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SECTION G

CONTRACT ADMINISTRATION DATA
ARTICLE  G.1   CONTRACT ADMINISTRATION
All contract administration will be performed by the National Institutes of Health. Communications pertaining to contractual issues shall be addressed to the Contracting Officer. No changes or deviation from the Performance Work Statement shall be effected without a written modification to the contract executed by the Contracting Officer.

ARTICLE  G.2   PROJECT OFFICER
Representatives and/or designated alternates may be appointed in writing by the Contracting Officer as the Project Officer (PO) for purposes of inspection and acceptance to ensure compliance with the technical phases of the work, but will not be authorized to change any of the terms and conditions of the contract.  The PO will act in a liaison capacity to coordinate activities between the contractor and the Government as required in the performance of work under contract.

The following Project Officer (PO) will represent the Government for the purpose of this contract:

                                                                                                                                                                                                       .


(To be Completed at Time of Award)
The Government may unilaterally change the PO designation at any time.

The PO is responsible for: (1) monitoring the Contractor's technical progress, including the surveillance and assessment of performance and recommending the Contracting Officer changes in requirements; (2) interpreting the performance work statement and any other technical performance requirement; (3) performing technical evaluation as required; (4) performing technical inspections and acceptance required by this contract; and (5) assisting in the resolution of technical problems encountered during performance.

For guidance from the PO to the Contractor to be valid, it must: (1) be consistent with the description of work set forth in this contract; (2) not constitute new assignment of work or change to the expressed terms, conditions, or specifications incorporated into this contract; (3) not constitute a basis for an extension to the period of performance or contract delivery schedule; (4) not constitute a basis for any increase in the contract price or extension to the contract delivery.

The Contracting Officer is the only person with the authority to act as an agent of the Government under this contract.  Only the Contracting Officer has authority to: (1) direct or negotiate any changes in the statement of work or specifications; (2) modify or extend the period of performance; (3) change the delivery schedule; or (4) otherwise change any terms and conditions of this contract.

ARTICLE G.3    TECHNICAL DIRECTION
Work performance shall be subject to the technical direction of the Project Officer (PO). The term “technical direction” is defined to include, without limitation, the following:

(a) 
Directions to the Contractor which redirect the contract effort, such as shift work emphasis between work areas or tasks, require pursuit of certain lines of inquiry, fill in details or otherwise serve to accomplish the contractual performance work statement.

(b) 
Provision of information to the Contractor which assists in the interpretation of drawings, specifications, or technical portions of the work description.

(c) 
Review and, as required by the contract, approval of technical reports drawings, specifications, or technical information to be delivered by the Contractor to the Government.

Technical direction must be within the general scope of work stated in the contract. The PO does not have the authority to and may not issue any technical direction which (i) constitutes an assignment of additional work outside the general scope of the contract; (ii) constitutes a change as defined in the contract clause entitled “Changes”; (iii) in any manner causes and increase or decrease in the total estimated contract cost, the fixed fee or the time required for contract performance; or (iv) changes any of the expressed terms, conditions, or specifications of the contract.

All technical directions shall be issued in writing by the PO or shall be confirmed by him/her in writing within five (5) working days after issuance.

The Contractor shall proceed promptly with the performance of technical directions duly issued by the PO in the manner prescribed by this article and within his/her authority under the provisions of this article.

If, in the opinion of the Contractor, any instruction or direction issued by the PO is within one of the categories as defined in (a) through (c) above, the Contractor shall not proceed but shall notify the Contracting Officer in writing within five (5) working days after the receipt of any such instruction or direction and shall request the Contracting Officer to modify the contract accordingly. Upon receiving such notification from the Contractor, the Contracting Officer shall issue an appropriate contract modification or advise the Contractor in writing that, in his/her option, the technical direction is within the scope of this article and does not constitute a change under the Changes clause of the contract. The Contractor shall thereupon proceed immediately with the direction given. A failure of the parties to agree upon the nature of the instruction or direction or upon the contracting action to be taken with respect thereto shall be subject to the provisions of the contract clause entitled, “Disputes”.

ARTICLE  G.4   KEY PERSONNEL
The personnel specified in this contract is/are considered to be essential to the work to be performed hereunder. Prior to diverting any of the specified individuals to other programs, the Contractor shall notify the Contracting Officer reasonably in advance and shall submit justification (including proposed substitutions) in sufficient detail to permit evaluation of the impact on the program. No diversion shall be made by the Contractor without the written consent of the Contracting Officer. The Contractor must inform both the Project Officer and the Contracting of any substitutions. The contract may be amended from time to time during the course of the contract to either add or delete personnel, as appropriate.

The following individuals are considered to be essential to the work being performed hereunder:

NAME




TITLE

(To be completed at time of award)
ARTICLE  G.5   INVOICE SUBMISSION
(a)
The Service Provider shall render invoices in accordance with FAR Clause 52.232-25, Prompt Payment.  Invoice Instructions for NIH Fixed-Price Type Contracts, NIH(RC)-2, (Section J, Attachment 18) and  Invoice/Financing Request Instructions and Contract Financial Reporting for NIH Cost-Reimbursement Type Contracts, NIH (RC)-1 (Section J, Attachment 19) are attached and made a part of this contract.   The instructions and the following directions for the submission of invoice/financing request must be followed to meet the requirements of a “proper’ payment request pursuant to FAR 32.9.

An original and two (2) copies of the invoice shall be submitted  to the following designated billing offices:

(i) 
For services provided at the NIH Facilities located in Maryland and North Carolina:

National Institutes of Health

Accounts Payable Section, OFM

31 Center Drive, MSC 2045

Building 31, Room B1B39

Bethesda, Maryland 20892-2045

Telephone: 301-496-6088

(ii) 

For services provided at the NIH Facilities located in Montana:

National Institutes of Health

Rocky Mountain Laboratories

Business Office - Officer in Charge

903 South 4th Street

Hamilton, Montana  59840

Telephone: 406-363-9203

(b) 
Concurrent with submission to the above designated payment offices, the following process must be followed:

(i) 

FIXED-PRICE CLINS 1, 2, AND 3
One (1) copy of the invoice shall be sent to each of the following addresses:

National Institutes of Health

Office of Logistics and Acquisition Operations

6011 Executive Blvd., Room 529Q, MSC 7663

ATTN: Contracting Officer

Bethesda, Maryland 20892-7663

National Institutes of Health

9000 Rockville Pike

Building 31, Room 4B54

ATTN: Project Officer

Bethesda, Maryland 20892


(ii) 

COST-REIMBURSEMENT CLINS 4, 5, 6, 7, AND 8
Four (4) copies of the invoice shall be sent to:

National Institutes of Health

Office of Logistics and Acquisition Operations

6011 Executive Blvd., Room 529Q, MSC 7663

ATTN: Contracting Officer

Bethesda, Maryland 20892-7663

ARTICLE G.6   METHOD OF ORDERING
The Consignees/Ordering Officials shall sign all orders (including written confirmation of oral/telephonic orders) involving requests for supplies and/or services under this contract. Each delivery shall be accompanied by a packing slip or other evidence of delivery/performance.

The authorized designees are:

____________________________________________________________________________________

____________________________________________________________________________________                                                                                                                                                               
____________________________________________________________________________________                                                                                                                                                               
(To Be Completed at Time of Award)
The following service provider representative(s) is/are authorized to receive and accept orders placed by telephone:

Name:_______________________________________________________________________                                                                                                                                      
Telephone:___________________________________________________________________                                                                                                                               
ARTICLE G.7   INDEFINITE DELIVERY CONTRACT PAYMENT METHOD
To initiate and receive prompt payment, the Contractor shall comply with the following procedure:

(a) 
A Contract Work Assignment (W.A.) Shall be given to you at the time the W.A. is placed. The Contractor is cautioned not to accept an order unless a W.A. number is issued.

(b) 
Invoices shall be submitted as stated above in Article G.5 - Invoice Submission of this contract. Invoices shall cite the Contract Number and Work Assignment Number for each W.A. for which payment is being requested.

ARTICLE  G.8   WORK ASSIGNMENT PROCEDURES
In providing support under the contract, the Contractor shall initiate work only when so directed by a Work Assignment  (Attachment #14 provided in Section J).  Approval of a Work Assignment shall NOT constitute approval to exceed any item listed in the contract or general clauses of the contract.  Work Assignment amounts shall not exceed the total amounts listed in the contract (time, dollars, effort, consultants, travel, etc.). The Project Officer with Contracting Officer approval, is authorized to initiate Work Assignments and to sign work Assignments indicating satisfactory performance/delivery of the services/product required in each Work Assignment. The Contractor shall assure, prior to commencing work on any Work Assignment, that written approval of the Project Officer and the Contracting Officer has been obtained. A Work Assignment which does not contain both Contracting Officer and Project Officer approval signatures shall be considered invalid and costs incurred for such work shall be considered unallowable. The Contractor shall not exceed the estimated labor hours, estimated task order amount, or change the Work Assignment leader without prior written approval of the Project Officer and the Contracting Officer by modification of the Work Assignment. The day-to-day operational and administrative details of the Work Assignment system will be established by the Project Officer with input from the Contractor. The Work Assignment system will operate within the following general guidelines:

(a) 
Work Assignment  (W.A.) Information
(1) 
All work to be assigned under this contract shall relate directly to one or more of the work areas listed in the Performance Work Statement (PWS).

(2) 
Each W.A. shall be written for the conduct of a specific, finite task.

(3) 
Each new W.A. shall be numbered serially beginning with 01.  Work Assignment numbers will be assigned by the Contracting Officer.

(4) 
Each W.A. shall be completed on the form entitled “Contract Work Assignment” and listed as an Attachment #14 in Section J of this contract.

(b) 
Initiation of a W.A.
(1) 
The Project Officer will initiate PART I of the W.A.

(2) 
The Contractor shall complete PART II and obtain the appropriate signature. The Contractor shall forward the proposed W.A. to the Project Officer.

(3) 
Upon receipt of the proposed W.A. and after determining that the proposed W.A. is acceptable, the Project Officer will sign Part II to indicate recommendation for approval and forward to the Contracting Officer.

(4) 
Upon receipt, the Contracting Officer will review the proposed W.A.

(a) 
 If approved, the Contracting Officer will sign PART II to indicate approval and will forward the approval to the Contractor with a copy to the Project Officer.

(b) 
If not approved, the Contracting Officer will notify the Project Officer, stating the reason(s) for disapproval.

(5) 
After receipt of the approved W.A., the Contractor shall begin work.  The period of performance shall never precede the Contracting Officer Approval Date. 

(c) 
Modification to a W.A.
(1) 
Each amendment to an existing order shall contain the original W.A. number and shall designate a modification number.  Modification numbers for each W.A. shall be serially numbered beginning with 01 (for example, Work Assignment 01, Modification No. 01).

(2) 
Each W.A. modification shall set forth in specific detail which portion(s) of the W.A. is to be modified. All Cost/Labor modifications shall be in the following format:

Authorized

    This


Revised

  To Date   

Modification

Estimate
Labor Hours

Cost Elements

   (List Each Element)

(d) 
Conclusion of a W.A.
(1) 
For each W.A. performed, the Contractor shall prepare PART III of the W.A. for submission to the Contracting Officer.

(2) 
This PART III submission shall include all actual information (cost, effort, and deliverables) relative to the W.A.

(3) 
PART III of the W.A. shall be submitted as soon as possible and not to exceed three (3) months after the closing date of the W.A.  For those Work Assignments which expire within three (3) months prior to the contract expiration date, PART III of the W.A. shall be submitted on the final contract day.

(4) 
After verification that all work is complete and deliverables have been received and accepted, the PO will sign PART III of the W.A. to indicate recommendation for approval and forward the W.A. to the Contracting Officer.

(5) 
After verification that the W.A. has been satisfactorily completed, the Contracting Officer will approve completion of the W.A. by signing PART III of the W.A. and forward to the Contractor.

ARTICLE G.9   GOVERNMENT PROPERTY
If this RFP will result in the acquisition or use of Government Property provided by the contracting agency or if the Contracting Officer authorizes in the preaward negotiation process, the acquisition of property (other than real property), this ARTICLE will include applicable provisions and incorporate the DHHS Publication (OS) 686, entitled, ‘Contractor’s Guide for Control of Government Property’, (1990), which can be found at http://knownet.hhs.gov/log/contractorsguide.htm
ARTICLE  G.10   CONTRACT FINANCIAL REPORT
(a) 
Financial Report of Individual Project/Contract, shall be submitted by the Contractor in accordance with the attached Form NIH 2706, Instructions, which accompany the form, in an original and three copies, not later than the 30th working day after the close of the reporting period. The line entries for subdivisions of work and elements of cost (expenditure categories) which shall be reported within the total contract are listed in paragraph (e) below. Subsequent changes and/or additions in the line entries shall be made in writing.

(b) 
Unless otherwise stated in that part of the NIH 2706, Instructions, entitled, “PREPARATION INSTRUCTIONS,” Instructions”, all columns A through J, shall be completed for each report submitted.

(c) 
The first financial report shall cover the period consisting of the (FIRST FULL CALENDAR MONTH/FIRST FULL THREE CALENDAR MONTHS) following the date of the contract, in addition to any fractional part of the initial month. Thereafter, reports will be on a quarterly basis.

(d) 
The Contracting Officer may require the Contractor to submit detailed support for costs contained in one or more interim financial reports. This clause does not supersede the record retention requirements in FAR Part 4.7.

(e) 
The following are examples of expenditure categories to be reported:

Expenditure Category



Percentage of

          A          



Effort/Hours
(1) 
Direct Labor

(a)  Principal Investigator

(b)  Co-Principal Investigator

(c)  Key Personnel

(i)

(ii)

(iii)

(2) 
Other Professional Personnel

(3) 
Personnel - Other

(4) 
Fringe Benefits

(5) 
Accountable Personal Property

(6) 
Materials/Supplies

(7) 
Travel

(8) 
Consultant Costs

(9) 
Premium Pay

(10) 
Computer Costs

(11) 
Subcontract Costs

(12) 
Other Direct Costs

(13) 
Indirect Costs

(14) 
G&A Expense

(15) 
Total Cost

(16) 
Fixed Fee

(17) 
Total Cost Plus Fixed Fee

(f) 
The Government may unilaterally revise the NIH 2706 to reflect the allotment of additional funds.

ARTICLE  G.11   INDIRECT COST RATES
(a) 
In accordance with Federal Acquisition Regulation (FAR) (48 CFR Chapter 1) Clause 52.216-7(d)(2), Allowable Cost and Payment incorporated by reference in this contract in Part II, Section I, the cognizant Contracting Officer representative responsible for negotiating provisional and/or final indirect cost rates is identified as follows:

National Institutes of Health

Office of Acquisition Management and Policy

Chief, Division of Financial Advisory Services

6100 Executive Blvd., Room 6B05, MSC 7540

Bethesda, Maryland 20892-7540

(b)
These rates are hereby incorporated without further action of the Contracting Officer.

ARTICLE  G.12   POST AWARD EVALUATION OF CONTRACTOR PERFORMANCE
(a) 
Contractor Performance Evaluations
Interim and final evaluations of contractor performance will be prepared on this contract in accordance with FAR Subpart 42.15.  A final performance evaluation will be prepared at the time of completion of work.  In addition to the final evaluation, interim evaluations will be prepared annually to coincide with the anniversary date of the contract.

Interim and final evaluations will be provided to the Contractor as soon as practicable after completion of the evaluation.  The Contractor will be permitted thirty days to review the document and to submit additional information or a rebutting statement.  Any disagreement between the parties regarding an evaluation will be referred to an individual one level above the Contracting Officer, whose decision will be final.

Copies of the evaluations, Contractor responses, and review comments, if any, will be retained as part of the contract file, and may be used to support future award decisions.

(b) 
Electronic Access to Contractor Performance Evaluations
Contractors that have Internet capability may access evaluations through a secure Web site for review and comment by completing the registration form that can be obtained at the following address:   http://ocm.od.nih.gov/cdmp/cps_contractor.htm
The registration process requires the contractor to identify an individual that will serve as a primary contact and who will be authorized access to the evaluation for review and comment.  In addition, the Contractor will be required to identify an alternate contact who will be responsible for notifying the cognizant contracting official in the event the primary contact is unavailable to process the evaluation within the required 30-day time frame.
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