FAA Procurement Toolbox Guidance


Change Transmittal - December 1998  





This transmits and summarizes changes to FAA Procurement Toolbox Guidance.  A summary of changes is as follows:





Revised 








T3.10-1 Rev 2 Contract Administration





Paragraph 3 was substantially rewritten to address the process for assigning technical contract administration support to the contracting officer by COTRs, COR’s or RE’s.  The section also addresses authority issues the contracting officer should consider in making the delegating authority to the COTRs, CORs and REs.  It identifies a process for delegating authority to the technical representative or changing the technical representative, as well as the parameters for the authority of the technical representative, This paragraph is augmented by sample documents that implement the process as described in "8" below.





2.	Paragraph 5 adds a reminder to contracting officers that excess property furnished to contractors is subject to property requirements of T3.10.3





Paragraph 6 reorganizes and clarifies requirements for modifications.  It lays out general principles relevant to unilateral, bilateral or period-extension modifications.  It also addresses obligations of the parties, emphasizing  the contracting officer's obligation to effect a signed, written, bilateral contract modification following an oral agreement.  Unilateral contract extensions and contract extensions after contract expiration are eliminated.





4.	Paragraph 7 regarding stop work and suspending work was expanded to clarify the suspension or stop work process.  The process described correlates to the Stop Work and Suspension of Work clauses and more clearly enunciates the differences in the applicability of the two mechanisms available to the FAA to interrupt the contractor's work.  (This was previously Paragraph 4 in Revision 1.)





5.	Paragraph 8 substantially expands and clarifies the current guidance on novation or change of name actions.  It provides a comprehensive set of instructions, including sample documents in the Appendix, to facilitate a legally sufficient novation or change of name.


References were made throughout the document to sample documents that were added to the Appendix.  





7.	Paragraph 9 addresses converting contracts from FAR to AMS.


8.	Paragraph 10 of Revision 1 – Contractor Performance Measures was deleted from T3.10.  The subject matter “Past Performance” was relocated and expanded into T3.2.2 Source Selection.





9.	Appendix provides the following sample documents developed to provide procurement personnel models that may be used for a variety of procurement activities.  The documents are comprehensive in scope and may be tailored by the COs as needed to accommodate specific situations.  A contract file checklist is included in the samples to provide a tool for COs to use both for organizing the file contents and as a reminder of actions to be undertaken in a procurement.  The checklist is cross referenced to the specific part of the AMS or guidance that generates the requirement.





		SAMPLE DOCUMENTS





Contracting Officer’s Technical Representative Delegation Memorandum





Resident Engineer Delegation Memorandum





COTR/COR/RE Revocation Memorandum





COTR/COR/RE Redelegation Memorandum





		Contractor Notice of COTR/COR/RE Redelegation





		Stop Work Order





		Novation Agreement





Change of Name Agreements





		Checklist for Contract Files





		Contract File Completion Statement.





B.  Added 





C.  Deleted 





D.  Disposition





The following changes have been made in FAST Procurement Toolbox:





Deleted					Replaced with


T3.10-1 Rev 1 Contract Administration 	T3.10-1 Rev 2 Contract Administration


