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G.1	Government Contacts for Post-Award Administration


a.	FAA Contracting Officer:  The FAA Contracting Officer assigned to this contract is:





Federal Aviation Administration


ATTN:  Joyce Walden, ASU-340


Contracting Officer


800 Independence Avenue, S.W.


Washington, DC  20591


Phone: 202.267.7534





b.	Contracting Officer’s Technical Representative (COTR):  The FAA COTR assigned to this contract is:





Federal Aviation Administration


ATTN:  TBD


800 Independence Avenue, S.W.


Washington, DC  20591


Phone:  XXX-XXX-XXXX





In accordance with Section H.2, the Contracting Officer shall issue the above named individual  a formal letter of designation within 5 days following contract award.  The Contracting Officer may designate Associate Technical Representatives (ATRs) in subsequent orders issued under this contract.


G.2	Contracting Officer's Authority


a.	The Contracting Officer cited in Section G.1.a. has responsibility for ensuring the performance of all necessary actions for effective contracting; ensuring compliance with the terms of the contract and safeguarding the interests of the United States in its contractual relationships.  Accordingly, the Contracting Officer is the only individual who has the authority to enter into, administer, or terminate this contract.  In addition, the Contracting Officer is the only person authorized to approve changes to any of the requirements under this contract, and notwithstanding any provision contained elsewhere in this contract, the said authority remains solely with the Contracting Officer.


b.	The Contracting Officer may designate, in writing, representatives to perform functions required to administer or terminate this contract, however, any implied or expressed actions taken by these representatives must be within the limits cited within the Contracting Officer’s written designations.  The Contracting Officer shall provide the Contractor copies of all relevant written designations.  If any individual alleges to be a representative of the Contracting Officer and the Contractor has not received a copy of the document designating that representative, the Contractor shall refrain from acting upon the representative’s requirements and immediately contact the Contracting Officer to obtain a copy of the document designating that individual as a representative of the Contracting Officer.





c.	The Contractor shall, within 3 days, notify the Contracting Officer for clarification when a question arises regarding the authority of any person to act for the Contracting Officer under this contract.


G.3	COTR Responsibilities


a.	The COTR cited in Section G.1.b. above and, any ATR cited in subsequent orders issued under this contract, shall act as a point of contact for all matters related to the technical and management aspects of  TIS Task Order efforts.  COTR responsibilities shall include, but not be limited to the following:





1.	Defining overall program goals and objectives and relating them to contract tasking;


2.	Assisting in the preparation of orders;


3.	Reviewing and approving all statements of work contained in orders;


4.	Reviewing and approving Contractor’s key personnel changes;


5.	Reviewing Contractor staff resumes to determine if personnel meet minimum qualifications;


6.	Issue Letters of Technical Direction to clarify the technical effort required in work ordered;


7.	Validating the status of work performed and billed;


8.	Monitoring Contractor's performance and identifying problems to the Contracting Officer;


9.	Receiving and approving contract deliverables and contract documents;


10.	Coordinates with the Contractor to ensure that GFP is timely furnished and available for contract performance;


11.	Participating in program reviews;


12.	Making recommendations regarding the release of program related information;


13.	Maintaining communications with the Contractor concerning the technical aspects of the contract.





b.	All COTRs and ATRs shall be designated as such, in writing, by the Contracting Officer.  See Section H.2.


G.4	Accountability of Costs/Segregation of TASK Orders


All costs incurred, in performance of an order issued under this contract, shall be accumulated in a separate Task (work) order cost account established specifically for that order number.  There shall be no commingling of costs between orders.


�



G.5	Billing Instructions


a.	The Contractor shall concurrently submit invoices to the following individuals at the addresses specified below:





Accounts Payable�
Federal Aviation Administration 


Accounts Payable (AAA-225)		


800 Independence Avenue, S.W.


Washington, D.C.  20591


�
Original and One copy�
�
Contracting Officer and COTR�
See addresses in Section G.1, paragraphs a. and b.�
One copy each�
�



b.	Payment for work performed under this contract will be made as soon as possible after receipt of invoices, subject to review and approval by the Contracting Officer and other FAA designated representatives.  Should any costs reflected on submitted invoices be questioned, the Contracting Officer may withhold all amounts in question until such time as the Contracting Officer determines the costs are valid.


c.	Invoices shall be submitted on monthly intervals (or more frequently with C.O. approval) and shall only reflect incurred cost data, accumulated through the Contractor’s billing cycle cutoff date, which has not been reimbursed.  However, the September invoice for each year shall contain all cost data chargeable through 30 September of that year.


d.	All data cited on invoices shall be supportable by substantiating documentation which, upon Government request, the Contractor shall make available for review and audit, by Government authorized parties.


e.	Contractor formats are acceptable, however, in accordance with Section C.3.1.10, the Contractor is encouraged to contact appropriate FAA personnel to coordinate the implementation of an electronic commerce interchange format to be used for the purpose of submitting invoices electronically.














G.6	BILLING FORMAT


In requesting reimbursement, Contractors shall use Standard Form 1034, "Public Voucher for Purchases and Services Other Than Personal", supported by documentation entitled "Statement of Cost for CLINs - Consolidated," Section J-1, Attachment 1, (Exhibit 1) and "Statement of Consolidated Cost--Task Assignment No. ###," (Exhibit 2).  An acceptable substitute, which provides the same necessary information as found in the Exhibits of these instructions, may be used provided written consent is first obtained from the Contracting Officer.





A.  PREPARATION





a.	Standard Form 1034:  The SF 1034 shall be completed in accordance with the following instruction notations:





1.	Leave blank;


2.	Enter voucher number (NOTE:  Number consecutively, commencing with "1."  Follow-up vouchers (corrections) shall be alphabetized with the appropriate voucher number, e.g., 1A, 1B, etc.);


3.	Enter date voucher was prepared;


4.	Enter contract number and date of contract award;


5.	Enter Contractor's name, mailing address, and telephone number of office to which payment is to be sent (this must be the same as stipulated in the contract);


6.	List each Task Order, along with the Task Assignments being billed under that Task Order, applicable to the billing and the dates thereof;


7.	Identify billing period covered (e.g., "Jan. 19   " or Jan. - Mar. 19   "); 


8.	Enter dollar amount next to the respective Task Assignment Number; and


9.	Enter total dollar amount for this billing.





b.	Statement of Cost Documentation:   The "Statement of Cost for CLINs - Consolidated" (Exhibit 1) for the amount of all Task Assignments billed under the Task Order, and "Statement of Consolidated Cost--Task Assignment No. ###" (Exhibit 2) for each Task Assignment billed shall be completed for each voucher under which reimbursement is requested and shall be prepared as follows:





1.	Exhibits 1, and 2 shall be used as a format, making due allowances for the Contractor's cost accounting system;


2.	Costs claimed shall be only those recorded costs authorized for billing by the payment provisions of the contract; and


3.	Additional supporting data for claimed costs shall be provided in such form and reasonable detail as an authorized representative of the Contracting Officer may require.





	�



c.	Final Voucher





Upon completion, termination, or expiration of the contract, the Contractor shall submit a final voucher clearly marked "FINAL."  The final voucher shall contain the following data:





1.	All data required in items 2 through 4 above; and,


2.	An itemized accounting of total contract by Contractor's fiscal year, that includes:





A.	Direct labor hours, burdened rates, and costs; and,


B.	Other direct costs.





G.7	Correspondence Procedures


The Contractor shall submit all routine technical correspondence to the applicable COTR with an information copy to the Contracting Officer. All other correspondence shall be submitted to the Contracting Officer. All data deliverables shall be submitted and routed as specified in Section F or individual Task Orders.  A letter of transmittal shall be forward to the Contracting Officer for each CDRL submission.  Submission media and format shall adhere to the guidelines contained in Section C.3.1.10.


G.8	Time and Material (T&M) priced labor charges


a.	The Contractor shall bill for each hour of work completed, under a T&M contract type, using the appropriate rate drawn from Section B.  In using a billing rate cited in this attachment, the Contractor shall ensure the individual for whom the hour is being billed, meets or exceeds the requirements specified below to qualify for billing at that rate.  If  the Government determines that a Contractor or subcontractor employee does not meet the qualifications necessary for the rate being billed it may deny that individual from further work on orders issued under this contract and only authorize liquidation of the billing rate for which the employee qualifies.  Additionally, adverse input will be included in ongoing Contractor performance assessments or default action, in accordance with Section I.21, may be initiated. 





b.	As reflected in Section J, Attachment 2, there are fourteen labor categories to be used for all work ordered under a T&M contract type.  Consultants working under T&M arrangements shall bill their time as Subcontracts.  In determining if an individual qualifies to bill for a specific labor category at a specified skill level the Contractor shall apply the criteria found in Section J, Attachment 2.





G.9	3.8.2-17  Key Personnel (July 1996) (Modified)


a.	The personnel specified in the paragraph c. matrix below are essential to the work being performed for orders issued under this contract.  These personnel shall be direct, full-time hires of the Prime contractor and, unless otherwise unavoidable, shall not be changed from their designated assignment area until at least 12 months have lapsed. Unavoidable situations include sudden illness, death or termination of employment.  Thereafter, and from time to time, with the consent of the Contracting Officer, these personnel may be changed from their designated assignment area.


b.	Prior to removing, replacing, or diverting any of the specified personnel, the Contractor shall notify in writing, and receive consent from, the Contracting Officer reasonably in advance of the action and shall submit justification (including proposed substitutions) in sufficient detail to permit evaluation of the impact on this contract.


c.	The Contractor’s key personnel, by assignment area, are:





KEY PERSONNEL (SPECIFY NAMES)�
ASSIGNMENT AREA�
MINIMUM QUALIFICATIONS�
�
�
CONTRACTS MANAGER�
�
�
�
SENIOR PROGRAM MANAGER�
�
�
�
SENIOR ENGINEER�
�
�
�
FIELD OPERATIONS MANAGER�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�



G.10	Government-furnished Property (GFP)


The Contractor shall identify any Government furnished property, including material, equipment and information, it recommends be provided or it needs in the performance of this contract. The Government will review the Contractors recommendations and specify the Government furnished property to be provided in orders issued under this contract.  The Contractor shall adhere to the requirements of Section H.9 in maintaining proper custody of any Government property provided.  The Government will specify GFP  to be furnished within individual Task Orders.


G.11	Travel Costs


a.	Travel shall be reimbursed on a cost plus no fee basis, subject to Joint Federal Travel Regulation (JFTR) guidelines and any other limitations cited below.





1.	The Government will reimburse the Contractor, up to amounts allowed by the JFTR, for reasonable travel expenditures, incurred in the performance of  this contract.  With the exception of local travel costs incurred by Electronic Technicians in the performance of their official duties, no reimbursement is authorized for local travel.  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, use of alternative airports (i.e., Baltimore Washington, National & Dulles) 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 in determining reasonable travel cost objectives, the Contractor is encouraged to contact the FAA travel office for general guidance.  Further, to mitigate the inherently higher rates associated with urgent 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.


2.	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 travel, in excess of amounts allowed by the JFTR (i.e., Government rates), 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; and


	(v)	in the replacement of personnel, when such replacement is accomplished for the Contractor’s or employee’s convenience


	(vi)	for local travel reimbursement (with the exception of local travel costs incurred by Electronic Technicians in the performance of their official duties).





	In the case of urgent 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 authorized amounts.  The Contractor shall implement procedures to minimize urgent travel.  Any Contracting Officer decision regarding reimbursement of  travel costs in excess of amounts allowed by JFTR, for urgent travel, shall be a unilateral decision, not subject to dispute or any right contained in Section I.1.63.





3.	Relocation and travel costs will only be reimbursable by the Government if such costs are:





	(i)	in conformance with existing company policy;


	(ii)	represent the most cost effective approach among all other potential alternatives; and


	(iii)	are specifically authorized by the Contracting Officer in advance of being incurred.	





	If the Contractor anticipates relocation costs will be incurred, the Contractor must submit, to the Contracting Officer, reasonably in advance, a written request with detailed justification and a cost/benefit analysis of alternatives.  The Contracting Officer shall make a unilateral decision, on the request, which will not be subject to dispute or any other recourse contained in Section I.1.63 of this contract.





b.	For any travel outside of the contiguous United States, the amount of travel expense shall be agreed to, in advance, in orders issued for TIS work to be performed in foreign locations.  In addition, Section I.26 is applicable for any U.S. Government-financed international air transportation of personnel (and their personal effects) or property in the performance of orders issued under this contract.


c.	Contractor effective management of travel costs shall be viewed  favorably during ongoing Contractor performance assessments.





G.12	Faa Internal Reviews of Contractor Performance


Notwithstanding the requirement that price must always be assessed by the Contracting Officer as being reasonable, the FAA places a high value on the quality of Contractor performance in effectively and responsively accomplishing work ordered under this contract.  This FAA emphasis, on quality performance, initiated during the award of this contract, will continue through contract completion.  Accordingly, the FAA will periodically, as scheduled by the Contracting Officer, conduct formal internal reviews assessing the Contractor’s performance.  These assessments will be accomplished, in accordance with a Government provided Contractor performance assessment plan, which will subsequently be provided to the successful Offeror.  This plan will use a specified  evaluation methodology and reporting format.  The Contracting Officer will share the summary results of these reviews with the Contractor and encourage Contractor feedback on findings.  Should these reviews disclose a pattern of unfavorable trends in Contractor performance the FAA may, in accordance with the clause in Section I.21, fully or partially terminate this contract or active Task Orders issued under this contract or not exercise future contract options. Also, the results of these internal reviews will be input into the FAA’s past performance database, which may be used by other Government acti
