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SECTION G


SECTION G:  CONTRACT ADMINISTRATION

G.1
GOVERNMENT CONTACTS FOR CONTRACT ADMINISTRATION

The Office of Primary Responsibility (OPR) for BITS II is ASU-500.  

The Contractor shall use the following Government contacts and addresses for all matters regarding this Contract:

(1)
Primary FAA Contracting Officer:   


Viola Underdue-Mitchell, (202) 267-7529

Federal Aviation Administration


IPT for IT Acquisitions, ASU-500


800 Independence Avenue, SW.


Washington, DC.  20591

(2)
FAA Contracting Officer's Technical Representative:


Carmen Molina, (202) 267-8390  

Federal Aviation Administration


Office of Information Technology, 


IPT for IT Acquisitions ASU-500


800 Independence Avenue, SW.


Washington, DC.  20591

G.2  CONTRACTING OFFICER
The Contracting Officer (CO) has the overall responsibility for this contract.  The CO is authorized to take action on behalf of the Government to modify contract terms, conditions, requirements, specifications, and delivery schedules.  Please note that numerous FAA Contracting Officers will have the authority to issue task orders via the BITS contract vehicles.  However, only the primary Contracting Officer has the authority to make modifications to the actual BITS contract.  With respect to each individual task order issued hereunder, the contractor shall interface with the individual Contracting Officer(s) that issued each respective task order.  

Only the Contracting Officer has authority to:  1) direct or negotiate any changes in the contract;  2) modify or extend the contract period;  3) otherwise change the terms and conditions of the contract; and/or 4) issue task orders and their modifications.  Any work undertaken without prior written consent from the Contracting Officer is at the contractor’s risk, is not approved, and may be subject to non-payment. 

It is the responsibility of the Contractor to notify the Contracting Officer immediately if there is any appearance of technical or other direction that is, or may be, outside the scope of the contract. (End of Clause)

GOVERNMENT REPRESENTATIVES

G.3.1
Contracting Officer’s Technical Representative (COTR)

Each BITS II contract or group of contracts will have a Contracting Officer's Technical Representative (who will be the technical contract manager [TCM]).  The Government may, upon contract award or thereafter, change the technical representative appointed as the COTR.  Such individual will be named in writing by the Contracting Officer.  The letter of appointment will indicate the individuals, titles, and stipulate the rights, responsibilities, and limitations of their appointment.

In any event, no such named individual has the authority to issue any direction under this contract either technical or otherwise, which constitutes a change to the terms, conditions, price or delivery schedule of the contract.  Only the Contracting Officer is authorized to alter the contract in any manner.

1.   The COTR is authorized to give technical direction and review and recommend approval of:

(a)
Technical matters not involving a change in the scope, price, terms 


or conditions of this contract;


(b) 
Progress Reports;


(c) 
Inspection and acceptance of products/supplies/services; and


(d) 
Invoices.

2.  The COTR is not authorized to issue technical instructions that:


(a)
Institute additional work outside the scope of the contract;


(b)
Constitutes a change to the contract or task orders;


(c)
Causes an increase or decrease in the estimated cost of the 



contract;


(d)
Alters the period of performance; or


(e) 
Changes any of the other express terms or conditions of the 


contract.

3.   If provided verbally, technical direction will be issued or confirmed in writing by the COTR within five (5) working days after verbal issuance.

(End of Clause)
G.3.2
Technical Officer’s Representative (TOR)

The Government will, upon Task Order award or thereafter, name a technical representative as the Technical Officer’s Representative (TOR) for a task order or 

series of task orders.  The TOR is analogous to the government’s project manager, project officer, task manager, etc.  Such individual will be named in writing by the Contracting Officer.  The letter of appointment will indicate the individuals, titles, and stipulate the rights, responsibilities, and limitations of their appointment.

In any event, no such named individual has the authority to issue any direction under this contract either technical or otherwise, which constitutes a change to the terms, conditions, price or delivery schedule of the contract.  Only the Contracting Officer is authorized to alter the contract in any manner.  The TOR works through the COTR who has overall technical administration responsibility.  The TOR will be assigned to each Task Order, and will actively participate in semi-annual task order evaluations.

1. The TOR is authorized to review and recommend approval of:

(a)
Technical matters not involving a change in the scope, price, terms or conditions of this contract or the individual task order;


(b) 
Progress Reports;


(c) 
Inspection and acceptance of products/supplies/services; and


(d) 
Invoices.

2.  The TOR is not authorized to issue technical instructions that:

(a)
Institute additional work outside the scope of the contract or task order;


(b)
Constitute a change to the contract or task orders;

(c)
Cause an increase or decrease in the estimated cost of the contract;


(d)
Alter the period of performance; and


(e) 
Change any of the other express terms or conditions of the 


contract.

(End of Clause)
G.4
INTERPRETATION OR MODIFICATION

No verbal statement by any person, or 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.

(End of Clause)
G.5
CORRESPONDENCE PROCEDURES

To promote timely and effective administration, correspondence submitted under this contract shall be subject to the following procedures:


1.
All Correspondence shall contain a subject line commencing with 


the contract number and including a topic.

2.
All correspondence shall be addressed to the contracting officer with an information copy of the correspondence sent to the designated Contracting Officer's Technical Representative (COTR), and the applicable TOR (per each task order).

3.
Address all correspondence in accordance with Section G.1 above. 

(End of Clause)
G.6
PAYMENT ADDRESS
The FAA Headquarters "Designated Billing Office" and  "Designated Payment Office", as defined at FAAAMS 3.3.12.3, and as used in FAAAMS clause

3.3.1-17, are the Accounts Payable Branch (ABA-222) as listed below.


Federal Aviation Administration


800 Independence Avenue, SW.


Accounts Payable Branch, ABA-222


Washington, DC.  20591.

(End of Clause)
G.7
INVOICING REQUIREMENTS

1.  The Contractor may submit monthly invoices properly executed (original and three (3) copies), to the Federal Aviation Administration, Accounts Payable Branch, AFM-200, 800 Independence Avenue, SW., Washington, DC.  20591, who will make payment thereon.

2.  In addition to the requirements specified in FAAMS clause 3.3.1-17, Prompt Payment, the following data must be included on the invoice:

(a) The applicable task order number under which the work was 

       performed.  


(b) The cognizant Contracting Officer’s name and routing symbol.  Invoices that fail to cite the name of the Contracting Officer that issued the task order under which the invoice is submitted will be considered unacceptable and will be rejected. 

(c)  Labor listed by person, category, hours, rates, and amounts.

(d)  List of direct supplies, materials, test equipment, special 


       equipment, if any, with quantity and cost of  each items.

(e)  Travel to include a breakdown of all actual travel and per diem 

       expenses. All invoiced travel costs shall be substantiated by 


       submission of supporting documentation.

(f) Current amount invoiced and the cumulative value of all invoices to date (per task order) by CLIN.

(g) Amount of funds remaining on the task order shall be included with each invoice.

3.   The following additional data must be submitted with the final invoice for each separate task order:


(a)
Contractor's assignment of refund rebates and credits.


(b)
Contractor's release.

(c) Report of inventions and subcontracts.

(d)  Final Invoice must be identified as “Final Invoice”

4.  Failure to provide the required information shall be cause for rejection of the invoice.

(End of Clause)

G.8
HOURS OF WORK
For informational purposes, the FAA observes a five day (5) work week.  The normal FAA hours of operation are 7:30 A.M. to 5:00 P.M.  The normal work day is 8 hours, plus 1/2 hour for lunch.   The Contractor shall observe and schedule work hours of personnel as required in task orders or as otherwise identified in this contracts statement of work or in writing by the Government’s contracting officer.

(End of Clause)

G.9
HOLIDAY AND GOVERNMENT AUTHORIZED LEAVE

(1) For informational purposes, the Government observes only the holidays listed below:


New Year's Day



Labor Day


Martin Luther King, Jr.'s Birthday

Columbus Day


Inauguration Day



Veterans Day


Presidents Day



Thanksgiving Day


Memorial Day




Christmas Day


Independence Day


Any other day designated by Federal statute.


Any other day designated by Executive Order.


Any other day designated by Presidential proclamation.

The Government will not pay for any holiday unless actual work on such holidays has been authorized in writing by the task order or the Contracting Officer.  When so approved, the work must actually be performed on the holiday, and no overtime/premium rate is applicable. 

 (2)  When the Federal Government grants excused absence to its employees, assigned Contractor personnel may also be dismissed at the discretion of the Contracting Officer.  However, the contractor will not be reimbursed for the hours of excused absence.  The government will reimburse the contractor only for the actual hours worked by their contractor or subcontractor employees.  

(End of Clause)
G.10
REPORTING AND REPORTS OF PROBLEMS

G.10.1.

Contract Administration Reporting
The contractor shall submit monthly contract administration information to the CO and the COTR concerning the status of the contract, and in the format required by the Government.  The monthly contract administration report shall include at least the following information:  contractor name, a list of all team members/subcontractors if applicable, date of the report, reporting period, a cumulative list of all awarded task orders, the team member or subcontractor providing the majority of the work under each task order if teaming is applicable, the date of the task orders’ award, their period of performance, their completion if applicable, total dollar value and amount invoiced to date for each task order, and the cumulative dollar value of awards to date for the contract (including all team members.)  The report shall also contain a narrative identifying and discussing the status and or disposition of known or potential problems and/or issues.  The Government, at its discretion, may require additional information as specified in individual task orders.     

G.10.2.

Performance and Cost Management Monitoring and Reporting 
The contractor shall establish and maintain a BITS II contract performance and cost management monitoring and reporting system to schedule and track task orders, their performance and related costs. The system shall identify individual task orders and segments of task order work (sub-task level) at a level which includes the following minimum data: a start date, significant milestones, estimated sub-task completion dates, and a brief narrative regarding the status for each segment (particularly work that is behind schedule or has additional cost implications) and actual completion dates.  The system shall also show, for each task order, staff resources by name of individual performing the services, their labor category, location and hours charged (shown daily, weekly and monthly), any travel completed and/or other costs billed to the Government.  Constraints and interdependencies among sub-tasks and/or milestones will be identified.  

The contractor’s performance scheduling and reporting system for BITS II shall be maintained current, including all data items specified herein, and information provided to the Government, through direct access, media or hard copy as required in the individual task order.  The Government reserves the right at it’s discretion and cost, to review and/or audit the contractor’s BITS II contract performance and cost management monitoring and reporting system and its information.  The contractor shall participate with the Government in at least a quarterly contract review, at a time and location of the Government’s choice.  Quarterly reviews will be used to help monitor, and improve where necessary, contract performance.

G.10.3.

Immediate Issue/Problem Reporting

In addition to the reporting specified above and required in the individual task order, the Contractor shall bring actual or potential problems to the attention of the Contracting Officer and/or COTR/TOR as soon as they are known.  Oral reports of issues and/or problems shall be followed by written narrative reports to the Contracting Officer within 10 working days, with copies to the COTR and TOR.

G.10.4.

Reporting Format

All reports identified in this part shall be delivered in hard copy to the CO and COTR through the ASU-520 IPT lead, with a media copy included with the COTR’s hard copy.  All reports shall be due no later than 15 days of the month following the period for which they are reporting.  

(End of Clause)

G.11
CONTRACTOR PERSONNEL IDENTIFICATION
After the contractor has done a verification of new employees backgrounds, and certified current employees, the COTR/TOR will arrange for issuance of a Government Contractor's Identification Card for Contractor personnel whose normal duties include work and activities in the Government's facilities.  Certification will include proof of the investigation conducted by the contractor of the employee.  Identification badges are to be worn on the employee's outer garment at all times while present in or on Government facilities.  All prescribed information shall immediately be delivered to the DOT Headquarters Security Office for cancellation or disposition upon the termination of the employment of any Contractor personnel.  All on site contractor personnel shall abide by the DOT security regulations.  (End of Clause)

G.12
TELECOMMUTING NOT ALLOWED
Telecommuting is not allowed unless specifically authorized by the CO in an individual task order.

G.13
WORK AT RISK IS PROHIBITED
The contractor shall not work any individual, team member or subcontractor at risk.  The contractor shall immediately notify the Contracting Officer of any and all changes to established teaming arrangements and subcontracting under this contract or its task orders which causes or could be expected to cause a working at risk situation.

G.14
TEAM MEMBERSHIP AND REPORTING
G.14. 1.
The contractor shall maintain the currency of their “Team Membership Roster” (Attachment J-6) and shall provide the Contracting Officer and the COTR with a dated copy of any changes to its information no later than the 15th of the month following such change.

G.14. 2.
On a semi-annual basis following contract award, the contractor shall submit a complete and current “Team Members Roster” (see Attachment J-6.)  In addition to the information shown on the “Team Members Roster” form, the contractor shall also includes the total dollar value of all task order work received to date under the contract by each team member (if applicable.)   The cumulative task order amount must be equal to the total amount of work awarded or include a specific explanation for the difference. 

G.15.
APPLICABLE STANDARDS AND GUIDELINES

All work completed under this contract shall comply with, as a minimum, latest versions of all applicable Federal Aviation Administration and Department of Transportation orders, Office of Management and Budget circulars, standards 

from the American National Standards Institute, and National Institute of Standards and Technology, including Federal Information Processing Standards publications.  Specific task orders will reference applicable versions of standards or exceptions as necessary.
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