Utilizing DCIS to Capture Order and Contract Closeout Activity

Purpose

The procedures defined below provide a method to maintain and report on order and contract closeout activity in DCIS.  Utilizing this functionality is critical for a number of reasons including, but not limited to:

· Facilitate accurate Department-wide reporting of closeout activity including data transmission to FPDS-NG.

· Facilitate a uniform means of recording closeout information, thereby enhancing the integrity of data as well as the Department’s ability to research data, analyze trends etc.

· Facilitate Department’s ability to measure the status of closeout activity and report successes and/or initiate appropriate follow-up actions, as deemed necessary.

· Facilitate the conduct of internal or external audits or reviews focusing on HHS order and contract closeout activity.

Background

DCIS Item 27, Contract Status Code, is used to identify the overall status for a particular order or contract.  Specifically, Item 27 values include:

· A – Active:  The “A” code is automatically created when an initial contract or order is entered into the system.

· B – Completed Physically:  Performance has been completed but order or contract is not closed.

· C – Completed Administratively: Performance and closeout actions have been completed.

For an order or order modification, the Item 27 value pertains only to the order.  For a base contract or contract modification, Item 27 refers to the entire contract.

Procedures

In order to support varying practices in the community and initiatives to bring historical data up to date, three alternatives for updating Item 27 are available:

1. Update any existing action through the ICAR-Change Module

2. Add a Modification action through the ICAR-New Module

3. Send an update request to the DCIS Help Desk
Alternative Procedure 1

Select an existing action in the ICAR-Change Module, or access the existing action through the PRISM or other acquisition system.  The action may be the base, or any modification action related to the base order or contract action.  Change Item 27 to B or C value as needed, and SAVE the action.  All related actions base and modifications will be modified to the new value when the record is saved.   

Note:  There may be some difficulty encountered in updating actions that were entered in prior years.  This can be caused by changes in edit and data requirements over time.   If this occurs and can not be overcome, Alternative Procedure 3 may be used.
Alternative Procedure 2

For contracting offices that require or prefer a Modification action is exercised in order to change the status, create a new Modification through the ICAR-New Module, or initiate the action in the PRISM or other acquisition system.  Item 12C should be populated accordingly with the table below.

	TO…
	THEN IN DCIS…

	Change the status code of a contract or an order from A to B
	*Enter a contract modification.

*For Item 12C, Reason for Modification, Select M, Other Administrative Action.

*For Item 27, Contract Status Code, Select B, Completed Physically.

	Change the status code of a contract or an order from B to C
	*Enter a contract modification.

*For Item 12C, Reason for Modification, Select K, Close Out.

*For Item 27, Contract Status Code, Select C, Completed Administratively.


Data entry edits within DCIS will ensure the accurate entry of information.  For example, if Item 12C is coded K, (Close Out), then Item 27, Contract Status Code, must be coded C (Completed Administratively).

Alternative Procedure 3

For update of older actions, or where data quality efforts have identified large numbers of actions that should be closed, a request to modify action status may be sent to the DCIS Help Desk, DCISHelp@RNSolutions.com.  Identify the action(s) by Contract and Order Number, or by PIID and Reference PIID, and note the status value for the update.  The request will be processed and logged by the Help Desk.
