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DATE:



TO:








Project Officer

FROM:







Contracting Officer, CMP, DEA, NIAID, NIH
SUBJECT:

Annual Designation of Project Officer 




Contract Number:




Contractor:  




Project Title:  

In accordance with Division of Extramural Activities (DEA) procedures, all Project Officers are being provided this Memorandum at the time of award of any new contract that they will be designated as Project Officer.  DEA, CMP, will be requesting an annual update of this designation. 

If you are no longer acting as Project Officer on the subject contract, you are still required to return this form along with a request from your Supervisor to assign a new Project Officer to the contract.  A copy of that Project Officer’s Basic or Advanced Project Officer training certificate, or the date the training was completed, should be provided.
Subject to the limitations cited below, you are designated as the Project Officer (PO) of record for the subject contract.  As such, performance of your duties falls under the oversight of the Contracting Officer (CO) for this contract.  You and your immediate supervisor are requested to sign the last page of this memorandum and return it to this office within 7 calendar days to acknowledge your appointment as Project Officer and your receipt of this memorandum. 

You are not authorized or delegated the authority to take any actions other than those listed below, related to that of a technical representative of the CO.  You do not have the expressed or implied authority, reserved only for a lawfully warranted Federal Government Contracting Officer, to direct the contractor to perform work under this contract other than the work formally specified in the contract.  This delegation does not empower you to bind the Federal Government contractually.  This right is reserved exclusively for warranted Contracting Officers.  One complete copy of the contract is attached.

This delegated authority is effective immediately and shall continue through final acceptance of the subject contract work, contract closeout, or until specifically revoked or modified by the CO or his/her successor.  Your authority as PO shall not be redelegated by you to another individual.  Your release from these delegated responsibilities, other than a revocation initiated by the CO, will require a formal request from your supervisor for release, along with the name of a project officer to be delegated these same responsibilities upon your release from this delegation.  That replacement project officer is required to have completed the Basic Project Officer course (see HHSAR 307.170).
All personnel engaged in contracting and related activities shall conduct business dealings with the contractor in a manner above reproach in every aspect, and shall protect the U.S. Government’s interests, as well as maintain its reputation for fair and equal dealings with all contractors.

If you have direct or financial interest or a personal relationship that would place you in a position where there is a conflict between your private interests and the public interests of the United States; then, promptly notify your supervisor and the CO of such conflict so that appropriate action may be taken.  You shall avoid the appearance of such conflict to maintain public confidence in the U.S. Government’s conduct of business with the private sector.

If you are in doubt as to the exact nature of your duties as the PO, contact the CO immediately.  Working as a team will avoid problems.  This delegation provides information regarding your responsibilities as a PO, as well as those activities you are specifically prohibited from performing as a PO.

YOUR RESPONSIBILITIES AS A PROJECT OFFICER ARE AS FOLLOWS:

Contract Familiarization

a. Thoroughly familiarize yourself with the terms and conditions of the contract, this designation, and contractor responsibilities.  Ensure that you have a copy of the contract and all formal changes and modifications readily available.

b. Oversee technical contract matters including, but not limited to, issuing work authorizations that do not obligate the government for reimbursement other than that already formally stated in the contract; maintaining working files; and approving contractor deliverables.  However, you have no authority to obligate funds in the name of the United States Government.  Orders that obligate funds must be executed by the CO.

c. Ensure that the contractor meets the requirements as specifically stated in the contract.

d. Give prompt attention to correspondence from the contractor that requires your approval or signature.

e. Fully read and understand regulations pertaining to ethics and standards of conduct.

Changes to the Contract

a. Promptly furnish the CO any requests for change, deviation, or waiver received (whether generated by government personnel or contractor personnel.)  Furnish all supporting paperwork and documentation in connection with any change, deviation, or waiver.

b. Assist the CO in identifying necessary changes or revisions to the contract. The PO will prepare government estimates for changes and revisions; approve deliverables; perform technical evaluations as required by the CO; assist the CO in the interpretation of scope of work, specifications and drawings and, assist in negotiations to the extent determined to be necessary to the CO.  Minimum documentation includes a description of the effort/work to be performed, a Government cost estimate, and certified funding up to the full anticipated amount of the definitized change or modifications.

c. As required, provide technical support and assistance to the contractor regarding effort, shifting work emphasis between work area or tasks, filling in details, or otherwise assisting the contractor via technical advice, to accomplish the description of work as set forth in the contract.   The PO is not authorized to give any other type of change direction, if the change in any way affects (increases or decreases) the original contract time, effort, cost, or terms and conditions.
d. Immediately report instances where the contractor violated the provisions/terms/conditions/ scope of work of the contract, instances of unsatisfactory contractor work, or contractor relationships/customer service problems, to the CO.

e. Make recommendations or advise the CO regarding poor or non-performed work.

Claims and Requests for Equitable Adjustment

a. Immediately provide all cost/technical proposals, requests for equitable adjustment, claims and invoices to the CO if a contractor sends them directly to you.

b. Since information from sources other than an offeror’s or contractor’s records may significantly affect the Government’s negotiation position, you are prohibited from disclosing to a contractor any thing having to do with the technical evaluation, the Government’s cost estimate, the amount of funding available, any portion of audit reports, the Government’s negotiation position, and other similar types of information, without receiving the explicit written concurrence of the CO.  DO NOT make a final determination of contractor liability for loss or damage of Government Furnished Material (GFM) or Equipment (GFE).

Payments to the Contractor

a. After reviewing the invoice, make recommendations to the CO for payments for work completed and related charges on the basis of the terms and conditions of the contract.  The PO is required to return the invoice to the CO with a recommendation for payment within 5 calendar days of receipt. 
b. Immediately forward the CO any invoices that you receive, if the contractor submits the invoices directly to the PO in lieu of following the specific instructions in Section G of the contract.

c. Be cognizant that the total amount of payment invoiced is commensurate with technical progress for the period and full payment is recommended.  Consideration should be given to the satisfactory completion of total estimated percentage of the work.

Progress, Inspection and Acceptance

a. If a project is likely to generate a potential claim, is of a high dollar value, high visibility, or is of a complex nature, then maintain a log documenting actions.  This log may be useful at a later date in the event of a dispute or investigation.

b. Discuss with the contractor any aspect of the contracted work that is lagging, and remind the contractor of its responsibility to perform to the contract schedule.

c. Ensure that the CO receives a copy of all correspondence between you and the contractor.  These items are considered official contract file documentation and must be made part of the official contract file maintained by the CO.

d. The PO is responsible for completing the required post award interim and final evaluations of contractor performance in accordance with FAR 42.15, as described in Section G of the contract.  

Compliance with Equal Employee Opportunity Requirements.

Ensure that the Equal Employment Opportunity Posters are prominently displayed during the entire contract period.

BELOW ARE SOME EXAMPLES OF WHEN, IN YOUR CAPACITY AS PROJECT OFFICER, YOU DO NOT HAVE THE AUTHORITY.  THIS LIST IS NOT ALL INCLUSIVE AND YOU ARE DIRECTED TO SEEK THE ADVICE OF THE CONTRACTING OFFICER WHEN NEEDED.
 
You do not have the authority to:
a. You may not assume any duties of a contractual nature.  Such actions are considered unauthorized commitments per FAR 1.602-3 and HHSAR 301.602-3.  Some examples include:

· directing the contractor to perform additional work or to deviate from the performance of the work specifically stated in the contract;

· encouraging the contractor to begin work or otherwise take any action for which the government is obligated in any way to reimburse the contractor other than that specifically stated in the contract; and

· making any type of contractual commitment or changing any terms and conditions of the contract.

b. Award, agree to, or sign any contract, delivery order or task order. All contractual agreements, commitments, or modifications shall be made only by the CO. 

c. Make any commitments or otherwise obligate the Government or make any changes to the contract. 

d. Grant deviations from or waive any of the terms and conditions of the contract. 

e. Impose or place a demand upon the Contractor to perform any task or permit any substitution not specifically provided for in the contract. 

f. Increase the funded amount/ceiling amount/period of performance of the contract, or authorize work beyond the funded amount/ceiling amount/period of performance of the contract, or authorize the expenditure of funds. 

g. Authorize the purchase of equipment or the furnishing of Government property, except as authorized under the contract. 

h. Authorize subcontracting or the use of consultants. 

i. Approve shifts of funding between line items of the budget where costs are restricted by a ceiling in the contract (i.e. travel, subcontracts, consultants). 

j. Authorize the use of overtime. 

AS AN INDICATION THAT YOU HAVE READ, UNDERSTAND AND AGREE TO COMPLY WITH YOUR PROJECT OFFICER ROLE AND RESPONSIBILITIES, PLEASE COMPLETE THIS PAGE AND RETURN IT TO PMOB, CMP, DEA (6700-B, Room 2222)  WITHIN 7 CALENDAR DAYS OF THE DATE OF THIS APPOINTMENT.
A COPY OF THE ABOVE DOCUMENT WILL BE PROVIDED TO THE CONTRACTOR’S BUSINESS REPRESENTATIVE AND PRINCIPAL INVESTIGATOR TO AID THEM IN UNDERSTANDING YOUR ROLE AND RESPONSIBILITY AS PROJECT OFFICER TO THEIR CONTRACT.
DATE:



TO:







Contracting Officer

SUBJECT:
Designation of Project Officer to:




Contract Number:




Contractor:  




Project Title:  

The undersigned acknowledges this Project Officer appointment and accepts the duties, responsibilities and limitations described in the appointment memorandum forwarded on




.
DEA, CMP, will be requesting an annual update of this designation.  If you are no longer acting as Project Officer on the subject contract, you are required to return this form along with a request from your Supervisor to assign a new Project Officer to the contract.  A copy of that Project Officer’s Basic or Advanced Project Officer training certificate, or the date the training was completed, should be provided.
The Contracting Officer reserves the authority to cancel a Project Officer appointment in accordance with conditions set forth in the National Institutes of Health Project Officer Certification Program. 
Acknowledged by: 

Project Officer:

(Typed Name)

















(Signature)


















(Date)










Supervisor:


(Typed Name)

















(Signature)


















(Date)
















