U. S. COAST GUARD 

MAINTENANCE AND LOGISTICS COMMAND ATLANTIC

PROJECT ADMINISTRATION TOOL INSTRUCTIONS

General: This tool is designed and geared for Port Engineers (PE) use in managing Coast Guard contracts of any type. It incorporates all standard MLCA contract administration forms and the ability to track all paper/electronic forms processed during a contract. Features have been included to track weekly status for 10 weeks and develop weekly progress reports for each week.  The ability to track GFE disposition is also incorporated. The spreadsheet is geared for simplicity of operation and a brief instruction sheet is included in the spreadsheet.

IT IS RECOMMEND THAT THE USER PRINT OUT THESE INSTRUCTIONS

Do NOT add or delete cells anywhere in this spreadsheet as it may adversely affect the operation of macros.

Spreadsheet Setup: Prior to contract start, the PE needs to input the basic contract information. This process will take approximately 30-45 minutes. (This is time well spent.)  To complete the set up you will need the contract including the boiler plate (section B) and the specification.  The following steps will lead you through spreadsheet setup.

1. Copy the master spreadsheet, and rename the copy to identify it for your contract, ie: “VIG DS01 Records”

2. Open the file and enable macros when asked.  (If a dialogue box does not appear asking you to “enable” or “disable” macros, your security levels need to be reset.  To do this, close the spreadsheet. Then pull down the tools menu and select Macros and then Security.  Set the security level to medium, click Okay, then re-open the spreadsheet.)  

3. You should be on the “Control Panel” sheet which will show you sets of buttons. (If you are not on the “Control Panel” sheet, it is the furthest left sheet in the sheet bar at the bottom of the Excel window.)

4. Click on the “Contract Information” button, this will take you to the “Contract Info” sheet.

5. Input the Cutter, Support, and Contractor Information. The contractor labor rate can be found in the boiler plate. (The overtime labor rate is automatically calculated as 150% of the straight labor rate.)  Any information that is unknown at this time can be added at the arrival conference.

6. Using the LOV pull-down, select who will be the COR.

7. Click on the MLCA icon at the top of the sheet. (Note: Any time you click on the MLCA icon, you will return to the “Control Panel” sheet.)

8. Click on the “Contract Line Items” button. On the “CLINS” sheet, enter the CLIN number, name, award value, and award date for all definite items. The award date should be the start date for the contract.

9. Enter the CLIN number, name, and cost/unit for all optional items.  (The cost/unit should be added in column “P.”)

10. Return to the “Control Panel” using the MLCA Icon.

11. Click on the “GFE” button. 

12. On the GFE sheet enter the information found in the “List of Government Furnished-Property” in the specification.

13. Return to the “Control Panel” using the MLCA Icon.

14. Click on the “Required Reports” button.

15. Review each work item in the specification and enter the CLIN, brief report description, and reference paragraph for each report that is required by the contract. If this report is a Critical Inspection Report (CIR) enter an “X” in column “D.”

16. The spreadsheet is now set up for the contract.

Contract Start:
1. Update any information on the “Contract Info” sheet, that was not previously available.

2. Enter the contract start date and time.

3. Provide a copy of the spreadsheet and these instructions to the Engineering Officer.  Provide training on use of the spreadsheet. (This is not mandatory, but recommended.)

4. Enter the drydocking date and time if applicable. If not leave, blank.

Processing Condition Found Reports (CFR):
1. Upon receipt of a CFR, click on the “Condition Found Reports” button.

2. Enter the CFR number, associated CLIN(s), CFR description, CFR Date, Date Received, and Date forwarded to MLCA.

3. Use the pull down list of values (LOV) to pick the CFRs result.

4. Return to the “Control Panel” using the MCLA icon and click on the “Required Reports” button. 

5. Review the list of required reports. If the CFR is one of the required reports, enter the CFR Number and the Date Received in the appropriate columns.

Processing Change Requests (CRs) for growth work:
1. Upon receipt of a CR, click on the “Change Request” button.

2. Enter the CFR number, associated CLIN(s), CR Description, Government Estimate, and Date Submitted.

3. If the Change Request is to activate Optional Items see the section below.

Processing Change Request (CRs) to activate optional items:

1. Upon receipt of a CR to activate optional items, click on the “Change Request” button.

2. Enter the CFR Number, associated CLIN(s), CR Description, and Date Submitted.

3. The CR Description should state something similar to the following “Activate Optional Items 03AA and 03AB”

4. Enter $0.00 for the Government estimate. (This is done so the value of optional items is not tracked as growth work. The value will be track on the CLINs sheet.)

Change Request (CR) award:
1. When a CR is awarded by the KS/KO, click on the “Change Request” button.

2. Enter the award value and the date awarded

3. If the CR is to activate optional items, the award value is $0.00. (This is done so the value of optional items is not tracked as growth work. The value will be tracked on the CLINs sheet.)  

4. Return to the “Control Panel” using the MCLA icon and click on the “Contract Line Items” button.

5. Enter the award date and award quantity.  (Note: The award value will be calculated automatically.)

Developing the Weekly Progress Report:
1. Click on the “Contract Information” button.

2. Input the date of the Contract Status Meeting

3. Return to the “Control Panel” using the MLCA Icon and click on the “Contract Line Items” button.

4. For each Definite Item and Optional Items awarded, enter the total completion percentage for that week in the appropriate column. If no work completed, enter 0.

5. Return to the “Control Panel” using the MLCA Icon and click on the “Change Request” button.

6. For each awarded CR, enter the total completion percentage for that week in the appropriate column. If no work completed, enter 0.

7. Return to the “Control Panel” using the MLCA Icon and click on the “Contract Status” button. (This sheet provides a cumulative view of all weekly progress information. Note: This sheet is locked.)

8. Click on the appropriate “Create Weekly Report” button. This will create the Weekly Report and jump you to the “Weekly Report” sheet. This sheet provides all the required weekly contract information, a graph of total contract completion percentage per week, a graph of percent work complete per Definite CLIN per week, and a breakdown of overall completion percentage for definite and optional CLIN and Change Requests.

9. If you are emailing reports, copy this sheet to a new Excel work book and attach it to your email. (To copy the sheet, right click on the “Weekly Report” tab at the bottom of the window. Select “Move or Copy.” In the pull down menu titled “To Book” select “(new book)”. Check the box for Create a copy. Click “OK.” Save this new workbook as “Weekly Report #”)  NOTE: You may need to verify the page breaks for this report. Once again, do not add or delete cells. Use the options available in “Page Setup” to adjust the printed form.

10. If you are faxing reports, print the sheet and fax it as appropriate.

Government Furnished Equipment (GFE)

1. During each Contract Status Meeting, review the status/disposition of GFE. 

2. After the meeting, update the “GFE” sheet as appropriate, by using the pull down menu in the “Disposition” column.

3. Note: It may be necessary to add additional items to the GFE list. (This would happen if items of Government property or temporarily or permanently removed from the Cutter.  You can add rows on this sheet.)

4. Make use of the included GFE Disposition sheet to assist you in determining how to properly dispose of GFE.

Contract Line Item (CLIN) and Change Request (CR) Completion

1. When a Definite or Optional CLIN is completed, click on the “Contract Line Item” button on the “Control Panel.” 

2. Input the date completed and update the percent complete to 100 in the appropriate columns.

3. When a CR is completed, click on the “Change Request” button on the “Control Panel.”

4. Input the date completed and update the percent complete to 100 in the appropriate columns.

Progress Sheet
1. This sheet provides a cumulative view of all Definite and Optional CLINS and Change Requests. 

2. It compiles the following information on these items: award value, weekly percent and value complete, and date completed.

3. This worksheet is locked.

Forms

1. The following forms are included in the spreadsheet: 

a. Contract Deficiency Report

b. Condition Found Report Reply

c. Change Request

d. Change Request (Government) Estimate

e. DD-1149: Requisition and Invoice/Shipping Document

f. CG-5598: Report of Abandonment/Destruction Personal Property

2. The forms will automatically update appropriate information from the “Contract Information” sheet.

3. The Change Request Estimate Sheet will calculate the estimate as hours and material are added. Profit margin is established as 10% of all materials and subcontractors.

