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G.1
CONTract aDMINISTRATION (FAA)

a.
Contracting Officer:  The FAA Contracting Officer’s name and address are as follows:


Federal Aviation Administration


Cynthia Valdes


ASU-330


800 Independence Ave.


Washington, DC  20591


Telephone (202) 493-4714


Fax (202) 493-5042

b.
CONTRACTING OFFICER’S TECHNICAL REPRESENTATIVE (COTR)


Federal Aviation Administration


Jenny Perez


AND-320


800 Independence Ave.


Washington, DC  20591


Telephone (202) 493-4796


Fax (202) 493-5042

The COTR is responsible for the technical administration of the contract as well as being the technical liaison with the Contractor.  The COTR is not authorized to change the scope of work or specifications in the contract, to make any commitments or otherwise obligate the Government or authorize any changes which affect the contract price, delivery schedule, period of performance, or other terms and conditions of the contract.

The COTR is responsible for monitoring progress and overall technical management of the work hereunder and shall be contacted regarding questions or problems of a technical nature.  In no event, however, will any understanding or agreement, modification, change order, or other matter deviating from the terms of the contract between the Contractor and any person other than the Contracting Officer be effective or binding upon the Government, unless a contract modification or letter of direction is executed by the Contracting Officer prior to completion of this contract.

On all matters that pertain to contract terms, the Contractor shall contact the Contracting Officer.  When, in the opinion of the Contractor, the COTR requests effort outside the existing scope of the contract, the Contractor will promptly notify the Contracting Officer.  The Contractor under such request shall take no action unless and until the Contracting Officer has issued a letter of direction or a contract modification.

c.
Quality Reliability Officer (QRO)


Federal Aviation Administration



_________



_________

Telephone (202) ________

Fax (202) _______

The Contracting Officer will assign the Quality and Reliability Officer (QRO) by separate correspondence.  The QRO's responsibilities are set forth in Section E.

G.2
3.10.1-22 CONTRACTING OFFICER'S TECHNICAL REPRESENTATIVE (JULY 1996)
(a)  The Contracting Officer may designate other Government personnel (known as the Contracting Officer’s Technical Representative) to act as his or her authorized representative for contract administration functions which do not involve changes to the scope, price, schedule, or terms and conditions of the contract.  The designation will be in writing, signed by the Contracting Officer, and will set forth the authorities and limitations of the representative(s) under the contract.  Such designation will not contain authority to sign contractual documents, order contract changes, modify contract terms, or create any commitment or liability on the part of the Government different from that set forth in the contract.

(b)  The Contractor shall immediately contact the Contracting Officer is there is any question regarding the authority of an individual to act on behalf of the Contracting Officer under this contract.

(End of clause)

G.3
INTERPRETATION OR MODIFICATION

No verbal statement by any person, and no written statement by anyone other than the Contracting Officer, or his/her authorized representative acting within the scope of his/her authority, shall be interpreted as modifying or otherwise affecting the terms of this solicitation or any resulting contract. All requests for interpretation or modification shall be made in writing to the Contracting Officer.

G.4
procedures for submission of invoices

The Contractor shall submit invoices no more frequently than monthly.  The Contractor shall place the following statement on each invoice, signed by an authorized company representative:

“This is to certify that the services set forth herein were performed during the period stated, and that incurred costs billed were actually expended.

__________________________________

________________

          Signature of Contractor’s 

   
   Date of Invoice”


       Authorized Representative

The invoice package shall include a properly completed commercial invoice in suitable format and a copy of the FAA Standard Form 256 signed by the Site Representative after final acceptance.  One (1) copy of each invoice, so assembled, shall be delivered to the FAA CO, marked "Contracting Officer's Original Copy," and three (3) copies of each invoice shall be delivered to the FAA's accounting division, one of which is marked "Accounting Division Original Copy," in accordance with the FAA billing procedures.  Addresses for concurrent distribution are as follows:

	Contracting Officer:
	Accounting Division:

	Federal Aviation Administration
	Federal Aviation Administration

	Attn: Cynthia Valdes 

Contracting Officer (ASU-330)
	Accounts Payable Branch (AFM-220) 

800 Independence Avenue, S.W.

	800 Independence Avenue, SW
	Washington, D. C.  20591

	Washington, D. C.  20591
	


The Contracting Officer will authorize payments in amounts determined to be allowable in accordance with the Federal Aviation Administration “Contract Cost Principles” at AMS 3.3.2-1. 

G.5
CORRESPONDENCE PROCEDURES

To promote timely and effective contract administration, correspondence submitted under this contract shall be subject to the following procedures (except for invoices and deliverable items):

a.
All correspondence relative to this contract shall be addressed to the Contracting Officer, ASU-330.  Correspondence of a technical nature shall include an information copy addressed to the Contracting Officer’s Technical Representative (COTR).

b.
Mail:  The Contractor shall use discretion in the use of "express" or "overnight" mail.  These premium services should be used sparingly and in situations where the regular U.S. mail system would not be adequate for the timely transfer of technical or contract related documentation.  Use of electronic mail or facsimile (FAX) service is encouraged where appropriate.

G.6
travel costs 

Travel shall be reimbursed on a cost plus general and administrative expense (no fee) basis, subject to Joint Federal Travel Regulations (JFTR) guidelines and any other limitations cited below.  Funded amounts for travel are indicated in Section B.

a. The Government will reimburse the Contractor, up to amounts allowed by the JFTR, for reasonable travel expenditures, incurred in the performance of this contract.  In maintaining a policy of keeping travel costs ‘reasonable’ in the performance of this contract, the Contractor agrees to use a cost effective approach and continuously pursue opportunities to lower and contain travel costs using, where practical, group rate arrangements, off-peak travel itineraries and other similar travel cost containment methods.  Further, the Contractor agrees to effect procedures to ensure Government reimbursable travel expenditures are only incurred when absolutely necessary.  To assist it in determining reasonable travel cost objectives, as needed, the Contractor is encouraged to contact the FAA travel office for general guidance.  Further, to mitigate the inherently higher rates associated with urgent emergent travel, the Contractor agrees to contact, reasonably in advance, the Contracting Officer for assistance prior to executing such travel, unless documented circumstances clearly indicate such advance contact was not possible. 

b. Incurred travel costs, listed below, will be disallowed for Government reimbursement and considered as being expenditures to be absorbed by the Contractor.  Included are costs:

(i) in excess of amounts allowed by the JFTR;

(ii) within a Government installation, where Government transportation is available;  

(iii) for personal convenience, including daily travel to and from work; 

(iv) in the case of urgent emergent travel, in excess of amounts allowed by the JFTR, due to the Contractor not requesting Contracting Officer assistance reasonably in advance except for justifiable and documented circumstances which prevented such advance contact from being possible;  

(v) in the replacement of personnel; and

(vi) for local travel, which is defined as travel originating and terminating within a 50 mile radius of the Washington DC area.

c. In the case of  urgent emergent travel, if the Contracting Officer’s assistance has been reasonably requested in advance, or if requested as soon as practical after commencement of travel and properly justified and documented, the Contracting Officer may authorize, on a case-by-case basis, reimbursement for amounts in excess of JFTR rates.  The Contractor shall implement procedures to minimize urgent emergent travel.  Any Contracting Officer decision regarding reimbursement of travel costs in excess of amounts allowed by JFTR, for urgent emergent travel, shall be a unilateral decision, not subject to dispute or any right contained in the Disputes Clause of this contract.

d. Employee relocation costs are not authorized for reimbursement.   


