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OVERVIEW



The purpose of this unit is to familiarize the students with the role of the Project Officer in the solicitation and award process.



CONTENTS



This unit includes the following sections:




Introduction


The Solicitation Process


Solicitation Preparation


Actions After Award Is Made


Summary and Transition




APPROXIMATE TIME



	30 minutes



MATERIALS



Visuals 6.1 and 6.2





�

�INTRODUCTION

���Emphasize that the Contracting Officer is responsible for solicitation, not the Project Officer.  The Project Officer provides input to the Contracting Officer by completing a FEMA Form 40-1 or FEMA Form 60-1a, with appropriate background materials and attachments, to be included in the solicitation package.  

���THE SOLICITATION PROCESS

��Visual 6.1
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���

�Show Visual 6.1 and present the following information regarding the solicitation process.

���The process of solicitation and award should occur as follows:������The Project Officer provides input to the Contracting Officer by completing a FEMA Form 40-1 or 60-1a, with an adequate statement of work/statement of need and/or specifications.



The Contracting Officer takes this information and determines the acquisition method; i.e., delivery order, credit card, or SAP.  Then the Contracting Officer makes the determination as to whether competition will be oral or in writing (unless full and open competition has been waived).



Quotations should be solicited orally to the maximum extent practicable.  However, oral solicitations may not be practicable for contract actions exceeding $25,000 or when it is not considered economical or practical (e.g., numerous line items, detailed specifications).

���

�THE SOLICITATION PROCESS (Continued)

���The Contracting Officer will call or issue a written Request for Quotation (RFQ) to at least three vendors.  If an RFQ is issued, the Contracting Officer sets a date and time when the quotations are to be received.  At a disaster the deadline could be as little as 1 or 2 hours.



Once quotations are received, the Contracting Officer evaluates the cost and delivery schedule.  The Project Officer is the technical person and should be prepared to answer technical questions that the Contracting Officer may have about quotes.



The final step in this process is the award, which is made by the Contracting Officer based on price and other factors.  Other factors may include delivery schedule or past performance.



After the award is made, the Contracting Officer will provide the Project Officer with a copy of the award document under a Project Officer Designation cover letter.  (Explain that at the very onset of a disaster, the Project Officer probably will not get this letter.)

���Remind the students of the exceptions to full and open competition discussed in Unit 4.���

�SOLICITATION PREPARATION

���Emphasize that the Project Officer does not prepare solicitations; that is the Contracting Officer’s responsibility.  ������Explain that the Project Officer may not provide any information to prospective vendors.

���To do so may give a particular vendor an advantage in the preparation of a bid/offer.

���The Project Officer should refer any questions from vendors about the solicitation to the Contracting Officer. ������Note that the Project Officer will receive a copy of the solicitation, if available.�����Visual 6.2
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���

�Show Visual 6.2.  Explain that the Project Officer is the technical advisor to the Contracting Officer, and should be prepared to answer technical questions the Contracting Officer may have about various bids/offers that are submitted in response to solicitations. 



As bids/offers are “evaluated,” price may be very important.  Bids/offers are often selected because they are the lowest from a dollar perspective.



There may be other reviewed criteria that are crucial, such as past performance of the vendor, quality of product provided, or other technical issues.���

�SOLICITATION PREPARATION (Continued)

���Explain that contractors sometimes submit unsolicited proposals.



A contractor may approach a Project Officer with what he or she believes is a unique and innovative method or approach to an Agency requirement.



All such proposals should be directed to the Contracting Officer.  



If the Contracting Officer determines that a true requirement does exist for what the contractor has proposed, he or she will direct a Project Officer to identify the requirement via FEMA Form 40-1 or FEMA Form 60-1a, thus starting the process we have already discussed.������Emphasize that the Contracting Officer makes the final award.  



The Project Officer should avoid giving any vendor any indication about the review and award process.  



The final decision will be announced by the Contracting Officer.

���

�ACTIONS AFTER AWARD IS MADE

���Explain that, once the award is made, award documentation will be provided to the Project Officer.  The Project Officer should review this documentation carefully to ensure that the contract is understood.  



The award documentation may be in one of a variety of documents as discussed earlier.  



The Project Officer should ensure that the award documentation adequately describes the terms and conditions that exist between the contractor and the Government as originally outlined in FEMA Form 40-1 or FEMA Form 60-1a and related documents.

����Refer the students to page 6-4 in the Student Manual.  Explain that a Project Officer Designation letter will be provided to the Project Officer in the format chosen by the Contracting Officer.  (A sample letter is on page 6-7 of the Instructor Guide.)  ������ EMBED Word.Picture.6  ����Instructor Note:  Describe the key instructions contained in the letter.���The Project Officer Designation letter should be checked for completeness, and to determine the specific actions the Project Officer will take with respect to a particular contract.  



The letter will direct the Project Officer to designate an alternate Project Officer who has certain limited authority in the absence of the Project Officer.  ������Explain that alternate training is required.  The Project Officer must train his or her alternate to understand what is contained in the award document, how to file related documents, what he or she can and cannot do relative to the contract, how to handle any invoices, and what can be held until the Project Officer returns.  ���



�
�ACTIONS AFTER AWARD IS MADE (Continued)

��� EMBED PowerPoint.Slide.4  ����

�ACTIONS AFTER AWARD IS MADE (Continued)

���Emphasize that individuals designated as Project Officers who subsequently depart DFOs must ensure that a new Project Officer is formally designated.  



The designation of a new Project Officer must occur when a Project Officer departs or at any time he or she is no longer able to function as a Project Officer.



Otherwise, close out of contracts, payment of invoices, and other important matters related to a contract may be difficult or impossible.  




For example, invoices may not be payable without the signature of the Project Officer, and the Government may be forced to pay interest on those unpaid invoices.�
��

�SUMMARY AND TRANSITION������

�Summarize this unit by asking if there are any questions about the role of the Project Officer in the solicitation and award phase. 



Explain that the next unit will introduce the students to the Project Officer’s responsibilities in administering contracts.�����
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