CONTRACT ADMINISTRATION PLAN:  APPOINTMENTS AND DUTIES

CONTRACT NUMBER: N65236-XX-D-XXXX 

 (COST REIMBURSABLE CONTRACTS)

In order to expedite administration of this contract, the following delineation of duties is provided. The names, addresses and phone number for these individuals or offices shall be included in the contract award document. The individual/position designated as having responsibility should be contacted for any questions, clarifications or information regarding the functions assigned.

1. PROCURING CONTRACTING OFFICE (PCO) is responsible for:


a.   All pre-award information, questions, or data

b. Freedom of Information Act (FOIA) inquiries via   Space and Naval Warfare Systems Center (SPAWARSYSCEN) Atlantic  Counsel, Code  XXXXX 
c. Authority to amend solicitation and award the contract;

d.   Changes/questions/information regarding the scope, terms or conditions of the basic  

contract document prior to award

e     Pre-proposal conference   

f
  Exercise of Option provisions;

g. Maintaining the official contract file, including backup documentation;

h. Maintaining cognizance of the performance of COR;

i. Maintaining cognizance/monitor performance of ordering officers;

j. Responsible for the matters specified in FAR 42.302(b) and DFARS 242.302(b);

k. Arranging the post award conference (See FAR 42.503);

l. Reviewing interim and final Contractor Performance Assessment Reports (CPARS) received from the COR prior to submission to contractor; and

m. Follow-up to disputed items not resolved by the COR.

2. CONTRACT ADMINISTRATION OFFICE (CAO) will be assigned at time of award.  The CAO is responsible for matters specified in FAR 42.302(a) and DFARS 242.302(a), except in those areas otherwise designated herein.

3. DEFENSE CONTRACT AUDIT AGENCY (DCAA) is responsible for:

a. Review and approval of invoices/vouchers for interim payments (contract financing) and forwarding to paying agency for payment, or review and return to contractor invoices/vouchers containing significant errors

b. Review and approval of final invoice/vouchers and forwarding to the Contracting Officer (Ordering Officer)

c. Deduct costs from contractor payments where allowability, allocability or reasonableness is questionable using DCAA Form 1, Notice of Contract Costs Suspended and/or Disapproved.

d. Contract close out audit.

4. PAYING OFFICE is responsible for payment of proper invoices/vouchers after review and approval certification is documented

5. CONTRACTING OFFICER'S REPRESENTATIVE (COR) is responsible for:

a. After award, liaison with personnel at the Government installation and the contractor personnel on site

b. Technical advice/recommendations/clarification on the statement of work

c.  Submitting interim and final Contractor Performance Assessment Reports (CPARS) to the PCO; 

d. Quality assurance of services performed or deliveries

e. Inspection and acceptance of services or deliverables

f.  Monitoring Government Furnished Property

g. Monitoring the use of any IT resources.

h. Security requirements on Government installation

i.  Reviewing and certifying contractor's invoices/vouchers to ensure the labor charges and other costs specified are reasonable and accurately reflect the work accomplished by the 

    contractor.  The COR will review his/her copy of the invoice/voucher and complete a Contractor Invoice Review Form.  The COR will retain this form in the COR files.  If the COR identifies discrepancies on the invoice, he will pursue resolution with the Contractor and request a revised invoice reflecting the correction.  If unsuccessful, the COR will elevate the disputed discrepancies to the Contracting Officer for further resolution.  The Contracting Officer has the responsibility to coordinate with DCAA if unable to resolve the disputed discrepancies with the contractor.

j. Monitor contractor's performance, promptly report problems and recommendations for corrective action to the CAO

k. Quarterly, conduct a telephone conference with the CAO regarding the status and 

    performance under the contract

l.  Annually, attend a meeting with the CAO and furnish a written report on performance of the contractor

m. Attend post award conference

n. Ensure a copy of all Government technical correspondence is forwarded to the CAO for placement in the contract file.

o. Obtaining and discussing contractor’s task order proposals;

p. Providing overtime authorization approval as required;

q. Providing the PCO or his designated Ordering Officer with appropriate funds for issuance of the task order;

r. Monitoring of funds expended;

s. Ensuring that the Contractor does not exceed the defined statement of work set forth in the contract.

6. ORDERING OFFICER is responsible for:

a.  Evaluating contractor’s task order proposals and negotiating cost plus fixed fee task 

orders;

b. Preparing a Business Memorandum which documents review of the Statement of Work (scope) and analysis of the contractor’s proposal in order to determine the order is fair and reasonable for the effort proposed;

c. Obligating the funds by issuance and distribution of the task order;

d. Authorization for use of overtime;

e. Authorization to begin performance;

f. Monitoring of total cost and total fixed fee of task order issued;

g. Providing PCO with quarterly reports, including copies of all task orders issued.

h. Tracking of the number of hours of uncompensated overtime (if applicable) actually 

worked and to provide a report to the PCO on a quarterly basis.
7.   If applicable, the DELIVERY Order Contracting Officer's Representative (DOCOR) is responsible for the same duties as the COR for the basic contract except they will be limited to the performance of individual task orders.  The DOCOR will act independently in the administration of task orders with respect to the duties.

