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Contract Administration Guidance 

 

A good contract administration program is essential to improving performance under university 
contracts.  Contract administration is the day-to-day management of contracts made with the 
University of Alaska’s vendors and contractors.  The specific nature and extent of contract 
administration varies from contract to contract.  It can range from the minimum acceptance of a 
delivery and payment to the contractor to extensive involvement by program, audit and designated 
procurement officials throughout the contract term.   

It is the contract administrator’s responsibility to ensure the contractor is performing pursuant to 
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designated campus procurement office.  NOTE: It is the contract administrator’s 
responsibility to work with the contractor to resolve disputes and/or performance issues 
that do not require formal action under the terms of the contract, whenever possible.  
However, in the event that formal action is required, all supporting documentation and 
correspondence with the contractor needs to be provided to the appropriate contracting 
officer. 

9. Inform University employees who may interact with the contractor that you, as the contract 
administrator, are their sole point of contact for any performance issues they may observe. 

10. Confirm that any corrective action required by the University is taken by the contractor. 

11. Assist your campus contracting officer with final acceptance and closeout of the contract.  
This process ensures that work is complete, all deliverables have been received and 
accepted, and a release of claims has been executed for any financial, intellectual or asset 
interests. 

Thank you for accepting the role of contract administrator for the University of Alaska.  Your 
participation in this process helps to ensure our focus is on obtaining supplies and services, of 


