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Sec.

PART 4—ADMINISTRATIVE MATTERS

4.000 Scope of part.
4.001 Definition.

Subpart 4.1—Contract Execution
4.101 Contracting officer’s signature.
4.102 Contractor’s signature.
4.103 Contract clause.

Subpart 4.2—Contract Distribution
4.201 Procedures.
4.202 Agency distribution requirements.
4.203 Taxpayer identification information.

Subpart 4.3—Paper Documents
4.300 Scope of subpart.
4.301 Definition.
4.302 Policy.
4.303 Contract clause.

Subpart 4.4—Safeguarding Classified 
Information Within Industry

4.401 [Reserved]
4.402 General.
4.403 Responsibilities of contracting officers.
4.404 Contract clause.

Subpart 4.5—Electronic Commerce in 
Contracting

4.500 Scope of subpart.
4.501 [Reserved]
4.502 Policy.

Subpart 4.6—Contract Reporting
4.600 Scope of subpart.
4.601 Definitions.
4.602 General.
4.603 Policy.
4.604 Responsibilities.
4.605 Procedures.
4.606 Reporting Data.
4.607 Solicitation provisions and contract clause.

Subpart 4.7—Contractor Records Retention
4.700 Scope of subpart.
4.701 Purpose.
4.702 Applicability.
4.703 Policy.
4.704 Calculation of retention periods.
4.705 Specific retention periods.
4.705-1 Financial and cost accounting records.
4.705-2 Pay administration records.
4.705-3 Acquisition and supply records.

Subpart 4.8—Government Contract Files
4.800 Scope of subpart.
4.801 General.
4.802 Contract files.
4.803 Contents of contract files.
4.804 Closeout of contract files.
4.804-1 Closeout by the office administering the contract.
4.804-2 Closeout of the contracting office files if another 

office administers the contract.
4.804-3 Closeout of paying office contract files.
4.804-4 Physically completed contracts.
4.804-5 Procedures for closing out contract files.
4.805 Storage, handling, and contract files.

Subpart 4.9—Taxpayer Identification Number 
Information

4.900 Scope of subpart.
4.901 Definition.
4.902 General.
4.903 Reporting contract information to the IRS.
4.904 Reporting payment information to the IRS.
4.905 Solicitation provision.

Subpart 4.10—Contract Line Items
4.1001 Policy.

Subpart 4.11—System for Award Management
4.1100 Scope.
4.1101 Definition.
4.1102 Policy.
4.1103 Procedures.
4.1104 Disaster Response Registry.
4.1105 Solicitation provision and contract clauses.

Subpart 4.12—Representations and 
Certifications

4.1200 Scope.
4.1201 Policy.
4.1202 Solicitation provision and contract clause.

Subpart 4.13—Personal Identity Verification
4.1300 Scope of subpart.
4.1301 Policy.
4.1302 Acquisition of approved products and services for 

personal identity verification.
4.1303 Contract clause.

Subpart 4.14—Reporting Executive 
Compensation and First-Tier Subcontract 

Awards
4.1400 Scope of subpart.
4.1401 Applicability.
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4.1402 Procedures.
4.1403 Contract clause.

Subpart 4.15—[Reserved]
4.1500 [Reserved]
4.1501 [Reserved]
4.1502 [Reserved]

Subpart 4.16—Unique Procurement Instrument 
Identifiers

4.1600 Scope of subpart.
4.1601 Policy.
4.1602 Identifying the PIID and supplementary PIID.
4.1603 Procedures.

Subpart 4.17—Service Contracts Inventory
4.1700 Scope of subpart.
4.1701 Definitions.
4.1702 Applicability.
4.1703 Reporting requirements.
4.1704 Contracting officer responsibilities.
4.1705 Contract clauses.

Subpart 4.18—Commercial and Government 
Entity Code

4.1800 Scope of subpart.
4.1801 Definitions.
4.1802 Policy.
4.1803 Verifying CAGE codes prior to award.
4.1804 Solicitation provisions and contract clause.
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(2) Bills, invoices, vouchers, and supporting
documents.

(3) Record of payments or receipts.
(4) Other pertinent documents.

4.804 Closeout of contract files.

4.804-1 Closeout by the office administering the contract.
(a) Except as provided in paragraph (c) of this section, time

standards for closing out contract files are as follows:
(1) Files for contracts using simplified acquisition pro-

cedures should be considered closed when the contracting
officer receives evidence of receipt of property and final pay-
ment, unless otherwise specified by agency regulations.

(2) Files for firm-fixed-price contracts, other than those
using simplified acquisition procedures, should be closed
within 6 months after the date on which the contracting officer
receives evidence of physical completion.

(3) Files for contracts requiring settlement of indirect
cost rates should be closed within 36 months of the month in
which the contracting officer receives evidence of physical
completion.

(4) Files for all other contracts should be closed within
20 months of the month in which the contracting officer
receives evidence of physical completion.

(b) When closing out the contract files at 4.804-1(a)(2), (3),
and (4), the contracting officer shall use the closeout proce-
dures at 4.804-5. However, these closeout actions may be
modified to reflect the extent of administration that has been
performed. Quick closeout procedures (see 42.708) should be
used, when appropriate, to reduce administrative costs and to
enable deobligation of excess funds.

(c) A contract file shall not be closed if—
(1) The contract is in litigation or under appeal; or
(2) In the case of a termination, all termination actions

have not been completed.

4.804-2 Closeout of the contracting office files if another 
office administers the contract.
(a) Contract files for contracts using simplified acquisition

procedures should be considered closed when the contracting
officer receives evidence of receipt of property and final pay-
ment, unless otherwise specified by agency regulation.

(b) All other contract files shall be closed as soon as prac-
ticable after the contracting officer receives a contract com-
pletion statement from the contract administration office. The
contracting officer shall ensure that all contractual actions
required have been completed and shall prepare a statement to
that effect. This statement is authority to close the contract file
and shall be made a part of the official contract file.

4.804-3 Closeout of paying office contract files.
The paying office shall close the contract file upon issu-

ance of the final payment voucher.

4.804-4 Physically completed contracts.
(a) Except as provided in paragraph (b) of this section, a

contract is considered to be physically completed when—
(1)(i) The contractor has completed the required deliv-

eries and the Government has inspected and accepted the
supplies;

(ii) The contractor has performed all services and the
Government has accepted these services; and

(iii) All option provisions, if any, have expired; or
(2) The Government has given the contractor a notice of

complete contract termination.
(b) Rental, use, and storage agreements are considered to

be physically completed when—
(1) The Government has given the contractor a notice of

complete contract termination; or
(2) The contract period has expired.

4.804-5 Procedures for closing out contract files.
(a) The contract administration office is responsible for ini-

tiating (automated or manual) administrative closeout of the
contract after receiving evidence of its physical completion.
At the outset of this process, the contract administration office
must review the contract funds status and notify the contract-
ing office of any excess funds the contract administration
office might deobligate. When complete, the administrative
closeout procedures must ensure that—

(1) Disposition of classified material is completed;
(2) Final patent report is cleared. If a final patent report

is required, the contracting officer may proceed with contract
closeout in accordance with the following procedures, or as
otherwise prescribed by agency procedures:

(i) Final patent reports should be cleared within 60
days of receipt.

(ii) If the final patent report is not received, the con-
tracting officer shall notify the contractor of the contractor’s
obligations and the Government’s rights under the applicable
patent rights clause, in accordance with 27.303. If the contrac-
tor fails to respond to this notification, the contracting officer
may proceed with contract closeout upon consultation with
the agency legal counsel responsible for patent matters
regarding the contractor’s failure to respond.

(3) Final royalty report is cleared;
(4) There is no outstanding value engineering change

proposal;
(5) Plant clearance report is received;
(6) Property clearance is received;
(7) All interim or disallowed costs are settled;
(8) Price revision is completed;
(9) Subcontracts are settled by the prime contractor;
(10) Prior year indirect cost rates are settled;
(11) Termination docket is completed;
(12) Contract audit is completed;
(13) Contractor’s closing statement is completed;
(14) Contractor’s final invoice has been submitted; and
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(15) Contract funds review is completed and excess
funds deobligated.

(b) When the actions in paragraph (a) of this subsection
have been verified, the contracting officer administering the
contract must ensure that a contract completion statement,
containing the following information, is prepared:

(1) Contract administration office name and address (if
different from the contracting office).

(2) Contracting office name and address.
(3) Contract number.
(4) Last modification number.
(5) Last call or order number.
(6) Contractor name and address.
(7) Dollar amount of excess funds, if any.
(8) Voucher number and date, if final payment has been

made.
(9) Invoice number and date, if the final approved

invoice has been forwarded to a disbursing office of another
agency or activity and the status of the payment is unknown.

(10) A statement that all required contract administra-
tion actions have been fully and satisfactorily accomplished.

(11) Name and signature of the contracting officer.
(12) Date.

(c) When the statement is completed, the contracting offi-
cer must ensure that—

(1) The signed original is placed in the contracting
office contract file (or forwarded to the contracting office for
placement in the files if the contract administration office is
different from the contracting office); and

(2) A signed copy is placed in the appropriate contract
administration file if administration is performed by a contract
administration office.

4.805 Storage, handling, and contract files.
(a) Agencies must prescribe procedures for the handling,

storing, and disposing of contract files, in accordance with the
National Archives and Records Administration (NARA)
General Records Schedule 1.1, Financial Management and
Reporting Records. The Financial Management and
Reporting Records can be found at http://www.archives.gov/
records-mgmt/grs.html. These procedures must take into
account documents held in all types of media, including
microfilm and various electronic media. Agencies may
change the original medium to facilitate storage as long as the
requirements of Part 4, law, and other regulations are
satisfied. The process used to create and store records must
record and reproduce the original document, including
signatures and other written and graphic images completely,
accurately, and clearly. Data transfer, storage, and retrieval
procedures must protect the original data from alteration.
Unless law or other regulations require signed originals to be
kept, they may be destroyed after the responsible agency
official verifies that record copies on alternate media and
copies reproduced from the record copy are accurate,
complete, and clear representations of the originals. When

original documents have been converted to alternate media for
storage, the requirements in Table 4-1 of this section also
apply to the record copies in the alternate media.

(b) If administrative records are mixed with program
records and cannot be economically segregated, the entire file
should be kept for the period of time approved for the program
records. Similarly, if documents described in the following
table are part of a subject or case file that documents activities
that are not described in the table, they should be treated in the
same manner as the files of which they are a part.

(c) An agency that requires a shorter retention period than
those identified in Table 4-1 shall request approval from
NARA through the agency’s records officer.

TABLE 4-1—RETENTION PERIODS

Record Retention Period
(1) Contracts (and related records 

or documents, including suc-
cessful and unsuccessful pro-
posals, except see paragraph 
(c)(2) of this section regarding 
contractor payrolls submitted 
under construction contracts).

6 years after final payment.

(2) Contractor’s payrolls submit-
ted under construction con-
tracts in accordance with 
Department of Labor regula-
tions (29 CFR 5.5(a)(3)), with 
related certifications, anti-
kickback affidavits, and other 
related records.

3 years after contract completion 
unless contract performance is 
the subject of an enforcement 
action on that date (see para-
graph (c)(8) of this section).

(3) Unsolicited proposals not 
accepted by a department or 
agency.

Retain in accordance with 
agency procedures.

(4) Files for canceled solicitations. 6 years after cancellation.
(5) Other copies of procurement 

file records used for adminis-
trative purposes.

When business use ceases.

(6) Documents pertaining gener-
ally to the contractor as 
described at 4.801(c)(3).

Until superseded or obsolete. 

(7) Data submitted to the Federal 
Procurement Data System 
(FPDS). Electronic data file 
maintained by fiscal year, con-
taining unclassified records of 
all procurements exceeding the 
micro-purchase threshold, and 
information required under 
4.603.

6 years after submittal to FPDS.

(8) Investigations, cases pending 
or in litigation (including pro-
tests), or similar matters 
(including enforcement 
actions).

Until final clearance or settle-
ment, or, if related to a document 
identified in paragraphs (c)(1) 
through (7) of this section, for 
the retention period specified for 
the related document, whichever 
is later.
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