

RCC-Balad										23-Sep-11


MEMORANDUM FOR:  SGT Adam Smith, 111th XXX, XXXX, Iraq 

SUBJECT: Designation of Alternate Contracting Officer’s Representative (ACOR) for XXXXXX-XX-X-XXXX

1. According to the provision of AFARS 42.90, you are designated as the Alternate Contracting Officer’s Representative (ACOR) in administration of the following contract: 

Contract Number:	XXXXXX-XX-X-XXXX
Major contract item:       CSSAMO Services	 
Contractor:		XXX
 		Contract Period:	Base Year (01 MAR 06 – 28 FEB JAN 07)

2. You are authorized by this designation to take action with respect to the following:

	a.  Verify that the contractor performs the technical requirements of the contract in accordance with the contract terms, conditions and specifications. Specific emphasis should be placed on the quality provisions, for both adherence to the contract provisions and to the contractor’s own quality control program. 

	b.  Perform, or cause to be performed, inspections necessary in connection with paragraph 2a and verify that the contractor has corrected all deficiencies. Perform acceptance for the Government of services performed under this contract. 

	c.  Maintain liaison and direct communications with the contractor. Written communications with the contractor and other documents pertaining to the contract shall be signed, as “Contracting Officer’s Representative” and a copy shall be furnished to the contracting officer. 

	d.  Monitor the contractor’s performance, notify the contractor of deficiencies observed during surveillance and direct appropriate action to effect correction. Record and report to the contracting officer incidents of faulty or nonconforming work, delays or problems. In addition, you are required to submit a monthly report concerning performance of services rendered under this contract. 

	e.  Coordinate site entry for contractor personnel and ensure that any Government furnished property is available when required.

3.  You must adhere to the following limitations:

	a.  You are not empowered to award, agree to, or sign any contract (including delivery orders) or modification thereto, or in any way obligate the payment of money by the Government. 

	b.  You may not take any action that may impact on contract or delivery order schedules, funds, or scope.

c.  You may not make any contractual agreements, commitments, or modifications that involve prices, quantities, quality, or delivery schedules or other terms and conditions of the contract must be made by the contacting officer.  Only the Contracting Officer shall make these.
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d.  You may not re-delegate your ACOR authority. 

4. This designation as a ACOR will remain in effect through the life of the contract, unless sooner revoked in writing by the contracting officer or unless you are separated from Government service. If you are to be reassigned or to be separated from Government service, you must notify the contracting officer sufficiently in advance of reassignment or separation to permit timely selection and designation of a successor ACOR. If your designation is revoked for any reason before completion of this contract, turn your records over to the successor ACOR or obtain disposition instructions from the contracting officer. 

5. You are required to maintain adequate records to sufficiently describe the performance of your duties as a ACOR during the life of this contract and to dispose of such records as directed by the contracting officer. As a minimum, the ACOR file must contain the following: 
	a.  A copy of your letter of appointment from the contracting officer, a copy of any changes to that letter, and a copy of any termination letter. 
	
	b.  A copy of the contract or the appropriate part of the contract and all contract modifications thereto.
	
	c.  A copy of the applicable quality assurance (QA) surveillance plan.
	
	d.  All correspondence initiated by the functional representative concerning performance of the contract.
	
	e.  The name and position titles of individuals who serve on the contract Administration 	 	team.
	
	f.  Record of inspections performed and their results. – Copies of which shall be forwarded to the respective contract administrator in DOC on a minimum of once a week.
	
	g.  Memoranda for record or minutes of any pre-performance conferences.
	
	h.  Memoranda for record or minutes of any meetings and discussions with the contractor, or others, pertaining to the contract or contract performance.

	i  Applicable laboratory tests, if any.

	j.  Records about the contractor’s quality control system and plan, and the results of the quality control effort.  – Copies of which shall be forwarded to the respective contract administrator in DOC on a minimum of once a week

	k.  Copy of the approved surveillance schedule.

5. At the time of contract completion, you will forward all records to the contracting officer for retention in the contract files. 

6. All personnel engaged in contracting and related activities shall conduct business dealings with industry in a manner above reproach in every aspect and shall protect the U.S. Government’s interest, as well as maintain its reputation for fair and equal dealings with all contractors.  DoD 5500.7-R sets forth standards of conduct for all personnel directly and indirectly involved in contracting. You must review Joint Ethic Regulation, DOD 5500.7R semiannually.

7. A ACOR who may have direct or indirect financial interests which would place the ACOR in a position where there is a conflict between the ACOR’s private interests and the public interests of the United States shall advise the supervisor and the contracting officer of the conflict so that appropriate actions may be taken.  ACORs shall avoid the appearance of a conflict of interests to maintain public confidence in the U.S. Government’s conduct of business with the private sector. 

8. You are required to acknowledge receipt of this designation on the duplicate copy and return it to the contracting officer.  Your signature also serves as certification that you have read and understand the contents of DoD 5500.7-R.  The original copy of this designation should be retained for your file.




JOHN A. JOHNSON
MAJ, AR
Contingency Contracting Officer

Receipt of this appointment is hereby acknowledged:


   		                                      			_________________________________ 
Name (Print/Type)					Signature


 		                                   			_________________________________
Title							Date

							 Email – 	
 	                                                  								                  
Rank/Grade						Telephone Number


 OCT 2006                              		
TOA Date






  CONTRACTING OFFICER REPRESENTATIVE (ACOR) INSTRUCTIONS
       
I.  Introduction
    
     1.   General

            a.  As a Contracting Officer Representative it is vital that you understand the authority delegated to you.  The source of a ACOR’s authority is a Contracting Officer.  As a special agent of the Government, a ACOR has limitations on his or her authority.  You must not only know what to do and when, but also, what you cannot do.  The position may be full time with several contracts to monitor or it may be “other duties as assigned” with responsibility for a portion of one contract.  The extent of a ACOR’s authority is determined by the delegating Contracting Officer, subject to regulatory limitations.

            b.  The source of your authority is the Contracting Officer.  The Federal Acquisition Regulation (FAR 2.101) defines a Contracting Officer as “...a person with the authority to enter into, administer, and/or terminate contracts and make related determinations and findings.  The term includes certain authorized representatives of the Contracting Officer acting within the limits of their authority as delegated by the Contracting Officer.”

     2.    Designation of a ACOR.

            a.  In selecting an individual for designation as his authorized representative, the Contracting Officer must ensure that the person possesses qualifications and experience commensurate with the authorities which he will exercise.

            b.  The ACOR’s authority is not redelegable.  A person can be a ACOR for more than one contract, but there must be a separate designation made for each contract.

            c.  A designation of ACOR remains in effect through the life of the contract unless:

                 (1)  Sooner revoked by the Contracting Officer or their successor, or
                
                 (2)  Revoked by the reassignment or termination of the individual designated.

            d.  The Contracting Officer must be notified immediately that an individual appointed as ACOR has been transferred, reassigned, will be absent for an extended period, or otherwise unable to fulfill the responsibilities, or his/her position.  Notification must be made by the ACOR’s immediate supervisor.

             e.  Termination of designations of ACOR’s shall be in writing and shall set forth the effective date of the termination.

     3.   Authority and Limitations.  A ACOR may not be empowered to award, agree to, or sign any contract or modification, nor in any way obligate the payment of money by the government.

     4.   Responsibilities and Duties of the ACOR.
          
            a.  The technical area of the contract is the ACOR’s responsibility.  The ACOR must take the lead under the guidance and direction of the Contracting Officer to determine that work being performed fulfills the needs of the appropriate activity being served and is in accordance with the specifications in the contract.  
 
            b.  One of the negatives that cannot be emphasized too much is that under no circumstances can the ACOR authorize the commencement of work by a Contractor.  A ACOR must be careful never to lead the contractor’s personnel to believe that they may proceed to work unless and until the Contracting Officer has authorized the commencement.  This is especially important when considering an increase in work under an existing contract.

            c.  The ACOR must provide assistance to the Contracting Office in several contract administration functions:

                 (1)  Review and evaluate Contractor’s proposals.  Furnish comments and recommendations, and advise the Contracting Officer as to the necessity for a change order (if applicable).

                 (2)  Assist in negotiating and executing supplemental agreements incorporating Contractor’s proposals.

                 (3)  Attend post-award/pre-performance, negotiation, and other conferences.

                 (4)  Perform surveillance, and status reporting, including timely reporting of potential and actual slippage in contract schedules.

                 (5)  Make appropriate comments to the Contracting Officer on any inadequacy noted in the specifications.

                 (6)  Process receiving reports on contractor performance in a timely manner and distribute as required.

II.  Surveillance of Contractor

      1.  General.  This contract is to be monitored in accordance with the Quality Assurance Surveillance Plan (QASP) that was developed prior to award of the contract.  You will conduct your inspections based on the Performance Requirements Summary (PRS) in the contract.

      2.  Recording Observations.  A most important part of inspections is the recording of your observations.  Take your checklist when you perform your inspections.  Record on it everything you inspect.  If it’s satisfactory, mark with an “S” or “X”.  If it is not acceptable, explain in a remarks column what you observed and inform the contractor or his representative.  Ask the contractor to initial the observation.  Bring any errors you find to the Contractor’s attention whether or not that item was scheduled for inspection.  If the error was on a non-scheduled item, you should not record it as a defect but the contractor should still be notified.

       3.  Recommending Deductions.  When your inspections reveal that unacceptable performance has occurred, you are responsible for making a recommendation as to the amount that should be deducted from
the contract price.  Your calculations to support your recommended deduction must be provided to the Contracting Officer.  Only the Contracting Officer may take formal action against the contractor for unsatisfactory performance.
    

        4.  Contract Discrepancy Report (CDR).  The purpose of this report is to notify the contractor of unsatisfactory performance, to obtain a response from the contractor of unsatisfactory performance, to correct the situation, to have the contractor identify what action will be taken to correct the problem, and what action is going to be taken by the Government(i.e. deduction, cure notice, etc.).   The ACOR prepares the report and sends it to the Contracting Officer who reviews, signs, and sends it to the contractor.  When completed and signed, the report, along with the tally checklist or surveillance activity checklist, become the documentation supporting payment, nonpayment, or other necessary action.

III.  ACOR Files

       1.  General.  In the execution of their duties, a ACOR will find it necessary to organize the file in such manner that they can efficiently locate essential information concerning the contract.  The checklist provided below indicates items which the ACOR should, as a minimum, have on file.

       2.  Checklist.

            a.  Copy of the contract and any modifications thereto.

            b.  Copy of the ACOR designation letter.

            c.  Copy of each letter, meeting memorandum, FONECON memorandum, and other correspondence applicable to the contract.

            d.  Copy of each recommendation or inquiry applicable to any contract action under the ACOR’s responsibility.

            e.  Copy of each letter furnished to the ACOR by the Contracting Officer in the area of ACOR responsibility.

            f.  Copies of any deficiency reports given to the contractor.

            g.  Copies of any/all receiving reports issued by the ACOR.

IV.  Ethics and Standards of Conduct

         1.  General Guidance.  Department of Defense Directive(DODD) 5500.7  prescribe the standards of conduct relating to possible conflicts between private interests and official duties required of all DOD personnel.  There are eight general prohibitions found in DODD 5500.7.

              a.  Contributions or presents to superiors.  Generally, DOD employees may not give a gift to a superior except for special occasions such as marriages, illness, or retirement.

              b .  Use of Government materials.  This covers the prohibitions against unauthorized use of Government facilities, property and manpower.  Basically, DOD personnel cannot use any Government property or manpower for their own use.  There is no distinction as to dollar value of property used.

              c.  Use of Title.  Active DOD employees may not use their official titles in connection with endorsement of a commercial product.  Retired or former employees may use their title unless such use discredits the DOD or the DA, or implies DOD/DA endorsement of a particular item.

              d.  Outside Employment.  DOD personnel shall not engage in outside employment which interferes with or is in conflict with their official Government duties.   Example, a Contracting Officer cannot work for any Government contractor in his off-duty hours.

              e.  Gambling.  DOD personnel are prohibited from gambling on Government installations.  Therefore, office “football pools” are prohibited.  The head of the DOD component can grant exceptions.

              f.  Indebtedness.  DOD personnel shall pay their debts in a timely manner.  This is especially true if money is owed to a concern that may have dealings with the Government.  Failure to pay a debt to a concern working for the Government might have the appearance of accepting a bribe or gift from that firm.	

             g.  Any conduct prejudicial to the Government.  This is a general category which prohibits any action that would adversely affect the confidence of the public in the integrity of the Government.

             h.  Release of Procurement Information.  You must refrain from participating in the release of contractual information outside the Government.  Within the Government, such information must be regarded as FOR OFFICIAL USE ONLY and discussed only with those Government personnel having an official need to know.

       2.  Gratuities.  This is one of the most important aspects of DODD 5500.7, as it pertains to personnel in the contracting process.  Vendors frequently offer gratuities, such as free lunches, liquor, and other gifts, to their suppliers and business associates.   DOD personnel, however, are not allowed to accept such items.  This is probably the most frequently violated prohibition in the DOD because people think that they can “get away with it”.  This is not always the case since many DOD employees have actually been discharged for accepting gifts.  Therefore, the general rule is DO NOT ACCEPT ANY GIFT.

       3.  Conflicts of Interest.

            a.  Actual Conflict.  DOD personnel are bound to refrain from private business or professional activity or from having any direct or indirect financial interest which would place them in a position where there is a conflict between their private interests and public interests of the United States, particularly those related to their duties and responsibilities as DOD personnel.  The test for determining whether the actions of an individual involve a particular matter in which he has a financial interest is whether he might reasonably anticipate that his actions will have direct and predictable effect upon a financial interest of oneself, his spouse, minor child, partner, or organization with which he is connected or seeking employment.

            b.  Appearance of conflict.  Even though a technical conflict as set forth in the statutes does not exist, DOD personnel must avoid the appearance of such a conflict from a public confidence point of view.  Disqualification is required even in the case of an appearance of conflict of interest.  We do not want to give even the slightest hint of a conflict of interest that might undermine the public’s confidence in DOD procurement procedures.

V.   DO’S AND DON’TS

       1.  DOs.

            a.  DO keep a copy of your letter of appointment.  Be sure you understand it completely.

            b.  DO have a copy of the contract, all changes and modifications readily available.  Become familiar and remain current on the terms, conditions, and requirements of the contract.

            c.  DO understand the limits of your authority.

            d.  DO use clear and accurate language in all communications.

            e.  DO, when writing a revised work statement or administering a contract, avoid creating a personal services work statement/contract.  Remember:  as a ACOR you may not supervise or assign specific tasks to individual contractor employees, nor may you create the appearance that contractor employees are n effect employees of the Government.

            f.  DO monitor the work performed by the contractor in accordance with the surveillance plan.

                (1)  DO inform the contractor immediately upon becoming aware of unsatisfactory performance.  Complete and process a Contractor Discrepancy Report (CDR) when circumstances dictate.  Difference of opinion between you and the contractor should be referred to the Contracting Officer for resolution.
                (2)  DO assure that unsatisfactory work is corrected.
                (3)  DO  assure that serious or major problems are reported to the Contracting Officer immediately and not withheld until submission of your next regularly scheduled report.
                (4)  DO assure that customer feedback procedures are in effect and functioning properly; or if no customer complaint system is in effect, at least check with users regarding contractor performance.

            g.  DO have frequent contact with the contractor so that you become aware of and gain an understanding of the contractor’s work schedule.  Insure that the priorities assigned by the contractor meet the terms of the contract and are compatible with military needs and command policies.

            h.  DO assure that any report you or the contractor are required to submit is complete, accurate and timely.

            i.  DO spot check to see that contractor personnel are on the job and gainfully employed for purposes of: 

                (1) Verifying the need for overtime when requested by the contractor.  In this situation, you are cautioned that you can only verify the need but must secure approval from the Contracting Officer.

                 (2)  Verifying the reasonableness of the contractor’s invoiced costs under a cost reimbursement type contract.

            j.  DO handle contractor labor matters by:

                (1)  Reporting potential/actual labor disputes, problems, or violations to the Contracting Officer.

                (2)  Refraining from mediating or arbitrating a contractor labor dispute-remain impartial.
  
                (3)  Conducting compliance checks, when required.

            k.  DO take prompt action to:

                (1)  Respond to correspondence from the Contracting Officer which requires your recommendation for approval or signature.

                (2)  Render assistance when the contractor needs assistance to get the job done, but don’t perform the contractor’s job.

                (3)  Insure that emergencies are attended to immediately-just because an emergency has been reported does not mean that it has been resolved.

                 (4)  Assure that the contractor responds to correspondence in a timely manner - coordinate with the Contracting Officer to have pressure applied when pressure is needed.

            l.  DO assure that Government Property (GP) is being properly used, maintained, repaired, protected and preserved by the contractor in accordance with the Government Property Clause in the contract.  Report all discrepancies to the Contracting Officer.

            m.  DO establish, maintain, and dispose of ACOR files in accordance with current regulations and instructions of the Contracting Officer.  Upon completion of the contract, forward the ACOR files to the Contracting Officer unless instructed to do otherwise by the Contracting Officer.

           n.  DO follow through on corrective actions recommended by inspections (IG, Higher Headquarters, the Contracting Officer, etc.).

            o.  DO thoroughly brief your replacement (if possible) both verbally and in writing on all important issues.

            p.  DO become aware of, remain current on and follow the requirements and prohibitions regarding your relationship with contractor personnel as set forth in DODD 5500.7, Standards of Conduct.  

       2.  DON’TS

            a.  DON’T redelegate your ACOR authority.

            b.  DON’T enter into/make a contractual change buy constructively changing the contract.

            c.  DON’T exceed your authority as set forth in the regulations and your letter of designation.

            d.  DON’T turn a nonpersonal services contract into a personal services contract by:

                (1)  Telling the contractor how to run his operation this is the contractor’s responsibility and what the contractor is being paid to do.

                (2)  Getting involved in a contractor’s internal matters without specific directions from the Contracting Officer to do so.

                (3)  Telling the contractor to fire/discharge one of its employees--termination of employment is a contractor management decision.

                (4)  Directing work activities of employees of the contractor.

            e.  With respect to contractor labor matters:

                (1)  DON’T get involved in disputes between a contractor and their respective Labor Union.  The government’s role is that of an impartial observer.

                (2)  DON’T investigate, ignore, try to solve, or create labor irregularities.

                (3)  DON’T inform the contractor of labor complaints received, they’re confidential.

            f.  DON’T give your opinion on any contractor employee’s performance to the contractor; however, any poor performers that you become aware of should be reported to the Contracting Officer.

            g.  DON’T permit the contractor to proceed on his own on work outside the scope of the contract.  It may be in the contractor’s interests to exceed his contractual limitations with the intention of claiming additional consideration for the additional effort.

            h.  DON’T approve requests for overtime--refer these requests to the Contracting Officer with your recommendation for approval or disapproval.

            i.   DON’T delay or cause to be delayed:

                (1)  The work processes of the Contractor.

                (2)  Paperwork, correspondence, or reports that require immediate action on the part of the contractor or other Government offices.

                (3)  Documentation, because accuracy is essential and as time lapses, facts either become hazy or are forgotten.

            j.  DON’T neglect to document significant actions, conversations, etc. as they occur.

            k.  DON’T alter Government Property provisions without the approval of and coordination with the Contracting Officer.

            l.  DON’T commit the equipment, supplies or personnel of the contract for use by others.

           m.  With respect to your designation as ACOR:

                (1)  DON’T accept an appointment as ACOR if there is a potential conflict of interest.  First report the matter to your immediate supervisor and the Contracting Officer and let them make the final decision.

                (2)  DON’T attest to having read and understood applicable regulations pertaining to Ethics and Standard of Conduct without a total understanding of the contents.

            n.  DON’T  get involved with subcontractor labor problems.

            o.  Some general prohibitions.

                (1)  DON’T  be overly harsh or overly lenient.  Good interpersonal relationships are essential to effective contract performance.  Be fair and reasonable at all times.

                (2)  DON’T divulge any sensitive or proprietary information.

                (3)  DON’T let personalities enter into your discussions with the contractor.

                (4)  DON’T lose your impartiality.

            p.  DON’T accept any gratuities.  Just to be on the safe side, DON’T ACCEPT ANYTHING FROM CONTRACTOR EMPLOYEES.	
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