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Unit 3:  Roles, Responsibilities, and

Duties of the Project Officer and

the Contracting Officer





�

OVERVIEW



The purposes of this unit are to introduce the students to the roles and responsibilities of the Project Officer and the Contracting Officer, and to describe Standards of Conduct for both to follow in the execution of those responsibilities.



CONTENTS



This unit contains the following sections:



Role of the Project Officer

Role of the Contracting Officer

Standards of Conduct

Ratification of Unauthorized Commitments

Summary and Transition



APPROXIMATE TIME



	10 minutes



MATERIALS



Visuals 3.1 through 3.6

Handout titled “Project Officer Don’ts” (one copy for each student)

�

�����ROLE OF THE PROJECT OFFICER�����Visual 3.1

�

�� EMBED PowerPoint.Slide.8  ���

��Visual 3.2

�

�� EMBED PowerPoint.Slide.8  ���������Show Visuals 3.1 and 3.2.  Explain that the role and responsibilities of the Project Officer will now be discussed.������Explain that the role of the Project Officer during the acquisition process includes the following:

����Define the Requirement.  Emphasize the importance of accurately identifying requirements.  Provide examples of requirements that exist in the DFO (e.g., office supplies, office equipment, drinking water, etc.).

���

���ROLE OF THE PROJECT OFFICER (Continued)���

Ask the students:

����What kinds of requirements for services and/or goods do you think may exist in your section?������Prepare/process FEMA 40-1, 60-1a, or 60-1.  (Varies by DFO.)  (Includes obtaining the appropriate signature.)  Mention that each will be dealt with in depth in Unit 4.



Monitor the contract.  Explain that the Project Officer monitors the day-to-day operations of the contract work, provides technical guidance to the contractor, and verifies delivery of goods/services.

���Ensure Government funds are expended properly.  The Project Officer is responsible for seeing that Government funds are used in the appropriate manner and for the purposes intended.

�����Remember limitations of authority.  It is the Project Officer’s responsibility not to exceed his/her authority.  (Review and discuss handout of Project Officer’s Don’ts.)

���Avoid circumstances/situations subject to criticism or additional claims.  Basically the same as above and prohibited actions under Standards of Conduct.

���Complete administrative responsibilities.  Processing/approving of invoices and receiving reports, and keeping copies of all documents as they relate to the acquisition.  Assist in contract closeout.  The Project Officer is responsible for informing the Contracting Officer when the contract has been completed and may be closed.

��� EMBED Word.Picture.6  ���

�Instructor Note:  Explain that these roles and responsibilities will be defined more fully as the course progresses.����Distribute handout entitled “Project Officer Don’ts” and discuss major points.���

Project Officer Don’ts





The Project Officer is expressly excluded from performing or being responsible for the following:

Making commitments or promises to contractors related to the award of contracts.

Writing contract requirements around the product or capacity of one source.

Soliciting bids/offers.

Modifying the stated terms of the contract.

Issuing instructions to contractors to start or stop work.

Approving items of cost not specifically authorized by the contract.

Directing changes.

Executing supplemental agreements.

Giving guidance to contractors, whether orally or in writing, which might be interpreted as a change in scope or terms of the contract.

Requiring the contractor to submit anything unless the contract requires its submission.

All of these actions can be interpreted as not acting in good faith.  Commitments made to contractors by anyone other than the Contracting Officer can result in a formal protest, criticism by the General Accounting Office, and possible monetary loss to the contractor involved.

�

�ROLE OF THE CONTRACTING OFFICER������The Senior Procurement Executive (SPE) is appointed by the Agency head.  The SPE is responsible for the management and direction of the acquisition system, including implementation of the unique acquisition policies, regulations, and standards of the Agency.  Patricia A. English is currently  the SPE for FEMA.



The SPE appoints each Contracting Officer.  This appointment is done in writing on an SF 1402, Certification of Appointment, also known as Delegated Authority.



A Contracting Officer may bind the Government only to the extent of the authority delegated to them.  Contracts may be entered into and signed on behalf of the Government only by a Contracting Officer.  Micropurchase authority (purchases of $2,500 or less) has been delegated to some individuals in the Agency.  Individuals delegated this authority are not required to be appointed on an SF 1402, but are appointed in writing according to Agency procedures.������Use the following pages to discuss the role of the Contracting Officer.���

�ROLE OF THE CONTRACTING OFFICER (Continued)�����Visual 3.3

��� EMBED PowerPoint.Slide.8  ���

��Visual 3.4

��� EMBED PowerPoint.Slide.8  ���������Show Visual 3.3 and 3.4.  Explain that Contracting Officers:������

�Have the authority to obligate the Government.

Solicit proposals/bids/quotes.

Modify the terms of the contract.

Issue instructions to the contractors to start or stop work.���Approve items of cost not specifically authorized by the contract.

Execute supplemental agreements.

Render decisions of any dispute on any question or fact in accordance with FAR and Agency regulations.

Take any action with respect to termination.

Give guidance to contractors, either orally or in writing, which might be interpreted as a change in the scope or terms of the contract.

��

�ROLE OF THE CONTRACTING OFFICER (Continued)������



�At this point, identify the Contracting Officer and the Certifying Officer at this DFO.���

�Write the names of the Contracting Officer and Certifying Officer on the easel chart.���

�STANDARDS OF CONDUCT

���Inform the students that because Project Officers serve as public officials, they will be under close scrutiny.  Also, the Government is held to a high degree of conduct and ethical responsibility.



Stress that Federal funds are not our money or that of a private company, but rather constitute the public’s money.  Therefore, there is public interest in how such funds are spent.  Appearance of unethical conduct (especially during a disaster) is equally damaging.  A Project Officer is subject to civil/criminal penalties for any violation of the Standards of Conduct.

��Visual 3.5

�

�� EMBED PowerPoint.Slide.8  ���

���Show Visual 3.5.

���

�Tell the students that the regulations include prohibitions against actions that result in or give the appearance of any of the following:

���Using public office for private gain.

Giving preferential treatment to any person.

Losing complete independence or impartiality.

Making a Government decision outside official channels.

Affecting adversely the confidence of the public in the integrity of the Government.

Discriminating, contrary to any law, rule, or regulation, against any other employee or applicant for employment on the grounds of race, color, religion, national origin, sex, age, handicapping condition, marital status, or political affiliation.���

�STANDARDS OF CONDUCT (Continued)

���Excluding, contrary to any law or regulation, any person from participating in, or denying to any person the benefits of, any program or activity administered by FEMA on the grounds of race, color, religion, sex, national origin, handicapping condition, age, marital status, or political affiliation.���Knowingly participating in, while conducting official business, or attending any segregated meeting, or meetings held in segregated facilities, from which persons are excluded because of race, color, religion, sex, or national origin.������Explain that the following are examples of unacceptable standards of conduct:������Too close a relationship with contractors, undermining the acquisition process.  Your actions will be reflected in the public’s confidence in the Government.

Meals, tickets to sporting events, golf dates, and hunting trips paid for by contractors—all of which give at least an appearance of impropriety.  Unsolicited gifts with a market value of less than $20 are acceptable.

Disclosing information relating to the status of proposals/quotes or a specific proposal/quote.

Providing technical assistance outside the scope of work.

Solicitation or acceptance of offers for future employment from a competing contractor.

���Tell the students that they should review the FEMA Instruction 1100.1, Standards of Conduct and a copy of the “Standards of Ethical Conduct for Employees of the Executive Branch” prepared by the U.S. Office of Government Ethics.���

�RATIFICATION OF UNAUTHORIZED COMMITMENTS�����Visual 3.6

�

�� EMBED PowerPoint.Slide.8  ���

���Show Visual 3.6.  Review the definitions on the visual.  Reiterate that a Project Officer does not have the authority to obligate the Government.  If this occurs, the Senior Procurement Executive is required to issue a ratification of unauthorized commitment of funds.  (The Regional Contracting Officer has the authority to ratify commitments of up to $2,500.)  This will mean that the Project Officer who committed the funds will have to justify (in great detail) why the commitment occurred.������Stress that the Project Officer who commits funds without authorization �may be:

���Fined.

Fired.

Made to pay the obligated amount.

Jailed.������

�SUMMARY AND TRANSITION������

�Summarize this unit by asking if there are any questions about the roles of the Project Officer or the Contracting Officer. 



Explain that the next unit will introduce the students to the initial steps in the acquisition process.�����
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� ADVANCE \d03 �Unit 3:  Roles, Responsibilities, and Duties of the Project Officer and the Contracting Officer��



� ADVANCE \d03 �Disaster Field Office Project Officer Training	Page 3-� PAGE �3���
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