work       (SOW) for revised work

· Contract Changes Clause

· Independent Government Cost Estimate, when appropriate

Procedure Steps:  (These steps are not necessarily performed sequentially.)
1.   Project Manager:  Review change revision.
Before initiating any change activity, the Project Manager must review the changes clause contained within the contract and any other applicable contract guidance including local contracting procedures.  
2.  Contracting Officer:  Review change revision.

The Contracting Officer must review the changes clause contained within the contract and any other applicable contract guidance including local contracting procedures.  The Contracting Officer shall determine the contractual mechanism and responsibilities for requesting information from the contractor and issuing a contract modification.  The Project Manager has the responsibility and authority for decision-making associated with the overall management process, but only the Contracting Officer has the authority to make changes within the scope of the contract.

3.   Project Manager:  Assess proposed changes.
For each proposed contract change, the Project Manager, with the Contracting Officer must complete a thorough assessment to determine if the change is within the scope of the contract and changes clause.  If the proposed change is not within the scope, complete a scope determination prior to proceeding with the change process.  
      a. If the proposed change is already identified as a tasking in the SOW or SOO of the contract, the proposed activity is enforceable under the existing contract without change.         
       b. If the proposed work effort is for a new delivery order tasking, and is not within the scope of the desired contractual vehicle, identify an alternative contract vehicle.

       c. If the proposed change is to correct an ambiguity in the contract, the Project Manager, Contracting Officer, customer, and contractor shall come to a consensus as to whether a modification is necessary to achieve the desired objectives.

      d. If the change is determined to be out of scope, and the impact is:

         (1) minimal, the Project Manager shall determine if the time and effort associated with the change is warranted.  
         (2) major, the Project Manager, along with other team members, will develop a plan to meet those requirements and forward it to the Functional Director for final approval.
4.   Project Manager:  Prioritize proposed changes.
The Project Manager shall develop and maintain a prioritized list of contract changes.   Priority for such changes shall be determined by the risk associated with the successful completion of the project should the change not be implemented.  Prioritization shall also take into consideration funding, scheduling and manpower.  The Project Manager shall coordinate the prioritized list with the customer and Contracting Officer.

5.   Project Manager:  Initiate contractor involvement in change process.
When a tasking required by the SOW or SOO is modified, the change can require a new or revised technical proposal.  The Project Manager shall prepare the revised SOW or SOO and an [independent government cost estimate].  Should it be determined that a revised technical proposal is necessary, the Project Manager shall ensure the revised SOW or SOO includes a requirement for the contractor to assess the impact to their documented software development process.  Changes to contractor’s plans must be identified in the contractor's revised technical proposal.  
6.  Contracting Officer:  Request change.

The Contracting Officer shall submit all requests to the contractor to accomplish a change using the One Pass Change Process or to prepare a change proposal.
7.   Project Manager:  Revise SOW and Basis of Estimate.
The Project Manager distributes the proposed contract change to an Integrated Product Team (IPT) represented by all participating organizations, the contractor and the Contracting Officer.  The Project Manager and IPT shall revise the SOW and Basis of Estimate (BOE); reach consensus on all cost, schedule, technical, management and contractual issues during this process; and resolve any ambiguities, problem areas, and inconsistencies and assure the BOE is complete and adequate to support the requirements change.

8.   Contractor:  Revise technical proposal. 

At the request of the Contracting Officer, the contractor shall revise the technical proposal based upon the SOW and BOE.  Concurrent with the revision of the technical proposal, the contractor shall hold fact-finding sessions with the Project Manager, Contracting Officer and auditor (if required).  The evaluation process shall assure the revised technical proposal is consistent with the mutually agreed upon SOW and BOE.  
9.   Contracting Officer:  Negotiate and award contract change.
The Contracting Officer shall negotiate all changes with the contractor should their proposal not be acceptable as submitted.  The Contracting Officer shall request assistance from the Project Manager and other team members during the negotiation process.  Upon completion of negotiations, the Contracting Officer shall process all necessary documents through the required approval procedure prior to award of the contract modification.    The Contracting Officer shall provide guidance during the development of milestones on contract lead times.
Exit Criteria: 
The following work product is a result of completing this procedure:

· Contract modification
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