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Close Out Process for 
Professional Services Contracts

Department/Division Description

Department

The Office of Business Opportunity (OBO) promotes the 
growth and success of local small businesses, with a special 
emphasis on historically underutilized groups, by ensuring 
their meaningful participation in the City’s procurement 
process.

Division

OBO’s Contract Compliance Division monitors and enforces 
relevant local, State and Federal laws and regulations 
pertaining to labor standards compliance and Minority, 
Women and Small Business Enterprise (MWSBE) goal 
compliance. 
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Problem Statement

There are currently 262 open Professional Services contracts 
for the Public Works & Engineering Department (PWE), ranging 
in dates from 1994 - 2012, that OBO is unable to close. This 
prevents OBO from rating contractors’ performance in the 
MWSBE Program, and may lead to the City continuing to utilize 
and spend limited resources on non-compliant contractors. 
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Mission Statement

Create a mechanism to close out at least 40% of the eligible 
PWE Professional Services contracts using the process for 
closing construction contracts as a best practice, so each 
prime contractor’s compliance with MWSBE goals can be 
evaluated and rated.
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Voice of the Customer

City Controller and City Council Members 

Prompted the development of a procedure for Professional 
Services contracts in which the contracting department 
notifies OBO when a contract has been completed in order for 
OBO to verify final contract information with the department, 
assess a compliance rating and create a historical record of 
contractor compliance.
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Baseline Measurements
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1994 ‐ 2012 Open PWE Contracts & Project Timeline
LSSGB Project

322 # of Open Contracts ‐ Goods & Services and Professional Services

60 # of Open Contracts ‐ Goods & Services

262 # of Open Contracts ‐ Professional Services

 There were 322 open 
contracts that were originally 
opened during 1994 - 2012. 

 However, most of the 
contracts were open in 
Professional Services. 

 Therefore we’ve focused on 
closing Professional Services 
contracts.

 Goods & Services contracts 
will be closed during the 
second phase of this project.

Open Contracts by Year:

Contract Start 

Date (Year)

# of 

Contracts

Contract Start 

Date (Year)

# of 

Contracts

1998 1 1994 ‐ 1999 11 Likely all closed

2005 1 2000 ‐ 2005 25 Likely all closed

2007 ‐ 2008  11 2006 ‐ 2008  34 Likely many closed

2009 8 2009 44 Likely many closed

2010 13 2010 18 Likely many closed

2011 12 2011 78 Likely many closed

2012 14 2012 52 Likely some still open

Total 60 Total 262

Goods & Services Professional Services

Fishbone Diagram
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Waste Identification
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• City may continue to spend limited 
resources with non-compliant Contractors Resources

• Closed Contracts Remain Open
• Piles of Open Contracts to CloseInventory
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Current State Process Map

• Currently there is no process in place to close out 
Professional Services contracts. 

• Unlike Construction contracts there is no 5% withholding 
or retainage to make the final payment based on City 
Council’s approval.

• We currently rely on departments to initiate the close-out 
process. 
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Future State Process Map
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New Professional Services Process:

With the new Professional 
Services close out process, 
OBO will also help to 
identify old contracts with 
no activity and initiate the 
close-out process, if not 
initiated by Departments.

Contracts 
Closed 

and 
Rated

Departments 
provide close 

out information 
to OBO 

OBO requests 
close out info  
if not initiated 

by 
Departments

Improvement 
Recommendations/Implementations

In order to streamline the close out process, OBO modified its close out form 
used for Construction contracts and presented the Engineering & 
Construction Division of the Public Works Department with a request to close 
out open contracts using a modified close out form which contained open 
contract data for 262 contracts.

• As OBO monitors contracts and notices contracts have the potential to be 
closed, they should continue to initiate the close-out process on a 
quarterly basis.

• As part of phase II, OBO will also: 

o Create a close-out process for open Goods and Services contracts.

o Make adjustments to the B2G system to send notification to each 
department contract manager and OBO, based on the contract end 
date stored in the system.
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Improvement 
Recommendations/Implementations
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Verifiable Results
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Out of 262 open professional services contracts, 114 were identified as closed and 
are currently undergoing the close-out process. 

Contract Start 

Date (Year)

# of Open 

Contracts

# of Closed 

Contracts

1994 ‐ 1999 11 6

2000 ‐ 2005 25 23

2006 ‐ 2008  34 20

2009 44 21

2010 18 9

2011 78 30

2012 52 5

Total 262 114

Percent Closed 44%

Professional Services

• We anticipated that 40% 
of Professional Services 
contracts will be closed. 

• We were successful with 
closing 44% of
Professional Services 
contracts

Control Plan
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Lessons Learned

 This project was a success. We exceeded expectations by 
closing out 44% of Professional Services contracts. The 
original goal was to close 40%. 

 The flexibility in changing OBO’s own process will contribute 
to closing large volumes of open contracts.

 OBO’s proactive communication between Departments will 
lead to the future success of closing contracts.
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Questions?
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Thank you.


