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1.0
Purpose

This procedure defines requirements and describes the process for planning, performing, documenting, and providing verification for submission of monthly construction contract status reports for the VIHA Executive Director.  It will define a process and a hierarchy of documents to provide for consistency in performing these tasks and compliance with defined requirements.  

2.0 Scope

This procedure applies to the Modernization and Development Department’s operations of the Virgin Islands Housing Authority (VIHA) and defines the process to submit a monthly status report of all construction contracts. This procedure is part of a graded approach for quality assessment of a VIHA’s procurement activity including budgetary constraints, program compliance, and procurement and contract administration.

3.0 Requirements And References
3.1 Requirements

3.1.1 24 CFR 85.36 – Federal Procurement Requirements

3.1.2 VIHA Procurement Policy, dated March 24, 2004

3.2 References

3.2.1 U.S. Department of Housing and Urban Development handbook 7460.8 REV-1 titled “Procurement Handbook for Public Housing Agencies (PHAs) and Indian Housing Authorities (IHAs).”

4.0 Responsibilities
4.1 Executive Director - Responsible for assuring that oversight activities are completed as required.  

4.2 Director of Modernization and Development - Responsible for the overall management of the VIHA Modernization and Development department including daily operations and quality program oversight.

5.0 Procedure
5.1 The Director of Modernization and Development shall submit a written copy of the contract status report to the Executive Directory by the 3rd working day of each month.

5.2 A separate report shall be made for each construction contract that is in the design phase through contract close-out phase.
5.3 Contract Status Report 

5.3.1 The format for the monthly contract status report shall be as per the VIHA – Contract Status Report (Attachment A).

5.3.2 Remarks – The remarks section is to contain a chronological listing of all comments.

5.3.2.1 Provide monthly comments for all revisions in contract cost and time.  
5.3.2.2 List comments by:  date – comment field.

(Example:  Jan 2004 - Comment)

5.3.2.3 Maintain existing comments within the remarks field.

5.4 Change Order Register – Provide a copy of the change order register (Attachment B) with the contract status report whenever there is a change in contract time or cost.
6.0 Records Maintenance
6.1 Records generated as a result of implementing this document are identified as follows:

6.1.1 Contract Status Report
6.1.2 Change Order Register

6.1.3 Records shall be maintained in the Modernization and Developments office, monthly contract status report file.

7.0 Attachments

7.1 Attachment A –Sample Contract Status Report

7.2 Attachment B – Change Order Register
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