
Contract Close-Out 

 

The contract close-out process is usually a simple but detailed administrative procedure. The purpose is to 

verify that both parties to the contract have fulfilled their contractual obligations and there are not 

responsibilities remaining. In addition, contract close-out is the time to assess the success of the contract and 

determine if there are any lessons learned for future contracting. 

 

A contract is completed when all goods or services have been received and accepted; all reports have been 

delivered and accepted; all administrative actions have been accomplished; all agency furnished equipment 

and material have been returned; and final payment has been made to the contractor. 

To initiate the close-out process, the agency should first determine that the contractor has satisfactorily 

performed all required contractual obligations. A contract is ready for close out when: 

 

 All deliverables, including reports have been delivered and accepted by the agency. Contract managers 

should compare actual performance against performance measures, goals and objectives to determine 

whether all required work has been completed; 

 

 Final payment has been made; 

 

 All monitoring issues have been resolved; 

 

 All property inventory and ownership issues are resolved including disposition of any equipment or 

licenses purchased under the contract; 

 

 Final acceptance from the Project Manager has been received (if applicable); 

 

 Contractor is aware of and in compliance with records retention requirements and a plan has been 

developed for contract file maintenance; and 

 

 Any deficiencies found as part of the closeout process are documented and communicated to all 

appropriate parties. 

 
 
 
 


