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Best Practices – Undelivered Orders 
• Contract Closeouts 

• UDOs 
• Un-invoiced receipts 



Contract Closeout 
• Contract closeout is a critical phase of the procurement process. When performed efficiently and 

effectively, it protects the government’s interests and frees up significant amount of dollars for 
current-year program priorities. 
o Challenges: 

• Personnel Issues 
• Monitoring Timelines 

o Contract Closeout Process: 
• A contract is completed and ready for closeout when physically complete and final payment 

has been made 
• Contract files for contracts using simplified acquisition procedures should be considered 

closed when the Contracting Officer receives evidence of receipt of property and final 
payment (unless otherwise specified by Agency Regulation). 

• Assign an individual/team at each Area Office to be responsible for reducing/eliminating the 
backlog of open contracts 

• Note: Closeout Time Standards Reference FAR 4.804-1(a) 



Contract Closeout Process 



Contract Closeout/UDO 
• After analyzing past performance and processes as well as feedback from users, we are able to provide 

objective recommendations and relevant trainings in an effort to improve overall efficiency. In addition, specific 
‘Lessons Learned’ have become evident through the current process. 

Recommendations: 
• Create a Contract Closeout Team at each Area Office 

• Includes Acquisition and Finance - Receiving Agents, Invoice/Payment Techs 

• Meets on a regular basis to ensure deadlines are met 
• Contract/Award Reconciliation 

• Ensure the proper communication of potential issues that may delay the closure, necessary actions to 
be taken by a certain group, or comprehension of responsibilities 

• Establish a Contract Closeout Function/Office with permanent expert staff and promotion potential 
• Assign an individual/team at each Area Office to be responsible for reducing/eliminating the backlog of open 

contracts 

• We have initiated a UDO Cleanup workshop initiative consisting of Procurement users (UFMS Purchasing and 
PRISM community) wherein we review the UDO’s on a weekly basis with each Accounting Center/Contracting 
Offices. We reviewed the UDO Dashboard and Overall UDOs and advise users to cancel/de-obligate any 
purchase documents after verifying the physical completions and final payment. 



UDO - Best Practices 
• Start early: Initiate the Closeout actions and complete before end of Q3 (specifically for Canceling 

Year Funds i.e. FY18 (annual fund) instead of working during Q4) 
o Impact: This will avoid the PRISM actions getting picked up by PO Mass Cancel and avoid any 

potential disconnect between PRISM/UFMS and FPDS 

• Contract closeout is a collaborative effort among all officials 
o Impact: Follow-up is highly encouraged to ensure that contracts/awards are closed in a timely 

manner 
• Area Contracting Offices should assign De-Ob/Closeout coordinator between Acquisition, Budget, 

and Finance Staff 
• Monitor Open Obligations on a regular basis; initiating a funds status review and identification of 

excess funds on a timely basis 
• To gain a perspective on the difficulty of the contract closeout mission, it is necessary to understand 

the types of contracts and the timeframes required for closeout 
• FAR 4.804 gives standard timeframes from the date of contract physical completion for closing them.   

As you can see, the longest timeframe is given to cost-type contracts. 



UDO - Best Practices (Cont..) 
• PRISM/Purchasing Document Cleanup Initiative 

o Initiate a Monthly/Biweekly meeting with Procurement communities 
o These sessions will focus on the following: 

• Troubleshooting documents with balances more than 2 years old 
• Review of the PO Dashboard Summary and the tracking of monthly progress 

• Management of Canceling Year Obligations, Unapproved Obligations, and overall UDO 
reports 

• Ensuring PRISM awards are not picked up by PO Mass Cancel to avoid potential disconnect 
between UFMS/PRISM and appropriate reporting to FPDS 

• Un-invoiced Receipts Report 
• Fixed-Price contracts are simple (Approximately 80% of IHS actions are Fixed Price) – the 

government knows up-front what it is going to pay 
o The standard is 6 months to complete the closeout 



Un-Invoiced Receipts 
• Un-invoiced Receipt report will identify all PO lines where receipt quantity is more than invoiced 

quantity 

• Many of these POs have been received in FULL while invoiced partly 

• The PO lines DO NOT show up on the UDO report (Un-Delivered Obligations) as UDO will consider 
only obligations which are not completely received/delivered 

• These obligations/awards are “Delivered Order” balance for your Area. Funds are tied up in 
“Delivered But Not Paid”. 



*Table as of July 29th 2024 

Count of Uninvoiced Receipts by Area 



*Table as of July 29th 2024 

Amount of Uninvoiced Receipts by Area ($ Dollars) 



Un-invoiced Receipts – Steps need to correct 
• Identify a subset of awards to work on. Use Older (2021 and older), high dollar value lines first to get 

most recoveries 

• Check with Program Office/COR to make sure no pending invoices 

• Follow the steps listed below to release funding: 
• If PO line/shipment is not cancelled 

1. Return excess receipt (Match receipts quantity with billed quantity) 
2. Process closeout in PRISM 

3. If Award is already closed out, then no action needed in PRISM. Simply cancel remaining 
balance in UFMS. 

• If PO line/shipment is Cancelled/Final Closed 

1. Data fix to open PO line/Shipment 
2. Return excess receipt (Match receipts quantity with billed quantity) 
3. Process closeout in PRISM 
4. If Award is already closed out, then no action needed in PRISM. Simply cancel remaining 

balance in UFMS. 



UDO (Un-Delivered Orders) 
• UDO report identifies un-delivered orders 

• Widely used by Area Offices to clear stale awards 
• Monthly UDO calls with each Area Office to review details and make recommendations 

• Contracts Review: Review the Contracts to see if any unliquidated funds remain under the PRISM 
award and confirm that the contractor has been paid for all work accepted 

• Review the report and determine which awards to de-obligate and not to de-obligate. A contract 
modification will be issued to de-obligate these excess funds and administratively closeout the 
Award. 



Amount of PRISM UDOs Recoveries by Area 
*Table as of July 29th 2024 



Count of UDOs by Area and BFY 
*Table as of Aug 2nd 2023 



Amount of UDOs by Area and BFY ($ Dollars) 
*Table as of Aug 2nd 2023 



Count of UDOs by Source and BFY 
*Table as of Aug 2nd 2023 



Amount of UDOs by Source and BFY ($ Dollars) 
*Table as of Aug 2nd 2023 



UDO - Tools 
• PO - IHS - Dashboard 

• PO - IHS - Obligations Liquidation Status report 
• Un-invoiced Receipts report 
• PO - IHS - Dashboard • Cancelling Year Obligations 
• PO - IHS - Dashboard • Obligations with No Activity 



Contact Information 

• Narender Gupta 

o 703-728-7182 
o Narender.Gupta@ihs.gov 

• Donna Wilks 
o 301-443-4985 

o Donna.Wilks@ihs.gov 

mailto:Donna.Wilks@ihs.gov
mailto:Narender.Gupta@ihs.gov


Questions? 




