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	DEFENSE INFORMATION SYSTEMS AGENCY
DEFENSE INFORMATION TECHNOLOGY CONTRACTING ORGANIZATION

Scott Field Office (PL8)
2300 East Drive
SCOTT AIR FORCE BASE, ILLINOIS  62225-5406


	IN REPLY REFER TO:
	Services Section (PL8313)
      DATE


TO:
         [Designee, Organizational Code]
FROM:         DISA/DITCO/PL8313
SUBJECT:  Designation of  (PRIMARY OR ALTERNATE) Task Monitor 


HC1013-07-D________________

References:   (a)  [Contract# and Contractor’s Name]

          (b)  DISA Acquisition Regulation Supplement (DARS) Subpart 1.602

Preparer:       [Name/Organization Code/Telephone Number]          

1.  Pursuant to and in accordance with the statement, titled "Task Monitor" in the subject contract, you are hereby designated to act as the Task Monitor (TM) [or enter “Alternate Task Monitor (ATM),” as appropriate] in relation to the services to be provided under subject contract.  This designation is personal to you and may not be delegated to others. 

READ YOUR CONTRACT AND TASK ORDER

2.  Your responsibilities grow out of the provisions of references (a) and (b) and are for the period [fill in specific period covered by the designation].  Additional procedures and guidance are contained in the DISA COR/TM Deskbook.  Your specific responsibilities are:

Training Certification.  COR/TM initial, annual, other or alternative training requirements are generally identified in the DARS Subpart 1.602-2-90 policy and further delineated in the DISA COR/TM Master Development Plan (MDP) available at https://workspaces.disa.mil/gm/document-1.9.150614 .  You should refer to the current version of the COR/TM MDP as you prepare your Individual Development Plan (IDP) to ensure that you include appropriate TM training requirements in your IDP.  You should discuss your TM training requirements with your supervisor and your contracting officer each year before submitting your IDP to your supervisor for approval.  
You have completed and certified to the contracting officer your completion of DISA mandatory initial training requirements, or suitable alternative training deemed acceptable by the contracting officer.  You are responsible for completing and certifying to the contracting officer the DISA annual refresher training indicated below, or alternative training deemed acceptable by the contracting officer.  You must complete refresher training annually to keep current on the latest changes in the field of federal and DOD acquisition that may affect your performance under this order.

Certification of other or alternative training must be submitted to the DISA contracting officer.  The appropriateness and acceptability of such training shall be determined at the discretion of the DISA contracting officer.  Other or alternative training course titles should not contain the term “Contracting Officer’s Technical representative” or “COTR” in the title, as this term is not recognized by DISA.  [For Non-DISA TM designations, the DISA contracting officer will indicate the certified completion and title of accepted other or alternative initial and annual refresher training in the TM designation letter.]

[Non-DISA personnel (external customers) identified as candidates to support DISA contracts and contracting officers as non-DISA TMs are strongly encouraged to complete DISA mandatory COR and TM Training.  Non-DISA TMs may have training requirements for COR/TM prescribed in their own regulations and/or instructions.  For non-DISA TM designations, the DISA contracting officer will review and indicate the acceptability of such training, noting the completion dates and course titles of such initial, annual refresher, and other or alternative training in the TM designation letter.]

(1) Annual Refresher Training.

· Mandatory - DISA annual, online Ethics training course available at https://hr.disa.mil/ethics/ TMs should also complete and submit OGE Form 450, Executive Branch Confidential Financial Disclosure Report, as appropriate; and

· Mandatory - Validated attendance at least one six-hour DISA COR/TM Training Day each year for six hours of continuous learning credit or points (CLPs); and 

· Mandatory – Completion of at least six hours of additional COR/TM functional or contract related training.  [This could include attendance at an additional six-hour COR/TM Training Day, or three, two-hour Acquisition Excellence Workshops (AEWs) or a combination of two-hour AEWs and Component Acquisition Executive (CAE) Forums, or other course selections, as appropriate.] 



(2)  Approved Optional or Alternative Training.   None currently authorized.  Optional or Alternative training requirements will be addressed on a case by case basis, and may be necessitated by physical challenges, learning style, the individual's geographical location, access issues, non-DISA COR or TM parent organization training requirements or the particular program or project unique requirements.  Such requirements must be identified and discussed with the indvidual, the individual's supervisor, and the Contracting Officer.  Certification of completion of approved Optional or Alternative training must be provided to and approved the by the Contracting Officer.  Optional or Alternative Training course titles shall not contain the term "Contracting Officer's Technical Representative" or "COTR", as this term is not recognized by DISA.

a. Mandatory Performance Standard.  With your supervisor, ensure that your DISA

Performance Work Plan (DISA Form 208a) includes the mandatory critical element and performance standard for DISA COR/TM as follows:

Critical Element #12 – COR/TM. Contracting Officer’s Representative (COR) or Task Monitor (TM) Assignment (Mandatory for COR/TM)

Demonstrates an appropriate understanding of Federal Government and DoD contracting and procurement policies, practices, and processes.  Consistently complies with the duties, responsibilities, and limitations outlined in the TM designation letter.  Performs effective and proactive technical monitoring and administrative oversight of contractor’s work and the quality of deliverables, cost, and schedule.  Keeps the contracting officer informed of progress and problems.  Meets the DARS Subpart 1.6 training requirements.

Understand that your contracting officer, your supervisor, and you form a strategic partnership in planning, accomplishing, monitoring, reviewing, documenting, reporting, and improving DISA TM qualifications and successful contract management performance outcomes.


c. Monitor Technical Progress.  Systematically monitor the contractor’s efforts to ensure that the contractor meets the technical requirements of the contract in accordance with the required delivery schedule.  Ensure that the contractor complies with all technical requirements of the work defined in the scope of work either included in or attached to the order (e.g., Statement of Objectives (SOO), Performance Work Statement (PWS), or Statement of Work (SOW)), including technical and monthly status reports, documentation, data, and any other pertinent information.  In this responsibility you must:



(1) Inform the contracting officer in writing of any actual or imminent performance failure by the contractor.



(2) Inform the contracting officer if you foresee that the order will not be completed according to schedule.  



(3) Ensure the Government meets its contract obligations to the contractor.  This includes, but is not limited to, Government‑Furnished Property, (GFP), Equipment (GFE), or Information (GFI), services called for in the contract or order, and timely Government comment on or approval of draft deliverables as may be required by the contract or order.  This includes proper performance of Government property management, accountability, and reporting in accordance with the Federal Acquisition Regulation (FAR) Part 45 requirements, and DISA Instruction 270-165-2, Management of and Accountability for DISA Property of 07 November 2005. The Government Property, Information, or Equipment contract clause imposes a number of obligations on the government, with regard to providing, monitoring, and reporting these assets.  It also imposes a number of obligations on the contractor with regard to Government-owned property placed in the contractor’s possession for use in the performance of the contract.  The COR or TM shall be familiar with all of the provisions of the clause to assure that the contractor is meeting custodial obligations, including the return or other disposition of the property upon completion of the contract.


(4) Conduct inspections and accept supplies and/or services specified in the contract.  This includes data items that you may be required to review, evaluate, or approve and accept.  Approve or disapprove, in accordance with the contract, the use of restrictive markings applied to data deliverables, software, and software documentation, if applicable.  Additionally, perform receipt and acceptance duties using the DoD Wide Area Workflow-Receiving and Acceptance (WAWF-RA) application, as appropriate to the contract.  Review invoices, vouchers, and receiving reports for acceptability to include verifying that the products and/or services indicated, hours listed, and any explanation of other direct costs closely resemble what was received.  Clarify any discrepancies on the invoice with the contractor.  Complete a receiving report on-line through the WAWF-RA system.  Note:  Contractors are required to submit vouchers and invoices in electronic form; paper copies are no longer accepted or processed for payment.  DFAS will not pay the contractor until the receiving report is received.  The contractor’s vouchers and invoices must be electronically routed in WAWF-RA to the COR or TM (also known as the Invoice/Acceptance Officer), as appropriate.  A Software Users Manual (SUM), invoice preparation instructions, and links to registration and training can be found at the following web site:  https://wawf.eb.mil. 



(5) Provide guidance with regard to administrative contractual issues. Any disagreements between you and the contractor must be elevated to and resolved by the contracting officer.  Promptly reject, orally and in writing via the Government contracting officer, all work that does not comply with contract requirements.  Notify the contractor in writing, via the Government contracting officer, of deficiencies observed in the contractor’s performance.  Ensure that the contractor takes appropriate corrective action, as determined and communicated by the Government contracting officer, to resolve the discrepancies.


(6) Notify the contracting officer immediately if it appears that the contractor is arbitrarily enlarging the scope of the contract or delivery schedules and thereby obligating the Government to defray unanticipated costs.


   
 (7) Inform the contracting officer in writing of any needed changes in the narrative scope of work described in the order, either those required by you or by the contractor.  A purchase request package, (generally to include as a minimum, a DISA Form 94, a DISA Form 1, an independent government cost estimate (IGCE), and a revised PWS, or SOO, or SOW) should be initiated by you (or another member of your organization) and processed so that the contracting officer may modify the task order.

   

(8) Upon request, assist in conducting meetings, visits, or telephone calls with the contractor.  Each meeting, visit, or telephone call with the contractor; should begin with a disclaimer statement similar to the following:

“DISCLAIMER:  Anything said during the meeting, visit, or telephone call shall not be construed as a change to the contract.  Nothing I say or do shall be construed as a change to the contract.  Changes to the contract can only be made by the contracting officer. Contractors are reminded to promptly notify the contracting officer of any conduct that may be regarded as a change to the contract; in accordance with FAR52-243-7, Notification of Changes.”

Prepare Memoranda for the Record (MFR) of trips, visits, and telephone conversations relating to the contract.  Each MFR, and other correspondence, just cite the contract number, and task or order number.  Systematically monitor the contractor’s efforts.  Act as mediator between the contracting officer and the user.  This includes forwarding to the contracting officer all questions, comments, requests for additional information on contractor content, deliverables, etc.  Upon request, review the contractor’s proposal(s) and advise the contracting officer of their adequacy and correctness, reasonableness of work estimates, and assure that there is no duplication of work or cost.



(9) Perform an evaluation of each deliverable specified in the contract under services contracts (DISA Form 245EF) forwarding one copy to the contractor, retaining one copy, and forwarding the original to the contracting officer.  If the dollar value of the contract is over $1,000,000.00 you will be given access to  the automated Contractor Performance Assessment Reporting System (CPARS) to provide Assessment Official Representative (AOR) input.  The CPARS toolkit is located at http://www.cpars.navy.mil/  You will be prompted with an e-mail message for how and when to perform the evaluation.  

(10) Maintain proper Government-contractor relations.  Ensure that the contract is NOT administered in a manner that makes it a personal services contract.  A personal services contract is a contract that is administered in a manner that makes contractor personnel appear, in effect, to be Government employees.  The relationship between the Government and contractor employees resembles an employer-employee relationship.  In personal service situations there is relatively continuous supervision and control of contractor employees by Government employees.  PERSONAL SERVICE CONTRACTS ARE EXPRESSLY PROHIBITED BY 5 USC 3109 AND FAR SUBPART 37.1.

d. Monitor Administrative and Cost Aspects.  



(1) Understand the financial aspects and requirements, including the development, processing, approval, and acceptance of Military Interdepartmental Purchase Requests (MIPRS, DD Form 448) and other financial instruments associated with your assigned monitoring and administration of technical contract performance requirements.  Inform the contracting officer if you foresee that the contractor will not be able to complete the required work within the estimated cost or the Not-To-Exceed (NTE) limit under the order. 



(2) In cost contracts, report any indication that costs are being incurred which are not appropriately chargeable to this order, especially with respect to other direct costs (ODCs) and/or labor hours of on-site contractor personnel doing severable support services.



(3) In cost contracts, if the order requires prior COR or TM or contracting officer approval for travel or purchase of materials under the contract or order be sure that it is necessary and prudent.  If travel requires prior contracting officer or COR (if applicable) approval on a cost reimbursable contract, coordinate with the contracting officer on proposed costs and particulars beforehand.



(4) In research and development orders, verify the contractor's statement with respect to the development of patentable inventions, submitted pursuant to the patent provisions of the contract.



(5) If applicable, review and coordinate with the contracting officer, any request for substitution of key personnel based on direction provided in the basic contract clause.


e. Monitor Subcontracting.  If the contract does not have an Administrative Contracting Officer (ACO) approved Purchasing System and he/she is otherwise required to obtain prior contracting officer approval prior to subcontracting, you will provide technical recommendations regarding the qualifications of any proposed subcontracts.


f. Resolve Technical Differences.  All technical questions arising out of the order that cannot be resolved without additional costs, any proposed alteration or change to the scope, and all unresolved differences must be reported in writing to the contracting officer.  When these are reported, they should include a report that contains the facts and recommendations pertinent to the question.


g. Assist in Closeout.  Upon completion of the work:



(1) Forward to the contracting officer a statement that the work has been satisfactorily completed (for services contracts, this should be a final contract Deliverable Evaluation Report, DISA Form 245, in accordance with DISA Instruction 260-70-3).



(2) Forward to the contracting officer records and documents pertinent to the administration of the order retained by you during the period of performance.



(3) Forward to the DISA Security Division, the following: 

(a) Date that the order is officially completed.

(b) Verification that all classified material received or generated by the contractor been destroyed or returned to DISA.

(c) Requests to retain any or all classified material generated under the order along with your approval or disapproval.

(d) Notification that any classified material is being transferred to a follow-on contract and the follow-on contract number.



(e) The above information, except item (c), should be forwarded in one single report, as soon as possible but not more than one year, after the official completion date of the order.  Item (c) is expected to occur within a few weeks of order completion.


h. Maintain Working File.  Maintain records that sufficiently document contractor performance (see DFARS 215.3).  At a minimum, your file must contain the following:


             (1) Copy of this designation letter



(2) Copy of the contract, order, and all subsequent modifications



(3) Copy of all correspondence between you and the contractor.



(4) Written Memoranda for the Record (MFR) recording in detail, any significant communications between you and the contractor.  (For example, records of all meetings, trips, and telephone conversations relating to the order.)  Each MFR, other similar records, and all correspondence relating to the order shall cite the contract number and order number.  A copy of all actions or correspondence shall be furnished to the contracting officer and all other interested parties having a need to know; consideration must be given to restrictions regarding proprietary data, as well as classified and business‑sensitive information



(5) Copy of each invoice.


i. Past Performance.  Report contractor performance using the Contractor Performance Assessment Reporting System (CPARS).  This is an automated, web-based tool to collect past performance information on contractors where the total estimated life cycle cost of the contract or order is expected to exceed $1,000,000 for Information Technology and Telecommunications.  A User's Guide is available at (CPARS - http://www.cpars.navy.mil/)


(1) You are hereby designated the evaluator for the contractor's performance under this contract.



(2) As such, you will collect past performance information (PPI) and evaluate the contractor according to the method/frequency of collection set up by the contracting officer under the basic contract. 



(3) Assessments will be done in accordance with FAR Part 42; DFARS Part 242; DARS Parts 42 and the DISA Collecting and Using Past Performance Information Deskbook, using CPARS.
3.  Limitations.  Persons other than the contracting officer may not take actions which may affect the contractual relationship between the Government and the contractor or take any action that might imply a position contrary to that of the contracting officer.  Specifically, they may not take any action which (1) interprets the terms and conditions of the contract, or (2) results in a change to the terms and conditions of the contract, or (3) results in a determination and findings from which the contractor may appeal under the Disputes Clause.  In connection with the performance of all the above you are:


a. NOT authorized to negotiate terms or make any agreements or commitments with the contracting that modify the terms and conditions or the scope of the work contained in the order, nor;


b. NOT authorized, REGARDLESS OF RANK OR POSITION, to direct or redirect contract action (only the Contracting Officer may do this).  This includes allowing or acquiescing to the contractor’s performance of work before the order or modification is signed or continuation of work after the period is over.  Such a violation is called an unauthorized commitment.


c.  NOT authorized to perform any other activity prohibited in DFARS 201.6 and DARS 1.602.


d.  NOT authorized to make any agreement or commitment involving the change in unit price, total contract price, quantity, quality, place of performance, SOW/PWS/SOO, or delivery schedule. 


e.  NOT authorized to direct the use of specific subcontractor(s).


f.  NOT authorized to sign correspondence which directs the contractor to do or refrain from doing any act under the contract, or approving or disapproving any contractual action.  This is not intended to prohibit the TM from issuing correspondence in connection with their duties as TM as outlined in the SOW or this letter.  It does not preclude properly authorized Government personnel, whether or not designated as TM, from signing DD 250s for destination inspection/acceptance.  The injunction that Contracting Officers must control all discussions with industry on procurement matters is not intended to require Contracting Officer's attendance at all meetings, or to preclude telephone or personal conversations between technical personnel and the contractor.  The TM is a legitimate Government representative of the Contracting Officer for meetings at the contractor plant/site.  The Contracting Officer need not attend Government in-house meetings unless Government/contractor agreements on contractual matters are involved.  In personal or telephone conversations, technical personnel may provide the contractor with information or clarification within the scope of existing agreements.  Discussion of new or changed work requires participation of the Contracting Officer.

4.  In connection with your duties under this contract, you are directed to comply with FAR Subpart 3.1 concerning Standards of Conduct for all Government personnel engaged in procurement and related activities.  You are responsible under applicable laws and regulations for your actions.  It is therefore incumbent upon you to act only within the scope and limitations of the authority contained in this delegation and designation letter.  You are cautioned that if you exceed your authority specified in this delegation letter you may be subject to the full range of statutory and regulatory sanctions and may be held personally liable for these actions.

5.  If you anticipate (or have had) a change in station, duty assignment, or of leaving Government service, you must inform the Project/Program Managers and the Contracting Officer (who nominated and designated you as a TM) that you need to terminate your responsibilities as such.  Advise them at least thirty (30) days prior to the effective date of your duty status change (or as soon as practicable) so they can nominate a replacement TM. 
6.  This designation shall remain in effect during the life of the contract unless circumstances dictate earlier revocation.  Please note that your authority as a TM shall not be delegated and that you may be personally liable for unauthorized acts.

7.  Should you have any questions or concerns regarding this delegation or any other matters that arise in connection with your duties as a TM under this order please contract your undersigned Contracting Officer.

8.  If you fully understand and agree with the responsibilities and limitations outlined in this designation, sign and request your supervisor countersign the attached designation acknowledgement, and return these acknowledgements to the contracting officer.







[Signature]





Contracting Officer





Email:  ________________





Phone:  ________________





Fax:  618-229-9177

Copy to:

Contractor

Contract File

Order File

Contracting Officer

Contracting Officer’s Supervisor

COR or ACOR (if applicable)

TM or ATM

TM’s or ATM’s Supervisor

DCMC ACO (if applicable)

TM ACKNOWLEDGMENT: Please return this last page to the Contracting Officer.

I, [designee’s full name]               , have read the above TM designation letter for HC1013-07-D, Task Order #] and fully understand my responsibilities and limitations.  *I further understand that my performance as a TM will be evaluated and documented on an annual basis by my supervisor with input from my contracting officer on DISA Form 208a (DISA Performance Work plan and Appraisal).  I certify that I have taken the required initial training consisting of 24 hours of COR/ TM functional responsibilities overview training, DISA's Annual Ethics Training course (or suitable substitute accepted in writing by the contracting officer for non-DISA COR/TM), and the DoD WAWF course, or other suitable training deemed appropriate and acceptable by the Contracting Officer and approved by my supervisor.  I also certify that I will take the mandatory annual refresher training consisting of the annual DISA online Ethics course (or suitable substitute deemed acceptable in writing by the DISA Contracting Officer for non-DISA TMs), and a total of 12 hours of annual functional or contracting related training courses, six hours of which must be documented, mandatory attendance at or video teleconference (VTC) participation in at least one, six-hour DISA COR/TM Training Day each year.   I further acknowledge that I am a key partner, along with my supervisor and the Contracting Officer in improving the quality of DISA contract administration through better qualified TMs, and successful TM performance.

____________________________________
__________________

TM/ATM Signature 








Date

Email Address:









Telephone:  

Contract Number:  HC1013-07-D-






Task Order #

TM/ATM ID:  [enter the first three letters of your last name and the last six digits of your Social Security Number]

SUPERVISOR ACKNOWLEDGEMENT: 

I,    [supervisor’s full name]            , have read the above TM designation letter and fully understand, support, and approve my employee’s responsibilities and limitations as a TM under the above referenced contract or order.  *In accordance with DARS 1.6, I will ensure the TM responsibilities and limitations are addressed in the job description and the mandatory additional critical element and DISA COR/TM performance standard are included in the employee’s Performance Work Plan (DISA Form 208a) that will become part of their annual performance evaluation.  I further acknowledge that I am a key partner, along with the employee and the Contracting Officer in improving the quality of DISA contract administration through better qualified TMs, and their successful TM performance.

____________________________________
__________________

Signature/Title 










Date

Email address:











Telephone:

Supervisor ID:  [enter the first three letters of your last name and the last six digits of your Social Security Number]
*Not applicable for non DISA TMs
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