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CHAPTER I

INTRODUCTION

The U.S. Environmental Protection Agency (EPA) has established a
contracting network of Emergency Response Cleanup Services (ERCS) contractors
to support the Superfund removal program. The ERCS contracts are used to
procure services necessary to respond to emergencies arising from hazardous
substance releases or threats of releases, including emergencies associated

with releases at "known" hazardous substance sites.

The purpose of this users' manual is to establish a standard set of
operating and management procedures to assist EPA Headquarters and Regional
personnel, and personnel from other PFederal agencies (e.g., U.S. Coast Guard)
authorized to use the ERCS contracts, in using the contracts efficiently and
effectively. 1In addition, the users' manual discusses coordinating the use of
the ERCS contracts with other entities involved with the Superfund program
(e.g., the Superfund remedial program and interactions with state and local

governments).

In addition to providing a reference for using the ERCS contracts, the
manual can be used to train and/or inform parties who regularly interact with
or who are interested in the BERCS program including:

S

. Existing or new EPA or other Pederal personnel responsible for
management of the ERCS contracts

. EPA personnel from other parts of the Superfund program (e.q.,
remedial, enforcement, state coordination, community relations,

financial management)

. Federal, state and local officials and their contractors.

The remainaer of the introduction describes the structure of the manual and

briefly diacusses instructions for its use.

I-1 :
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l. STRUCTURE OF THE USERS' MANUAL . .

The users' manual places into perspective the key relationships among the
basic components required to manage and implement a removal action through use
of services (e.g., personnel, equipment, and materials) provided under each of
the ERCS contracts. A summary of the contract management components required
is illustrated in Exhibit I-l1. The users' manual has been organized around
these components. A brief description of the contents of each of the chapters
is provided below:

Chapter II -- Scope and_ Provisions of the Cleanup Services Contracts
describes general contract background information; ' the terms and

conditions of the contracts and contractor requirements; the contract

Statement of Work; and contractor resources and responsibilities.

Chapter III -- ERCS Contract Management: Roles and Responsibilities

highlights the organization and key management roles, responsibil;i.ties,
and interactions of Pederal and contractor personnel (e.g., Project ‘
Officer, Contracting Officer, Deputy Project "Officers, ©0SCs, and

contractor Program and Reséonse Managers).

Chapter IV -- Procedures for Initiating Contractor Response Services

discusses contractor selection criteria, the preparation and processing of
Delivery Orders, Delivery Order modifications, Stop Work Orders, and
Project Site Files, and includes detailed instructions for the completion

of all required forms.

Chapter V -~ Project Monitoring and Financial Management emphasizes the
procedures for monitoring services performed by the contractor and
certifying invoices submitted for payment, including daily project
tracking and reporting requirements of the OSC and contractor. ‘

Chapter VI -- ERCS Zone Contracts Performance Incentive Plan describes
the procedures and criteria to be used by 0SCs, Ordering Officers, Deputy
Project Officers, and EPA Headquarters personnel in evaluating and ‘

nominating, as warranted, contractor performance for incentive awards.

I-2
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‘ EXHIBIT I-1

Contract Management Components
And Users' Manual Organization

CHAPTER i
ERCS CONTRACT MANAGEMENT:
ROLES AND RESPONSIBILITIES

AOLES & RESPONSIBLITIES
OF FEDERAL & CONTRACTOR PERSONNEL

CHAPTER 1l
SCOPE AND PROVISIONS OF
THE CLEANUP SERVICES CONTRACTS

CHAPTER IV
PROCEDURES FOR
INITIATING CONTRACTOR
RESPONSE SERVICES

CHAPTER VI

ERCS ZONE
CONTRACTS PERFORMANCE
INCENTIVE PLAN

CHAPTER V
PROJECT MONITORING
AND FINANCIAL MANAGEMENT
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Chapter VII ~-- Interactions With Other EPA Superfund Program Contractors
and Federal, State and Local Agencies briefly summarizes the functions of
other Superfund contracts; the situations in which the ERCS contractors
may interact with other Superfund contractors or military or civilian
entities; and basic guidelines to follow to help coordinate their

interactions.

. The last chapter (Chapter VII) is included as a reference for ERCS
contracts users for coordinating their efforts with other EPA offices or
divisions and other agencies involved with the Superfund program. However,
the chapter does not discuss specific procedures concerning Superfund
programmatic requirements (e.g., procedures for 0SCs to follow in requesting
funding authorization from EPA Headquarters). For more detail on these
subjects, users should consult current guidance documents specific to those
areas. Suggested references available as of this printing are listed in the

bibliography.

2. USING THE MANUAL

The ERCS contracting network consists of two groups of contractors: four
(4) ERCS zone contracts, and several separate ERCS Regional contracts
("Mini-ERCS"). The types of cleanup services both groups of contractors are
required to provide are essentially identical. Bowever, differences between
the two groups of ERCS contracts do exist, particularly with respect to
quantities of contractor resources, geographical coverage, and response~time
requirements. Similarities and differences between the two groups of
contractors are highlighted in Chapter II. The management and operating
procedures described in the following chapters of the manual are applicable to
the use of contractors from either group. Vuriations‘in procedures used for a

specific group are noted appropriately.

The information contained in the manual has been organized to permit OSCs,
DPOs, ERCS contractor personnel and other Superfund contractors involved with
the removal program (e.g., TAT contractors) to have easy access to specific

I-4
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procedures pertaining to ERCS contract management. Each chapter is separated
by a tab labeled with the area of contract management covered in the chapter.
Pollowing the tab is a table of contents indicating the pages where detailed
discussions of specific procedures and forms can be found in the chapter. The
loose leaf format will facilitate updating and will enable users to supplement
the text with notes and pertinent references appropriate 'to their own

activities.

The remainder of this manual describes the procedures to be followed by
Pederal personnel in using the ERCS contracts. The first topic, "Scope and
Provisions of the Cleanup Services Contract," highlights the services that can

be obtained through the ERCS contracts, and contractor resources, requirements

and responsibilities.

I-5



OSWER Directive 9242.2-1A

CHAPTER 11

SCOPE AND PROVISIONS OF THE CLERANUP SERVICES CONTRACTS
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CHAPTER II
SCOPE AND PROVISIONS OF THE CLEANUP
SERVICES CONTRACTS

The U.S. Environmental Protection Agency (EPA) and the U.S. Coast Guaré
(USCG) have management responsibility for all Pederally-funded emergency
cleanup operations at oil and hazardous substances releases. To provide
implementation support to EPA and USCG, the Agency employs an Emergency
Response Cleanup Services (ERCS) contracting network which consists of two
groups of contracts: four (4) ERCS zone contracts, and several separate ERCS
Regional contracts.* These two groups of contracts are similar in terms of
the types of services provided by each, but differ with respect to quantities
of contract resources, geographical coverage, and response-time requirements.
The ERCS contracts replaced the Interim Emergency Procurement Procedures under
which removals had been conducted.

As illustrated in ‘'Exhibit 1II~l, this chapter describes. pertinent
background information, and the technical scope -of services, resources, and
requirements of the contracts awarded under the ERCS contracting network.
Similarities and differences between the two groups of ERCS contracts are

described in the following section.

l. CONTRACT BACKGROUND INFORMATION

The following sections highlight background information applicable to
contracts awarded under the ERCS contracting network and include discussions
of the types of contracts, periods of performance, and other general
descriptive information pertaining to the contracts.

* The ERCS Regional contracts are also known as Mini-ERCS.

I11-2
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ERCS Contracting Network at a Glance

ERCS
CONTRACTING
NETWORK
. REGIONAL
ZONE CONTRACTS c AGTS
4 GEOGRAPHIC ZONES
CONTRACTS TO PROVIDE
1- REGIONS 1- I ADDF . A
2- REGION IV CAPACITY AT SPECIFIC
3-REGIONV oA
4-REGIONS VI - X TIONS
TECHNICAL SCOPE!'

+ CONTAINMENT & COUNTERMEASURES

« CLEANUP, MITIGATION, DISPOSAL

« ANALYTICAL SERVICES

« SITE RESTORATION

REQUIREMENTS/
RESOURCES RESPONSIBILITIES
* ZONE MANAGEMENT
+ ZONE CALL CENTERS :
+ RESPONSE-TIME LIMITS : RESPC::GSEMANAGEJENT
| gnsoma. EOUIPMEST *» HEALTH & SAFETY
MATERIALS . QUALITY ASSURANCE
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ERCS Zone Contracts

Type of Contract

An indefinite quantity, fixed rate, Delivery Order contract has
been awarded to provide emergency response cleanup services for each

of the following four zones:

Zone 1 - EPA Regions I - III

Zone 2 - EPA Region 1V -
Zone 3 - EPA Region V
Zone 4 - EPA Region VI - X,

This type of contract provides for the furnishing of an indefinite
quantity, within statedx limits, of specific services, equipment and
materials during the contract period. The delivery of cleanup
services will be scheduled by the placement of orders to the
contractors. In order to retain and manage the distribution of
cleanup personnel, eqixipment and materials required, each contract
also provides for a managément effort that will be performed on a

cost-plus-fixed~fee basis.

Bach contract provides that the Government will order a stated
minimum quantity of services, and that the contractor will furnish
the minimum and any additional quantities, not to exceed a stated
maximum., The minimum amounts represent the Government's obligation,
and are in addition to estimated costs and fees negotiated for the
management effort associated with each contract. They are also in
addition to the amounts included in the Performance Incentive Pool
for each zone (discussed in Chapter VI). )

Period of Performance

The base period for each ERCS zone contract is one year from the
effective date, with options to extend the contract term for two

additional years.

rer_4
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Zone Crossover

An ERCS zone contractor may be used to support Pederal OSCs in a
zone other than the contractor's assigned geographical zone. Zone
crossovers may occur in situations such as the following:

N The contractor has an actual, potential, or apparent

conflict of interest in conducting a specific removal action

The stated maximum quantity of services from a specific

zone contractor has already been ordered

. The Government determines that it is in its best interest

to use the services of an alternate zone contractor.

Any use of one contractor by an EPA Region in another zone must be
coordinated by the appropriate ERCS DPOs, Project Officer, and
Contracting Officer (See Chapter 1V, Section 1.5, for zone crossover

procedures) .*

1.2 ERCS Regional Contracts ("Mini-ERCS")

The Agency also has awarded several separate ERCS contracts to
provide the Regions with additional contractor. resources to conduct
removal actions. Like the zone contracts, the ERCS Regional contracts are
indefinite quantity, fixed rate, Delivery Order contracts, and each ERCS
Regional contractor is responsible for both response-related and program-
management-related services (e.g., contractor response preparedness).
Moreover, the contract Statements of Work for the zone contracts and

Regional contracts are essentially identical. The primary

With the award of several ERCS Regional contracts to provide additional
quantities of contractor . resources within a zone, there probably will be
no need for zone crossover. However, the zone crossover provision will
stay in effect throughout the period of performance of the zone contracts
as a safeguard against response resource shortages within zones.

II-5
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differences between the two groups of contracts are with respect to
quantities of contractor resources, geographical coverage, and response

time requirements.

Differences or 1limitations of the ERCS Regional contracts* as

compared to the ERCS zone contracts include:

. Quantities of resources available provide a more 1limited
response capacity {

. Required geographical coverage of response services is localized
with respect to EPA Regions

o Required response time limits vary
. Services for oil spill response are not available under Mini-ERCS

. Performance incentive pool ptovisions may not be included for

all Regional contracts.

The remainder of the chapter highlights contractor services, resources and
requirements applicable to both zone and Regional ERCS contracts.
However, the reader should keep in mind the differences in the scope and
provisions of the two groups of ERCS contracts as cited above.

CONTRACT SERVICES, RESOURCES AND REQUIRBRMENTS

The following sections describe the required contractor resources for

cleanup and response related services and for program management related

services.

It is expected that all ERCS contractors will be used to conduct removal

actions. Guidance on the selection of ERCS contractors is presented in
Chapter IV.

II-6
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2.1 Cleanup and Response Related Services

Bach ERCS contractor is required to provide all personnel, equipment,
and materials to conduct removals in response to oil or hazardous
substances releases within specific time limits and according to the
statement of work contained in a Delivery Order. (Responses to oil
releases normally will be conducted under the USCG's Basic Ordering
Agreement [BOA] contracting system for implementing responses under
Section 311 of the CWA). Under the direction of the 0SC, the contractor
nu;t provide any services that may be':equired to mitigate or eliminate
any hazard or damage to the environment resulting from such releases. The
contractor will not <conduct engineering studies, however, unless
authorized to do so by the ERCS Contracting Officer (CO). The sections
below describe the technical scope of services and contractor resources

and responsibilities each ERCS contractor is required to fulfill.

Technical Scope of Services

The ERCS contractor may be requested to perform the following
types of activities in completing a removal action:*

. Containment and Countermeasures -- The contractor will be
required to take the necessary defensive actions at a spill
or release site to contain the pollutant in order to
prbtect public health and welfare and the environment.
Exhibit II-2 lists typical defensive actions that might be

taken in response to a release.

. Cleanup, Mitigation_and Disposal -- Physical collection and
temporary storage of pollutants may be undertaken

following, ‘or in 1lieu of, treatment action. Example
collection methods are listed in Exhibit II-2. Actions to

The EBRCS zone contract Statement of Work is included in Appendix A.
' 1I-7
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EXHIBIT II-2
REPRESENTATIVE CLEANUP ACTIVITIES AT ERCS RESPONSES

Defensive Actions to Protect Public Health and the Environment

. Sampling and analysis to determine the source and spread of the
pollutant and disposal options

. Containing the release at its source and preventing further acute
flow of the pollutant

. Controlling the source of discharge

. Restraining the spread of the pollutant by the use of chemicals

. Placing physical barriers to deter the spread of the pollutant
. Constructing slurry trenches

. Placing diversionary booms

. Moving earth

. Bandling drums

. Containerizing pollutants

. Diverting gt:eams

. Keeping wildlife away from polluted areas

. Controlling upstream water discharge ‘

II-8
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EXHIBIT II~2 (continued)}
L
Providing temporary alternative drinking water supplies
Providing temporary housing for evacuees

Providing traffic and crowd controls

Providing security '

Executing damage control or salvage operations.

Collection and Temporary Storage

Recovery

Flushing contaminants from the area, followed by collection

holding

-

Skimming materials from the surface of water

washing soils; collecting and storing recovered material
Pumping contaminated groundwater, with subsequent storage
Segregating waste chemicals at uncontrolled hazardous waste sites.

of Pollutant from Affected Media

Using chemicals for flocculation, coagulation, neutralization

separation

' Using biological treating agents

Treating affected water and soil physically and chemically

and

and

Using specialized equipment, such as mobile carbon treatment systems

II-9
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BXHIBIT II-2 (continued)
Aerating affected media to selectiyely release volatile components
Fixing and treating the polluted media in place
Salvaging or destroying vessels

Decontaminating or destroying contaminated equipment and facilities.

II~-10
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recover a pollutant from affected media include the use of
chemicals for flocculation, coagulation, neutralization and
separation as well as other methods listed in the exhibit.
Following removal and temporary storage, any contaminated
material must be disposed of in accordance with all
appropriate Federal, state and local regulations. The 0SC
must consult "Procedures for Planning and Implementing
Off-Site Response Actions,” May 6, 1985 (Memorandum from
Jack McGraw, Acting Assistant Administrator, to Regional
Administrators, Regions I-X). The OSC has the option to
accomplish disposal through this contract or through other
contractual mechanisms at his discretion. The contractor
is responsible for obtaining all necessary transportation
and disposal permits.

. Restoration =-- The contractor is required to repair or
replace material damaged during the removal and to restore
the damaged environment to as near pre-emergency conditions
as possible. BExamples of such actions include: regrading,

- soil replacement, reseeding or replanting, and restocking
fish and wildlife.

. Analytical -- Sample collection, storage, transportation,
analysis and dispcsal are to be provided on a quick
response basis (24 hours or less). On-site and off-site
analytical activities are required to provide chemical and
physical analyses, including but not limited to on-site
compatibility testing, pH, flash point, oxidation/
reduction, organic vapor analysis, TOC sulfide and TOC
phenols. '

Contractor Resources

The BRCS contractor is required to provide all personnel,
" equipment and materials necessary to conduct removals of oil and

II-11
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j
hazardous substances. Hours or quantities of personnel, equipment,
and materials will be ordered as required to implement site-specific
removals. Personnel, equipment, and materials must be made available
to any location within the time limits established for each zone.

. Staffing Requirements ~- A list of types of personnel (by

discipline) that the contractor is required to provide is
shown in Exhibit II-3. The fixed rates for different labor
categories for the first year of the contract will "be
provided to ERCS contracts' users as the contracts are

awarded.

. Equipment and Material Requirements -~ Rapid response and
non-rapid response equipment and material types which the

contractor must provide within required time frames should
be specified in the Delivery Order.

Pixed ordering and billing rates for equipment and materials
shown in the exhibit will be provided as the contracts are awarded.

These rates will be used for projecting costs of removals.

Contractor Responsibilities

. Required Response Times -~ Ra’pid response time personnel,
equipment, and nmaterials must be made available by the

contractor to any zone location within the response time
limits specified in the Delivery Order. Depending upon the
location, the required response time varies. Requirements
for peraonnel, standby equipment and urgent responses are

as follows:

II-12



OSWER Directive 9242.2-1A

BXHIBIT II-3 .
ERCS ZONE CONTRACTOR PROFESSIONAL AND TECHNICAL PERSONNEL REQUIREMENTS

Professional

Supervisor (Response Manager)
Engineer, Chemical
Chenist, Organic

. Industrial Hygienist/Safety Engineer
Hydrogeologist

Technician

Foreman (2) (hazardous waste response)
Cleanup Technician (2) (hazardous waste response)
Laborers '

Equipment Operator (2)

Truck Driver

Lab Technician (2)

Welder

Blectrician

Mechanic

Carpenter

Explosives Specialist

Security Guard

Field Clerk/Typist
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Personnel -- The contractor is required to provide
personnel who can respond to emergencies within the
specified response time limits. These personnel may
either be full-time or part-time contractor employees

or provided through subcontracting arrangements.

Standby Equipment «-- Prom time to time, certain
equipment may be ordered by the OSC to be available

onsite while not actually in use. Such standby
periods normally will not exceed fourteen consecutive
calendar days. The contractor agrees to make
available at specified standby rates the equipment so
ordered, with the understanding that the maximum
fourteen day period may not be extended except by
mutual written agreement between the contractor and

the Contracting Officer.

Urgent Requirements -~ In the event of a need for
immediate services in less time than that provided by

the contract, the Government has the right to make
other arrangements for those services until such time
as the ERCS contractor can arrive on scene and take
responsibility for the cleanup. In such a situation,
the Ordering Officer should contact the ERCS
contractor by telephone to determine how fast a
response can be made. Regardless of whether the ERCS
contractor indicates that he can respond in less than
the minimum required time, if the response time
offered by the contractor does not meet the needs of
the Government, the Ordering Officer has the
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authority to contract with another party to perform the
initial services determined necessary to mitigate a threat
to the public health and welfare.* When ERCS contractor
personnel arrive on scene, arrangements are to be made with
the OSC for an orderly transition of responsibility. The
BRCS contractor may elect to subcontract any or all of the
remainder of the cleanup services at that site to the party

that has already commenced the work.

Response Management =-- The Response Manager is the

contractor's point of contact for the OSC. He is
responsible for managing and executing all cleanup
activities in exact accordance with the‘.specifications of
the Delivery Order and the technical guidance of the 0SC.
The Response Manager is to be on scene daily during a
response action, maintaining close coordination with the
0SC or other designated official. He will conduct on-scene
surveys with the OSC to assist in developing detailed work
plans, and will provide administrative support, supervision
and management of <cleanup personnel, equipment and

‘materials provided on scene. He i8 to report any problems

encountered in executing cleanup agtivities and take
corrective action when performance is not acceptable to the
0sC.

Procedures for procuring contractors in urgent situations are described in

EPA publication entitled EPA _Superfund Emergency Contracting

Procedures, October 9, 1985,
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In addition, the Response Manager must:

1

- Provide the 0SC with a detailed accounting of all
costs incurred at a specific site in a format and

frequency specified in the Delivery Order

- See that pollutant storage, transportation, treatment
and disposal meet all safety and environmental laws

and regqulations.

Health and Safety ~- As identified in section 300.38 of the
National Oil and Hazardous Substance Contingency Plan (40
CFR 300), the 0OSC and the contractor must ensure on-site
worker health and safety during a response action. BHealth

and safety responsibilities include:

- Cognizance of potential threats to human health and
safety

- Application of proper precautions, procedures,
equipment and training

- Application of all appropriate OSHA requirements and
other guidance

- Development of site safety plans

- Notification to all ERCS personnel of any known

dangers associated with a particular task.

The ERCS contractor will conduct on-site oéerations under
the guidelines of a company health and safety program
which, at a minimum, complies with all Pederal, state and
local statutes, regulations and ordinances regarding health

. 1I-16



E et —— . 2

OSWER Directive 9242.2-1A

and safety. Standards that exceed those mandated by the
Pederal Government can be required by the contractor.
However, the additional costs of such standards are to be

borne by the contractor.

Quality Assurance — In addition to the contractor's
Quality Assurance {(QA) Program Plan detailing the
contractor's commitment to ensuring that all environmental
monitoring data are of known quality, a QA project plan may
be requested by the OSC to be prepared for an individual
response action. The plan will include the following: QA
program organization and responsibility, sampling

procedures, sample preservation procedures, sample custody,

calibration procedures, analytical procedures, internal

quality control checks and frequency, documentation, and
other factors that may affect the known quality of

environmental data.

- .

2.2 Program Management Activities

Bach ERCS contractor 18 required to establish an

organization

consisting of a Program Manager and as-needed Response Managers. The

Program Manager will maintain a network of cleanup personnel, equipment
and materials and supervise contractor Response Managers. Contract
management is described in Chapter III. The resources and

responsibilities required by the BERCS zone contracts
management are discussed below.

Zone Contractor Resources

for program

The contractor's Program Manager is the point of contact for
coordination with the EPA Headquarters Project Officer (PO), Regional

Deputy Project Officers (DPOs) and Contracting Officer.

The Program

Manager receives, manages and implements all Delivery Orders. The
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coordination between EPA officials and the <contractor's 2zone

management organization and specific responsibilities of the Program
Manager are discussed in Chapter III.

The contractor must provide all necessary administrative,
clerical and supervisory personnel to ensure that responses are
conducted in accordance with Delivery Order specifications.

Contractor Responsibilities

The ERCS contractors are required to provide the following

management related services:

. Providing Immediate Access to Emergency Response Cleanup -

Services* -— The BRCS contractor is responsible for
operating a Zl-ﬂour, 7-day-a-week call center to provide
EPA with access to emergency response cleanup services at
all times. -

. Maintaining Response Capability -—~ The ERCS contract
requires that the contractor provide, either from his own

staff or subcontractors, personnel wha are on alert to
respond tO any emergency response requirement within
certain specified time limits. He must maintain an
equipment and materials inventory and adequate staffing to
ensure that response time requirements can be met.

. Training Contractor Personnel -~ The ERCS contractor is

responsible for providing contractor personnel trained in
the skills required for responding to emergencies resulting
from o0il and hazardous substances releases (e.g., personal

safety equipment and proper decontamination procedures).

Required only for BERCS zone contracts.
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All contractor personnel must be fully trained by the

contractor before performing ahy services on scene.

Accepting and Implementing Delivery Orders -— Delivery

Orders for cleanup services are to be 1issuyed to the
contractor Program Manager (or designee), on a fixed rate,
indefinite Gquantity basis, with time and materials
provisions. In the event of an emergency, an oral order
may be issued by the Ordering Officer, to be confirmed
within 48 hours by a written Delivery Order. Procedures
for initiating conttacto; response services are described
in detail in Chapter 1IV.

. Subcontracting =-- The contractor is required to

competitively subcontract all transportation and ultimate

storage or disposal of oil and hazardous substances at a

‘ \ RCRA-permitted disposal facility, unless the Contracting
! Officer gives prior written approval that competition is
. not required (e.g., no other facilities are available

within the necessary time). One .p:ime contractor who is

performing removal work may use another prime contractor in

that 2zone as a subcontractor for transportation and/or

disposal on that response, provided that full and open

competition is obtained. The OSC and contractor Response

Manager are responsible for identifying the |Dbasic

requirements for services and for developing a list of
potential sources. With the approval of the O0SC, the
contractor is responsible for obtaining the subcontractor,
including: developing the bid package; soliciting bids;
and evaluating proposals.
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. Cost control and recordkeeping -- During removal actions,

the ERCS contractor Program Manager and Response Manager
will coordinate with the 0SCs to implement procedures for
managing the site operations and effectively monitoring the
costs. This managément system must ensure the efficient
use of public monies and enable all removal costs to be
measured against contractual and statutory ceilings. The
system used by the contractor should be compatible with the
procedures for monitoring project performance and financial

managenent described in Chapter V.

. Quality Assurance Requirements (QA) -- The ERCS contractor

is required to institute a quality assurance program that
will ensure that environmental monitoring data of known
quality are provided. The OSC may request the contractor
to develop, implement and manage a quality assurance
project plan for each separate cleanup action, ensuring .
that all quality assurance requirements, including zone or
Region-specific requirements, are met. "Inte:im Guidelines
and Specifications for Preparing Quality Assurance Project
Plans” (QAMS-005/80) contains detailed information on
EPA's quality assurance program and can be obtained from
the Office of Monitoring Systems and Quality Assurance.

. Personnel Protection -- The 0SC is responsible for assuring
the safety of all individuals on site at all times. The
:qquited level of protection as specified by the OSC is to
be followed by the contractor. Exhibit II-4 specifies the
definitions of each level of protection. The OSC's

determination of the required 1level of protection is
considered final. Where the contractor ‘is required to
develop a specific site safety plan as part of a Delivery
Order, the plan is to be submitted to the OSC for review
and approval prior to commencing work. Where a site ‘
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Bxhibit II-4 .
PROTECTIVE EQUIPMENT TYPES, BY LEVELS

LEVEL A PERSONAL PROTECTIVE EQUIPMENT

Pressure-demand, self-contained breathing apparatus (MSHA/NIOSH approved)
Pully encapsulating chemical-resistant suit

Coveralls*

Undervear, long cotton underwear*

Gloves (outer), chemical-resistant

Gloves (inner), chemical-resistant

Boots, chemical-resistant, steel toe and shank. (Depending on suit boot,

worn over or under suit boot)
Hard hat* (under suit)

Disposable protective suit, gloves, and boots* (Worn over fully

encapsulating suit)

2-way radio communications

LEVEL B PERSONAL PROTECTIVE EQUIPMENT

Pressure-demand, self-contained breathing apparatus (MSHA/NIOSH approved)

*

Optional
I1-21
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BEXHIBIT II-4 (continued)

Chemical-resistant clothing (overallé and long sleeved jacket; coveralls;

hooded, one- or two-piece chemical-splash suit;

chemical-resistant coveralls)

Coveralls*

Gloves (outer) chemical-resistant

Gloves (inner) chemical-resistant

Boots (outer) cheﬁical-resistant, steel toe and shank
Boots (outer) chemical-resistant (disposable)*

Hard hat (face shield)*

2-way radio communications (intrinsically safe)

-

LEVEL C PERSONAL PROTECTIVE EQUIPMENT

Full~-face, air purifying respirator (MSHA/NIOSH approved)
Chemical-resistant clothing (one-piece coverall; hooded,
chemical splash suit; chemical-resistant hood and apron;
chemical-resistant coveralls)

Coveralls*

Gloves (outer), chemical-resistant

Gloves (inner), chemical-resistant

Optional .
11-22
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EXHIBIT 1I-4 (continued)
- Boots, steel toe and shank, chemical-rgsistant
- Boots (outer), chemical-resistant (disposable)*
- Hard hat (face shield)*
= Escape mask®*
- 2-way radio communications (1ntrinsicall; safe)

LEVEL D PERSONAL PROTECTIVE EQUIPMENT

Coveralls

= Gloves*

- Boots/shoes, safety or chemical-resistant steel toe and shank
- éoota (outer), chemical-resistant, disposable*

= Safety glasses or chemical splash goggles*

- Hard Hat (face shield)*

- Bscape mask*

* Optional
II1-23
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safety plan is provided by the Government, the contractor
agrees to follow the plan unless objections are made known
to the 0SC. The contractor may operate at a higher level
of protection than that specified by the 0SC, but must bear

any extra costs associated with the additional protection.

MISCELLANEOUS CONTRACT REQUIREMENTS .

Special provisions in the contract cover publicity, confidentiality of
information, conflict of interest, and contractor liability. These provisions

are discussed below.

3.1

Liability

Ligquidated Damages

The contractor may be liable for liquida‘ted damages for each
hour of delay under a particular Delivery Order until such time as
the Government may reasonably obtain performance of similar
services. If the contractor fails to arrive at the site in the
required time, the 0SC/Ordering Officer has the authority to issue a
"Notice of PFailure to Perform or to Make Progress in Performance"
("Cure Notice")*, which is a preliminary notice of default. Such a
"cure notice®™ can also be used in cases where the contractor's
performance and progress have not been satisfactory. The Delivery
Order may be terminated for default, or the Government may elect to
use the ERCS contractor anyway, regardless of delays. If the

A detailed discussion of "cure notices® is provided in Section 4 of
Chapter IV. O0SCs should consult this Section for a description of the

specific procedures to be followed in preparing “"cure notices" and their
responsibilities in making certain that proper communication and ‘

documentation requirements are met.
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Delivery Order is not terminated, the contractor must continue
performance and be liable to the Government for liquidated damages.
The contractor shall not be terminated for default nor liable for
liquidated damages for delays due to causes beyond the control and
without the fault or negligence of the contractor, pursuant to the
provisions of the contract for "Excusable Delays."

Insurance Requirements

The contractor must maintain insurance as required by the
Federal Acquisition Regulations and detailed in the contract, as well
as any additional insurance that the Contracting Officer may require

with respect to the performance of the contract.
At a minimum, he must maintain the following types of insurance:

. Workmen's compensation and occupational disease insurance

in amounts to satisfy state law;

. Employer's liaﬁility insurance in the minimum amount of
$100,000 per occurrence;

. Comprehensive general 1liability insurance for bodily
injury, death or loss of or damage to property of third
persons in the minimum amount of $1,000,000 per occurrence;

. Comprehensive automobile liability insurance in the minimum
amounts of $100,000 per person and $300,000 per occurrence
for bodily injury and $10,000 per occurrence for property
damages;

. When aircraft are used in the performance of the contract,
aircraft public and passenger liability insurance in such
amounts as the Contracting Officer may require or approve;
and
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When vessels are used in the performance of the contract,
vessel collision 1liability and protection and indemnity
1iability insurance in such amounts as the Contracting

Officer may require or approve.

With the written approval of the Contracting Officer, the contractor
may maintain a self-insurance program. The contractor shall be
reimbursed the reasonable cost of insurance for the portion allocable

to the contract (ipcluding reserves for self-insurance).

The Government will hold harmless and indemnify the contractor
against claims (including expenses of litigation or settlement) by
third persons (including employees of the contractor) for death,
bodily injury, or 1loss of or damage to property arising out of
performance of the contract, to the extent that such a claim is not
compensated by 1nsurance.oz otherwise and does not arise from actions
that constitute gross or willful negligence by the contractor. Any
such claim within deductible amounts of the contractor's insurance
will not be covered. Reimbursement for such liabilities to third
persons will not cover liabilities for which the .contractor has
failed to insure as required or to maintain insurance as approved by
the Contracting Officer. The Government may discharge its liability
by making payments directly to the contractor or' to parties to whom
the contractor may be liable.

With the prior written approval of the Contracting Officer, the
contractor may include in any subcontract under the contract the same

provisions, whereby the Contractor may indemnify the subcontractor.

The contractor is required to:
. Promptly notify the Contracting Officer of any claim or

action against the contractor or any subcontractor which
reasonably may be expected to involve indemnification
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Fu:nish_evidence of proocf of any claim in the manner and

form required by the Government

. Immediately furnish the Government copies of all pertinent
papers received by the contractor. The Government may
direct, control or assist the settlement or defense of any
such claim or action. The contractor must comply with the
Government's directions, and execute any authorizations
required in regard to such settlement or defense.

3.2 Publicity and Confidentiality of Information

The contractor must acknowledge . EPA support whenever the work funded in
whole or in part by the contract is publicized. The ERCS contractor must be
cognizant of site-specific community relations plans developed by EPA Regional
personnel or by other contractors (e.g., REM, PIT or TAT). Although the
cleanup contractor will not be required to prepare community relations plans,
he must abide by thg provisions of such plans during removal action.

The 0SC's principal responsib.{lity is to protect public health and the
environment until the removal is completed. During removals, the O0SC's
primary community relations reaponsibility is tc; inform the community about
the response actions and their efteéts on the community. Any data that are
generated or obtained by the contractor during performance of a removal are
considered confidential and not to be disclosed to anyone othér than
Environmental Protection Agency employees without the prior written approval
of the 0SC.

3.3 Conflict of Interest

The BRCS contractor is required to provide to the Government. (within
thirty (30) days after award of the contract) a list of all known sites at
which there may be an actual, potential, or apparent conflict of interest in
performing cleanup services at that location. In the event that additional
sites become known after submission of that list, the contractor must

immediately notify the Government of any such additions.
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Further, prior to accepting any Delivery Order to conduct cleanup services
at any site, the contractor must immediately notify or reaffirm to the
Ordering Officer any actual, potential, or apparent conflict of interest the
firm or any of its employees may have (including subcontractors and their
employees who will be performing any portion of the cleanup services) by
working at that site. If it is determined that any such actual, potential or
apparent conflict of interest does exist, the Government reserves the right to
cancel or terminate the Delivery Order and use the services of another

contractor or make other arrangements for the cleanup services,

3.4 Chain of Custody/Document Control

All work conducted by the ERCS contractor must follow established
chain-of-custody and document control procedures. Detailed information
pertaining to procedures for each of the areas is available in NEIC Policies
and Procedures, U.S. Environmental Protection Agency, National Enforcement
Investigations Center (NEIC), Denver, Colorado, May 1978 (Revised February
1983), EPA-330/9/78-001-R. Copies of this document should be obtained by all
Regional offices and be distributed to the ERCS contractors' offices as well.
.The document will serve as the official EPA guidance for ensuring that the

procedures are followed.

The 0SCs and other Ordering Officers, together with a representative from
the Aaegional enforcement office, will be responsible for ensuring that the
contractor adheres to both the chain-of-custody and document control
procedures. Periodically, adherence to the provisions will be evaluated by an
evidence audit. The evidence audit may be conducted by Regional or:
' Headquarters personnel, or by a Contractor Evidence Audit Team (CEAT) from the
NEIC. Evidence audits may examine procedures at the site, in the contractor
offices, laboratories, or Regional offices, or combinations thereof.

Because of the possibility of cost recovery efforts in any case in which
CERCLA funds are expended, the observation, documentation, and presentation of
critical facts and response costs are important to ensure that:
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Potential evidence concerning the site and responsible parties is
noted and documented before response activity or the passage of time

obscures or eliminates it

Physical evidence essential at trial is collected and preserved

appropriately

Sufficient evidence of total costs and claims paid from the Fund is
maintained and available to support recovery by the Government.

The £iling of a cost recovery action should always be presumed, hence the need

for diligent collection of relevant documentation.
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CHAPTER III

CONTRACT MANAGEMENT: ROLBES AND RESPONSIBILITIES

This chapter focuses on the management structure of the ERCS contracts.
The roles and responsibilities of EPA Beadquarters and Regional personnel
defined in the following sections provide the framework for effective
implementation of the ERCS contracts. The individual responsibilities of key
Agency and contractor personnel involved with contract management are also
specified. An overview of the ERCS contracts management structure is shown in
Exhibit III-l.

1. RELATIONSHIP BETWEEN EPA HEADQUARTERS AND REGIONAL OFFICES

Contract resources are allocated on either a zone-wide* or Region-specific
basis and must be managed effectively to ensure that the initiation of

site-specific projects is. consistent with ~Superfund program goals and

objectives. Two levels of management must be provided by the Agency to
successfully plan, execute, and. control the work performed by the ERCS
contractors. These two components of EPA contract management consist of: 1)
overall contract management and program direction, centered in EPA
Headquarters; and 2) technical oversight and project management, which is the
responsibility of each BPA Regional office and other Federal agencies
designated as ERCS contracts users (e.g., USCG).

The following discussion will focus on the relationship between EPA
Headquarters and Regional offices and summarize the responsibilities of each.
The contract management structure within EPA Headgquarters and Regional
offices, and the roles and responsibilities of key Agency contract management

personnel are discussed in subseguent sections.

* Only pertains to four BRCS zone contracts, The additional ERCS Regional
contracts {(Mini-ERCS) are not awarded on a zone-wide basis.
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EXHIBIT Iil-1

ERCS Contract Management Structure

ERCS CONTRACTING
PROJECT OFFICER OFFICER

IR NN N R RN RN RN NN RN RN NN NN NN N))

PROGRAM
urur MANAGERS

sssmsms FEDERAL GOVERNMENT INTERACTION
v CONTRACTOR/GOVERNMENT INTERACTION

D HEADQUARTERS/CORPORATE MANAGEMENT

REGIONAL MANAGEMENT
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Within EPA Headquarters, the Emergency Response Division (ERD) and the
Procurement and Contracts Management Division (PCMD) are charged with overall
contract management responsibility for the ERCS contracts. .ERD will oversee
total resource use and technical direction of the ERCS contracts, work
directly with the contractor Program Managers and other ERCS contractor
corporate staff, and coordinate implementation of the contracts through the
EPA Regional offices. PCMD will be responsible for all contract
administration activities, ensuring that contracting is done as authorized by
law and regulation and that 0SCs have been delegated authority as Ordering
Officers and properly trained.

EPA Headquarters management also must coordinate EPA efforts with those of
other Federal agencies supporting the Superfund program, such as the U.S.
Coast Guard and any other Federal agency or military entity using the ERCS

contracts.

The Regional contract management responsibilities of each EPA Regional ’
office complement Headquarters' overall contract management structure. The
EPA Regional offices will provide site- or project-specific management by
directly overseeing the ERCS contractor's performance during the course of a

removal action.

In addition to managing and providing technical direction for removal
projects, contract management responsibilities of the EPA Regional offices

" include:

. Initiation of response services
. Technical and financial progress monitoring
" e Project=-specific invoice certification.

The following sections describe in greater detail the organization, roles and
responsibilities of contract management officials within EPA Headquarters and
Regional offices, as well as the management structure and responsibilities of
the ERCS contractors. ' ‘
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2. CONTRACT MANAGEMENT STRUCTURE WITHIN EPA HEADQUARTERS

As described in the previous section, EPA Beadquarters is responsible for
ensuring national program consistency and providing oversight of each ERCS
contractor's execution of the requirements specified by the contract Statement
of Work. This includes coc;x:dinating and implementing the program through the
EPA Regional offices and any other Federal offices delegated authority to use
the ERCS contracts. A description of the key roles and responsibilities of
each component of EPA Headquarters contract management structure is presented

below.

2.1 ERCS Project Officer

The BERCS Project Officer is the EPA official with overall
responsibility for managing and directing activities under the contracts.
As such, the ERCS Project Officer will coordinate with the contractor
P:og:an. Manager, .Contracting Officer, and with the Regions through the
ERCS Deputy Project Officers.

In addition to these"ongoing responsibilities, the ERCS Project
Officer is responsible for monitoring the management portion of each zone
contract. The ERCS Project Officer will certify monthly invoices for the

management portion.

The ERCS Project Officer will also conduct Regional ERCS contracts
management reviews for the purpose of assessing EPA Regional office
compliance vith the contract management procedures and requirements
specified in the ERCS Contracts Users' Manual and the Removal Cost

Management Manual. These management reviews should cover four areas:

. Delivery Order preparation and project initiation
. Project monitoring and cost verification

. Invoice/voucher processing

. BRCS contractor evaluation.
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The central feature of the management reviews will be on-site visits
to each EPA Regional office. Contract management documentation such as
Delivery Orders, Contractor Cost Reports (EPA Form 1900-55), project logs,
invoices/vouchers, and contractor performance summaries should be reviewed
for completeness, appropriateness, and level of detail. Procedures
followed by the DPOs and 0SCs in managing the ERCS contracts should be

examined through personal interviews.

‘At the conclusion of each site viait, the BERCS Project Officer will
be responsible for preparing a draftt report of findings and
recommendations. This draft report will be sﬁbnitted to the Regional DPO
‘for comment. Upon receipt of the DPO's comments, the ERCS Project Officer
will finalize the draft report and then submit it to the EPA Regional
Division Director for a formal response to the recommendations in the

report.

2.2 Contracting Officer

The Contracting Officer has the authority to enter into, administer
and modify thelBRCS contracts. While limited contracting authority will
be delegated under the BRCS contracts to Ordering Officers (see section
3.2 in this chapter), the Contracting Officer will retain sole
responsibility for most contract administration functions, including:

. Executing all modifications to Delivery Orders, such as ceiling
increases and changes in scheduled completion dates

"Definitizing”™ each Delivery Order, setting forth the final cost
of each Delivery Order after a review of a summary of contractor

costs claimed

. l Resolving disputes relating to the terms and conditions of the
contract or individual Delivery Orders, including any payments
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Conducting audits of contractor records relating to performance

under the ERCS contract for the purpose of evaluating the
accuracy and completeness of information recorded on invoices.

- While Headquarters management roles focus on overall guidance and
administration of the ERCS contracts, management duties at the Regional level

center largely on the more technical aspects of contractor performance and the
site-specific direction. of contractor resource use and monitoring. The ERCS

contract management roles and responsibilities of the EPA Regional offices are

discussed next.

3. CONTRACT MANAGEMENT STRUCTURE WITHIN EPA REGIONAL OFFICES

The EPA Regional offices are charged with the day-to-day oversight of the

BRCS contractors' work on site. They ensure that program policies,
procedures, goals and objectives are met by the contractors with respect to

. specific assignments. Regional contract management responsibilities include
the techni.cal direction and management oversight of removal projects, progress

monitoring, invoice certification, and performance evaluation.

The Regional management structure for administration of the ERCS zone
contracts is comprised of two major management positions:

. ERCS Deputy Project Officer
. Ordering Officer.

The functions of these Regional management positions are discussed below.

3.1 ERCS Deputy Project Officer (DPO)

The ERCS DPO's primary responsibility is .to oversee and organize
required interactions between EPA Regional personnel and the contractor to

. ensure that correct management procedures are followed. The ERCS DPO may
work with the Project Officer or Contracting Officer at EPA Beadgquarters,
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or with the contractor's Response Managers or Program Manager. Key
contract management responsibilities of the ERCS DPO include:

. Bnsuring that correct management procedures are followed and

resolving issues pertaining to the management procedures

. Overseeing contract use at sites by 0SCs or other designated
Federal officials, including reviewing Statements of Work
developed for Delivery Orders

. Receiving, reviewing and distributing monthly contractor
invoices and progress reports to O0SCs and other designated

Federal officials
. Reviewing contractor deliverables and completion reports

. Reviewing the Contractor Performance Summary Reports submitted
by OSCs

. Reviewing and concurring in OSC nominations for contractor

performance incentive awards

. Responding to the findlngs and recommendations resulting from
Regional ERCS contracts management reviews conducted by the ERCS

Project Officer.

In addition to assuming the responsibilities described in this section,
the ERCS DPO may also function as an Ordering Officer, whose
responsibilities are described below.
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3.2 OQrdering Officers

Certain individuals will be delegated authority to place orders
against the ERCS contracts and will be named as Ordering Officers in the

administrative recitals of each ERCS contract. Ordering Officers may be
any designated EBPA official, including EPA OSCs, ERCS DPOs, and EPA
Remedial Project Managers (also involved with oversight of the REM and FIT
contracts). Other designated Pederal officials (e.g., USCG OSCs) must
issue Delivery Orders through the EPA Contracting Officer.

The primary role of the Ordering Officer is to initiate orders for
ERCS contractor services and resources. The Ordering Officer is
responsible for preparing the Delivery Order, including the development of
the Statement of Work and the estimated project ceiling amount. In the
event that the Ordering Officer is not the 0SC who has been or will be
assigned responsibility for directing the removal project, the Ordering
Officer should coordinate the preparation of the Delivery Order with the
designated 0SC. In many instances, -the Ordering Officer and OSC will be

the same person. . -

Once the Delivery Order has been issued, the 0SC has management
responsibility for directing and monitoring the activities performed by

the ERCS contractor during the removal action. OSC response management

responsibilties include:
. Review and certification of contractor progress against

technical objectives, budget and achedule (e.g., review
Contractor Cost Report (EPA Form 1900-55])

. Documentation of cost management and related information for
each site

. Review and certification of invoices submitted by the contractor

for removal projects
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. Bvaluation of the contractor's perforﬁance at the completion of
each Delivery Order and completion of the Contractor Performance
Summary PForm

. Preparation, as warranted, of performance incentive award

nominations based on contractor performance.

The roles and responsibilities discussed thus far have focused on the
functions of EPA and other Federal personnel. The management responsibilities

of the ERCS contractor are discussed in the next section.

4. ERCS CONTRACTOR MANAGEMENT STRUCTURE

The ERCS contractor is required to provide all personnel, materials and
equipment as specified in Delivery Orders to conduct removal projects. The
contractor will provide such services by establishing an organization
consisting of a Program Manager and Response Managers. The Program Manager

_works primarily in a management mode by maintaining and supportihg a network

of cleanup personnel, equipment, and materials and by supervising Response
Managers. Response Managers manage and supervise cleanup personnel and the
on~-scene use of equipment and materials to ensure that responses are conducted
in exact accordance with the instructions of 0SCs or other designated Federal
officials. The functions of each of these ERCS contractor management

positions are described in the following sections.

4.1 Program Manager

The contractor must designate a Program Manager and provide support
staff, facilities, and administrative capabilities as needed to ensure the
efficient use of resources for removal projects. The Program Manager
interacts with the BPA Project Officer and ERCS :DPO, and is responsible
for receiving all Delivery Orders and managing their implementation under
the ERCS contract. The Program Manager also communicates with the
Contracting Officer to resolve issues or disputes relating to

III-10
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administration of the contract terms or a particular Delivery Order.
Other management responsibilities of the Program Manager include:

Maintaining close coamunication and coordination with the EPA
Project Officer, ERCS DPO and Contracting Officer, which
includes reporting any and all problems encountered in
performing Delivery Orders and in implementing special controls
specified by EPA

. Retaining and managing the distribution of cleanup personnel,
equipment, and materials so that all items are available at any

location within acceptable time limits

. Receiving and implementing Delivery Orders issued by Ordering
' Ofticers

‘ o Designating a Response Manager for each separate cleanup action
4 : to work directly with the 08C or other designated PFederal

official on scene -

. Providing overall supervisory and administrative support\to all
Response Managers

. Developing a quality assurance project plan consistent with EPA
Region-specific requirements for each removal project in which
environmental measurements will be made

. Providing and maintaining a twenty-four hour call center to
provide Ordering Officers with immediate access to cleanup
services

. Developing program health and safety plans to protect all

cleanup personnel
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. Submitting monthly project reports and invoices, as well as any
special reports requested by the Project Officer, ERCS DPO, or
0osC.

While the Program Manager provides contractor oversight for the contract,
the Response Managers, whose duties are described next, are the contractor
representatives responsible for managing day-to-day removal project
activity as directed by 08Cs or other designated Pederal officials.

4.2 Response Manager

For each Delivery Order issued to the contractor, the Program Manager
will designate a Response Manager. The Response Manager will be fully
dedicated to a specific cleanup action for the duration of the response,
and will be on scene on a daily basis, unless instructed otherwise by the

0SC or designated PFederal official in charge. The Response Manager will
be responsible for the management and execution of all contractor cleanup

activities in exact accordance with the specifications developed in the
SOW and in Work Reports (as issued). Other major management

responsibilities of the Reséohae Manager include:

. Taking direction, maintaining close communication, and
coordinating with the OSC or designated Pederal official for the
duration of a specific response, and reporting any and all
problems encountered in executing cleanup activities

-

. Conducting on-scene surveys to assist the O0SC in developing

detailed project work plans

. Providing the OSC or designated PFederal official with immediate
on-scene access to all contractor cleanup personnel, equipment

and materials at a specific response

III-12



OSWER Directive 9242.2-1A

Providing administrative support, supervision, and management of
cleanup personnel, equipment, and materials provided on scene to
ensure that all directives issued by the 0SC/Ordering Officer
are immediately executed in an acceptable manner

. Providing a daily accounting of costs 1ncutréd at a specific
site in the format specified by the Contractor Cost Report (EPA
Porm 1900-55) ‘

. Ensuring that performance of assigned tasks adheres to
procedures specified in quality assurance plans

. Implementing a program safety plan to protect all cleanup

personnel.

This chapter has described the management structure required to implement
the ERCS contracts. The next chapter outlines procedures for initiating and

managing contractor cleanup services.
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CHAPTER IV

PROCEDURES FOR INITIATING AND MANAGING CONTRACTOR RESPONSE SERVICES

The performance of response cleanup services by the ERCS contractors is
initiated through the issuance of written Delivery Orders (DO) by designated
EPA officials. The Delivery Order must be consistent with the terms and
conditions of the contract and the contract Statement of Work (SOW). This
chapter defines procedures for processing Delivery Orders and provides
guidance on Delivery Order content and format. The flow diagram shown in
Exhibit IV-1 summarizes the sequence of Federal and contractor management
interactions and documentation required to initiate contractor response

services through the issuance of a Delivery Order. -

1. ERCS CONTRACTOR SELECTION ) .

As described in Chapter I1I, the ERCS contracting network consists of two
groups of ‘contracts (i.e., four ERCS zone contracts and a separate group of
ERCS Regional contracts). It is expected that all of the ERCS contractors
will be used. ERCS DPOs, Ordering Officers, and 0SCs must select the most
appropriate contractor within a zone for any particular removal. Selection
officials undoubtedly will base contractor selection decisions on a
combination of both objective and subjective criteria that they have devised
from past experience. Bowever, if decisions are made solely on an ad hoc
basis, relying st;ictly on intuition and "gut feelings,” several problems

might arise, including:

violation of contract specifications, such as failure to comply with
the minimum or maximum level-of-effort, or small and minority-owned

- business contracting requirements
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EXHIBIT V-1

Initiation of Contractor Response Services |

RESPONSE
ORIGINATOR(S) DOCUMENTATION RECIPIENT(S)
FEDERAL DELIVERY
n CONTRACTOR
ORDERING ORDER PROGRAM

OFFICER
¢ MANAGER

RESPONSE
MANAGER |

DELIVERY
ORDER
AOR*

FEDERAL
ORDERING
OFFICER

EPA
CONTRACTING
OFFICER

*AOR - ACKNOWLEDGMENT OF RECEIPT
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. Selection of a contractor less qualified to perform a particular

removal project than another contractor

Selection of a contractor whose particular rates result in costs that
are not justifiable, thus putting the successful outcome of cost

recovery proceedings in jeopardy

. Appearance or actual occurrence of personal conflict of interest.*
R \

This last point is of particular importance since the Superfund program is
heavily scrutinized by Congress, industry, environmental groups, and the
general public. All Regional selection officials should be familiar with
EPA's requirements regarding conflict of interest contained in Guidance on
Bthics and Conflicts of Interest (U.S. EPA, February 1984) and the Project
Officers Handbook (U.S. EPA, Revised April 1984).

For these reasons, guidance for ERCS contractor selection has been
developed. It defines a set of contractor selection criteria and presents a
step~by-step procedure to be followed in applying them and in documenting the

entire process.

1.1 Initial Screening

There are two factors which must be considered £first in any

contractor selection decision. These factors are:

. Response time requirements
. Maximum contractual ob;igation.

» Personal conflict of interest exists when an EPA employee's judgment or
actions in procurement may be improperly influenced or biased in favor of
a particular contractor for reasons such as ownership of stock or

personal relationship to employees of the contractor.
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Their function is to screen out which contractors should be eliminated
from further consideration. For example, any contractor unable to meet
the response time requirements of the job should not be considered for
selection. Similarly, any contractor expected to exceed its maximum
contractual obligation should not be eligible for selection, since each
ERCS contract stipulates that the Government cannot order work that will

exceed the stated maximum dollar ceiling _in that _contract. Thus,

selection officials must always assess these two factors before applying

the three selection criteria defined below.

1.2 Selection Criteria Definitions

After the initial screen, three criteria are considered most

important for contractor selection. They are:

. Company expertise/experience
. Locatiom
. Equipment and labor rates.

BEach of these criteria is defined below. PFollowing each definition is a
list of factors to be used by selection officials in assessing how well
the different contractors satisfy that particular criterion.

Company @ rtise/e rience - proficiency- in conducting hazardous
materials removal actioqs gained through past participation in such

4 projects, including:

. Knowledge of the particular cleanup methods/techniques required
for the project

. Technical competence and skill in conducting this type of cleanup

. Completion of required activities on schedule and within budget

in similar projects
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. Accomplishment of cleanup goals and objectives in similar
projects

. Range and depth of experience/reputation in conducting similar
projects (e.g., the number of similar cleanups completed by the

firm).

.

Location - the geographic proximity of the contractor (and the

contractor's resources) to the job:
. Proximity of personnel, equipment, and materials to the project
. Mobilization/demobilization costs

. Familiarity with local problems.

Equipment and labor rates - the contractor's cost for completing the ‘

job, including:

. Unit prices of the particular equipment and material required
for the project

. Labor rates for required personnel
. Total estimated costs of the entire project.

These three primary criteria, as presented here, are not ranked in
order of priority. The relative importance of the criteria wi\ll vary
considerably from job to job, depending on the nature and specific
requirements of each. It is therefore necessary to order or “"weight" the
criteria on a case-by-case basis. - In this way, the Regional selection
official will determine the moat important factor(s) for each individual

removal action.
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Another factor which must also be conasidered in every selection
decision is each contractor's minimum contractual obligation. Each ERCS
contract provides that the Government will order a stated minimum quantity
of services, and that the contractor will furnish the minimum and any
additional quantities, not to exceed a stated maximum. The minimum amount
represents the Government's obligation, and must be paid even if the

minimum quantities are never ordered. ‘Therefore, Regional selection

officials must make sure that the minimum quantities for each contract are
ordered within the contract year period of performance.

Other factors that should also be considered in certain case-specific

situations include:

. Minority-owned businesses -~ giving preference to minority-owned

businesses

. Rotation - sequential use of contractors that are equally
qualified for any particular job

. Mitigating circumstances - giving consideration to extenuating
factors that cannot be included in any of the above because of
the unpredictable nature of the requirements surrounding the

emergency response action.

S
These factors should be considered in those situations where the three
major criteria fail to provide sufficient differences between or among
contractors or where there are unique characteristics or circumstances

that affect how the three major criteria are considered.

"1.3 Using the Selection Criteria

This section provides guidance on how to use the contractor selection
criteria. Also included is a sample evaluation form and worksheet. The
guidance is presented in the form of a six-step procedure.
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Step 1 -- Assess the relative importance of each criterion in terms

of the job at hand, and assign a weight to each

Step 2 -- Assess the ability of each contractor to meet the response
time requirements of the job

Step 3 -- Assess whether or not each contractor will exceed its
maximum contractual obligation as a result of working on
the job .

Step 4 -- Rate the contractors on each criterion

"3* = Meets the criterion fully:
"2" = Meets the criterion somewhat;
*1" = Does not satisfactorily meet the criterion

Step 5 =-- Develop scores for each contractor by multiplying weights
by ratings

Step 6 —— Develop a ranking of contractors based on total scores

derived for the three major criteria.

Each of these steps is deacribed in detail below. An evaluation form for
rating ERCS contractors ig provided in Exhibit IV-2. This form, which

consists of instructions, worksheets, and a signature page, is to be used
for documenting each contractor selection decision. Instructions for
£11ling out the form are provided below and on the first page of the form
itself. To help illustrate how the evaluation form is filled out, a
detailed example also is provided in Exhibit IV-3, which follows the

step~by-step descriptions.
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EXHIBIT V-2
ERCS Contractor Evaluation Form
Page 1 of 4
Site Name: Location:
Delivery Order No.:
(Should be recorded following contractor selection for filing purposes)
INSTRUCTIONS
1. Review each criterion and assess its relative importance.
2 Assign a weight of 1 to 100 to each criterion, indicating its importance in relation to the other

criteria. The sum of all the weights for the criteria must be equal to 100. Enter the weights on
the worksheet under the column marked "WT." Also, please note in the space provided, any
relevant comments conceming the weight distribution.

3. Assess each contractor’s ability to meet the response time requirements of the job. Enter 2 "yes"
or "no” as appropriate for each contractor in the space provided on the first page of the worksheet.

4, Assess whether or not each contractor will exceed its maximum contracted obligation (as stated in
its contract) by working on the job. Enter a "yes" or "no" as appropriate for each contractor in the
space provided on the first page of the worksheet.

5. Rate each contractor on each criterion using the following scale:
"3 - Meets the criterion fully
2 =- Meets the criterion somewhat
1" - Does not satisfactorily meet the criterion.

Enter the ratings for each contractor under the column labeled "RATING." Also, please note in
the space provided, any relevant comments concerning the rating given a particular contractor for

the criterion.

6. Score each contractor on each criterion by multiplying ratings by weights and enter the score in the
column labeled "SCORE."

7. Add the scores for all criteria to obtain totals for each contractor. Enter the total score for each

contractor in the row labeled "SCORE TOTALS." Adjust total scores upwardly by 20 percent
for all contractors whose minimum contractual obligations have not yet been met and record these
adjusted scores in the row labeled "ADJUSTED TOTALS."

8. Rank the contractors according to their total scores and list them in descending order, beginning
with the contractor with the highest score through the contractor with the lowest score, on page 4 .
of this form in the space labeled *Rankings.”

9. Assess the scores and rankings, as well as any additional relevant factors pertaining to the
contractor support required for the removal, and then name the contractor selected.*

10. Provide a brief description, on page 4 of this form, summarizing the contractor selection decision.
The selection offical must also sign and date the completed form on the bottom of page 4.

* Selection officials need not necessarily select the contractor with the highest score. Other factors
may also be considered in making the final ‘decision. These factors, however, must be thoroughly
explained in the space labeled "Brief Summary of Contractor Selection Decision.”
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EXHIBIT IV-2 (continued)

ERCS Contractor Evaluation Form

SIGNATURE PAGE Page dof 4

Contractor Rankings Scores

Name of Contractor Selected:

Summary of Contractor Selection Decision:

Signature and Title of Selection Official:

Date:
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EXHIBIT IV-3

ERCS CONTRACTOR SELECTION: AN ILLUSTRATED EXAMPLE

Description of Situation

A fertilizer and pesticide distribution warehouse 1located in an
industrial/residential area of Uptown, NY has caught fire, resulting in an

explosion and release of airborne contaminants. The incident is threatening
nearby residents with air, soil, drinking water, and surface water

contamination. EPA has been notified of the incident, and an OSC has been
assignqd responsibility.

Response Requirements

In assessing the sitxiat:lon, the 0SC determines that the explosion has sent
toxic fumes into- the air, necessitating the evacuation of all nearby
residents. The OSC also determines that substantial amounts of pesticides,
chemicals, and contaminated debris need to be removed and disposed of as
quickly as possible. The incident requires the rapid response services of an
ERCS contractor. The incident alsc requires that the contractor be
experienced and skilled in sampling and analysis, evacuation and temporary
housing of evacuees, and techniques for removing, transporting, and disposing

of contaminated materials.

Contractor Selection

In selecting a contractor to respond to the Uptown Warehouse incident, the
OSC obtains a blank copy of the "ERCS Contractor Evaluation Form"™ and then
completes it according to the instructions on the first page of the form. The
0SC has four contractors from which to choose. The evaluation form on the
following four pages illustrates how the 0SC might go about evaluating these
contractors and selecting the most appropriate one.
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EXHIBIT IV-3 (continued)

ERCS Contractor Evaluation Form
Page 1 of 4
Site Name: ____Uptown Warehouse - Location:___ Uptown. NY
Delivery Order No.: __9999-08-009

(Should be recorded following contractor selection for filing purposes)

INSTRUCTIONS

1. Review. each criterion and assess its relative importance.

2. Assign a weight of 1 to 100 to each criterion, indicating its importance in relation to the other
criteria. The sum of all the weights for the criteria must be equal to 100. Enter the weights on
the worksheet under the column marked "WT." Also, please note in the space provided, any
relevant comments concerning the weight distribution.

3. Assess each contractor’s ability to meet the response time requirements of the job. Enter a "yes"
or "no" as appropriate for each contractor in the space provided on the first page of the worksheet.

4, Assess whether or not each contractor will exceed its maximum contracted obligation (as stated in
its contract) by warking on the job. Enter a "yes” or "no" as appropriate for each contractor in the
space provided on the first page of the warksheet.

5. Rate each contractor on each criterion using the following scale: ‘
' o Meets the criterion fully ’
hr - Meets the criterion somewhat

"1 = Does not satisfactorily meet the criterion.

Enter the ratings for each contractor under the column labeled "RATING.™ Also, please note in
the space provided, any relevant comments concemning the rating given a particular contractor for

the criterion.

6. Score each contractor on each criterion by multiplying ratings by weights and enter the score in the
column labeled "SCORE."

7. Add the scores for all criteria to obtain totals for each contractor. Enter the total score for each

contractor in the row labeled "SCORE TOTALS." Adijust total scores upwardly by 20 percent
for all contractors whose minimum contractual obligations have not yet been met and record these
adjusted scores in the row labeled "ADJUSTED TOTALS."

8. Rank the contractors according to their total scares and list them in descending order, beginning
with the contractor with the highest score through the contractor with the lowest score, on page 4
of this form in the space labeled "Rankings."”

9. Assess the scores and rankings, as well as any additional relevant factors pertaining to the
contractor support required for the removal, and then name the contractor selected.*

10. Provide a brief description, on page 4 of this form, summarizing the contractor selection decision.
The selection offical must also sign and date the completed form on the bottom of page 4.

* Selection officials need not necessarily select the contractor with the highest score. Other factors
may also be considered in making the final -decision. These factors, however, must be thoroughly
explained in the space labeled "Brief Summary of Contractor Selection Decision."”
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EXHIBIT IV-3 (continued)

ERCS Contractor Evaluation Form

SIGNATURE PAGE Page 4 of 4
Contractor Rankings Scores
Contractor "A* 200
Name of Contractor Selected: Contractor "B"

Summary of Contractor Selection Decislon:

Contractor "B" scored substantially higher than Contractor "A" on the three

criteria and has not yet met its minimum contractual obligation. On this basis,

Contractor "B" is the most appropriate choice for the job.

Signature and Title of Selection Official:

Date:
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Step 1 - Assess Criteria and Assign Weights

The first step in the contractor selection process is to assess each

criterion for its relative importance to the particular job at hand.

This

is done by assigning a weight based on a scale of 1 to 100 for each
criterion such that the total of the numbers for all the criteria is 100.

Selection officials should use their best professional judgment in

assigning weights. To illustrate how this can be done, the following

example is provided.

EXAMPLE: An emergency hazardous waste spill has occurred,
and preliminary information reveals that the spill is complex
in nature and will require a firm with considerable skill and
expertise to achieve successful cleanup.

Based on this information, the selection official assigns the
following weights to the three criteria:

Criterion Weights
Company expertise/experience 60
Location 25
Equipment and labor rates T 18

Total 100

A weight of "60" is given to company expertise/experience
because it is considered by the selection official to be the
most important criterion for this project. It is considered
important because of the complex nature of the project. The
contractor selected for the Jjob must be extremely
knowledgeable, proficient, and experienced in conducting this
type of cleanup job. The remaining two criteria are not
considered to be as important and are, therefore, given lower
weights.
The weights pi'ovided in this example are, of course, only
illustrative of how selection officials might assess the three
selection criteria for this project. Other weights could have
been given. The intent here is simply to offer general guidance
on how one might go about assigning weights to the three selection

criteria.

Another example is provided below to illustrate a different
set of weights for a different situation.
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EXAMPLE: A non-emergency removal action has been planned as
part of a remedial site cleanup. The types and quantities of
services, personnel, and other resources required by the
removal action are relatively minimal. The job is considered
simple and straightforward and does not require any special

expertise or skills.

Based on this information, the selection official assigns the
following weights to the three cri;eria: -

Criterion Weights
Company expertise/experience 15
Location 35
Equipment and labor rates 50

Total 100

In evaluating these criteria, the selection official assesses
the requirements of the removal project and determines that
because the project will not require any special expertise or
skills, company expertise/experience is relatively
unimportant; therefore, it is assigned a weight of 15. The
selection official then decides that since the technical
requirements of the project are minimal, the most important
criteria should be equipment and labor rates ("50") and
location ("35"). The selection official assumes that most
contractors will be about equal in meeting the requirements
of the project and, therefore, believes that it is important
to base the contractor selection decision mostly on "cost"
and "location.”

The worksheet pbrtion of the ERCS Contractor Evaluation Porm (pages 2
& 3 of the form) shown in Exhibit IV-2 should be used for recording
assigned weights; they should be placed directly across from each
criterion under the column headed “WT.®

Step 2 -~ Assess Response Time Capabilities of Contractors

The second step in the contractor selection process is to determine
whether or not each contractor can satisfy the response time requirements
of the job. That is, can personnel, equipment, and materials be mobilized
on time? Any contractor unable to respond in the required time should be
eliminated from further consideration.
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Determination of a contractor's ability to respond in the required
time can be based upon:

. The response time requirements identified in the contractor's

contract

. A statement from the contractor indicating whether or not

response time requirements can be met.

Selection officials should use their own best judgment in deciding which
of these two sources to use. In certain emergency situations, where
immediate response is required, there may not be enough time to call
contractors. In these, cases, it may be necessary to rely exclusively on
the response time limits specified in the contracts. On other occasions,
where time is not as critical, phone calls may be possible.

After a determination is made of each contractor's ability to
respond, the answers should be recorded on ‘the worksheet portion of the
ERCS Contractor Bvaluation Form (page 2 of the form). A "yes"™ or "no"
response should be indicated ‘for each contractor under consideration. 1In
doing so, each contractor's name should be written at the top of the
worksheet in the space provided.

Step 3 - Assess Contractbr Status Regarding Maximum Contractual Obligations

The third step in the process is to assess each contractor's maximum
contractual obligation in relation to the estimated cost of the job at
hand. That is, will the contractor exceed its maximum contractual
obligation as a result of being selected for the job? Any contractor
whose maximum contractual obligation will be exceeded should be eliminated

from further consideration.

Answers should be recorded on the first page of the worksheet portion

of the ERCS Contractor Evaluation Form. A "yes™ or "no" response should ‘

be indicated for each contractor under consideration.
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Step 4 - Rate Each Contractor

After establishing which contractors will be able to meet the
response time requirements of the job and which contractors will not
exceed their maximum contractual obligations, selection officials should
rate these contractors on each criterion. The ratings should range from 1
to 3, where "1" indicates that the contractor does not satisfactorily meet
the criterion; ®2® indicates that the contractor meets the criterion
somewhat; and ®3" indicates that the contractor ‘meets the criterion
fully. 1In rating each contractor, selection officials should make certain
that they consider all the factors listed under each criterion. They
should base their ratings on any relevant information to which they have
access as well as on their own personal knowledge of the contractor's
expertise, experience, capabilities, and so forth. Selection officials
should develop as much objective information and documentation as possible
on each contractor before assigning ratings. This will help to ensure a

fair and unbiased assessment.

Again, selection ctficialq should us; the worksheet portion of the
BRCS Contractor Selection PForm (Exhibit 1IV-2) to record assigned
contractor ratings. Ratings for each contractor should be placed
immediately under the column, "RATING." Ratings should be provided for

each of the three criteria.

Step 5 - Develop Contractor Scores

Bach contractor is then scored on each criterion. Scores are
obtained by '-ultiplying the weight by the rating. Total scores are
calculated by adding all the individual criterion scores. The following
example is illustrative.
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EXAMPLE: Suppose that the following weights and ratings are

determined:
Contractor “A"
Criteria WT Rating Score
Company expertise/experience 60 3 180
Location 25 1 25
Equipment and labor rates 15 2 30
Total 100 235

Individual criterion scores are obtained by multiplying the
weight by the rating. A score of "180" is obtained on the
first criterion by multiplying the weight of 60 by the rating
of 3. Similarly, a score of "25" s obtained on the second
criterion by multiplying the weight of 25 by the rating of 1
and so on. The total score of "235" is obtained by adding
the individual criterion scores.

In_those cases where a_ contractor has not yet reached its minimum
contractual obligai:ion. that contractor's total score should be adjusted
upward by 20 percent. This adjustment gives preference to contractors
whose minimum contractual obligations have not yet been met. For example,
Contractor "A's" total score of 235 would be adjusted to 282 (235 x .20 =
47; 47 + 235 = 282) if its minimum contractual obligation had not yet been

met.

Scores should be recorded on the worksheet portion of the ERCS
Contractor Evaluation Form under the columns headed “SCORE." Scores

should be recorded for each criterion and each contractor. Total scores
should be recorded at the bottom of the worksheet across the row labeled
“SCORE TOTALS." Adjusted scores should be recorded across from *ADJUSTED

TOTALS." -

Step 6 - Develop Rankings of Contractors and Make the Selection Decision

Based on the scores obtained in Step 5, the selection official should
rank the contractors from highest to lowest. A space for ranking the
contractors, along with their scores, is provided for on page 4, the

*gignature page,® of the ERCS contractor evaluation form. This ranking
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will reflect an ordering based on a rational assessment of those criteria

considered important in the contractor selection process.

The intent of' the ranking, of course, is to assist selection
officials in their job of choosing which ERCS contractor to use. It is
not meant to be a substitute for individual experience and judgment, but
rather as a decision-making tool to quantify that judgment so that

decisions will be fully supportable.

Selection officials should not consider themselves bound by the final
ranking of contractors. Scores represent only one aspect of the
contractor selection decision. Additional factors may also be present,
such as those mentioned in the previous section. It is the responsibility
of the selection official to assess the importance of these other factors
in relation to the final ranking of contractors before making the
decision. All final contractor selection decisions must be explained on
the last page of the form in the space labeled *Brief Summary of

Contractor Selection Decision.” . -

Additionalytactc;ta_ will ‘also be extremely important in those cases
where all the contractors receive the same score. In the event of a tie
score, selection officials should assess factors peculiar to the situation
which might favor the use of one contractor over another. If, after
assessment of these factors, no contractor seems to be more appropriate
than any other for the job, then the selection official should select the
contractor that has wused the smallest percentage of its maximum
contractual obiigation. Por example, if Contractor "A" has used only 10
percent of its maximum while Contractor "B" has used 20 percent, then
Contractor ;A' should be selected. 1In cases where all contractors are

equal on this factor, the selection official should determine which of the
contractors under consideration are minority owned. Generally, the
selection official will know which contractors are minority owned; if not,
however, this determination can be made by contacting the ERCS Contracting
Officer (CO). If only one of these contractors is minority owned, the
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gselection official should select this contractor for the job. If more
than one are minority owned, the selection official should select the
minority-owned contractor not used most recently. Finally, if the
selection official determines that none of the contractors under
consideration is minority owned, the selection official should select the

contractor not used most recently.

l.4 Documentation of Contractor Selection Decisions

All contractor selection decisions are to be documented as described
above by wusing an BERCS Contractor Evaluation PForm (BExhibit IV-2).
Completion of this form is required to establish and maintain a written
record of the justification for all contractor selection decisions. The
original version of each completed evaluation form should be submitted to
the ERCS CO in the Procurement and Contracts Management Division (PCMD).
A copy of the form should be kept along with other information for the

Delivery Order in Regional files.

1.5 2one Crossovers

As described in Chapter II, an ERCS zone contractor may be':equested
to support Federal OSCs in a zone other than the contractor's assigned
geographical -zone. If the need arises for a zone crossover, the ERCS DPO
(from the zone initiating the request for services) should supply the
Project Officer with the following information:

»

Reason for the zone crossover (e.g., conflict of interest,

contractor resource shortage) .
. A description of services required

. The location and period for which services are required
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- The project ceiling amount
. Date and time contractor is required on site.

The Project Officer will be responsible for coordinating the zone
crossover with the ERCS DPO(s) and Contracting Officer. All contractual
requirements and arrfangements concerning the zone crossover (e.g. terms
and conditions, prices, etc.) will be finalized by the Contracting
Officer. If the required services cannot be provided by another zone
contractor, the Project Officer will work witt; the BRCS DPO in obtaining

the services from some other contractor.

2. DELIVERY ORDER PREPARATION AND PROCESSING

All Delivery Orders will be isaued by Ordering Officers (e.g., ERCS DPOs,
BPA 0S8Cs, or Contracting Officers) for individual removal actions. These
Delivery Orders will be issued on a fixed rate, indefinite quantity basis,
with time and material’ provisions.

.

This section. . on Deliverir Order p:epa:ati&n and processing describes

procedures which include:

. Oral Delivery Orders
. Delivery Order completion and processing instructions.

The procedures described in this section are applicable to both the ERCS zone
contracts and the separate ERCS Regional contracts.

2.1 Oral Delivefy Orders

As :I.ndicated in the introduction to this chapter, Delivery Orders can
be issued orally to the BERCS contractors. This flexibility is deasigned to
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enhance response capabilities under the ERCS contract network. However,

any oral order must be confirmed by a written Delivery Order within 48

hours.

When the ERCS contractor is contacted by telephone for purposes of
orally 1issuing a Delivery Order, the Ordering Officer should

simultaneocusly complete a Delivery Order form noting:

. Date and time of the order (all references to time specified in
the Delivery Order should reflect the local time of the location

where services are to be provided)

. Contractor representative contacted (should be a person
authorized to commit the contractor) and telephone number

. Response Manager or contractor representative authorized to take
direction from the OSC at the site and his/her telephone number

. Response location

. Date and time the contractor is required on site

. Date ind time contractor agrees to be on site

o  Brief narrative of the services required (e.g., personnel,
equipment, and materials) and level of protection (e.g., health

and safety) required.

Some of these items can be completed before the call is made to the
contractor. For example, the response location or the level of safety
protection required may be known ahead of time and'could be completed in

advance.
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By completing the Delivery Order form during (or for some items
directly before) the discussion with the contractor, the Ordering Officer

will:

Provide the contractor clear direction of the services needed

. Document personnel, equipment, and materials expected on site
Batablish the OSC-Response Manager site~management relationship

Facilitate completion of the written Delivery Order issued to
the contractor at the site.

The information recorded during issuance of the oral Delivery Order will

be important should there be any dispute concerning the contractor's
ability to provide the services within the required response times (see

section 3.1 on Liability, in Chapter II).

2.2 Delivery Order Completion and Processing Instructions

To initiate services to be performed by the ERCS contractor to
conduct removals of oil and hazardous substances, Ordering Officers must
prepare written Delivery Orders consisting of the elements shown in
Bxhibit IV-4. The. Delivery Order specifies the services to be performed
by the BERCS contractor in executing a specific removal action. Each
Delivery Order establishes a ceiling amount that constitutes the maximum
amount for which the Government shall be liable. The completion and
processing of Delivery Orders is outlined below.

Delivery Order Completion Instructions

Delivery Order preparation is tlie responsibility of the Pederal
Ordering Officer. A standard format is used for the Delivery Order
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ERCS Contracts Delivery Order Elements

DELIVERY ORDER
STANDARD
SPECIFICATIONS
(E.G., ACCOUNTING
DATA. RESPONSE
TIME REQUIREMENTS, ETC.)

DELIVERY ORDER
STATEMENT OF
WORK

DELIVERY ORDER
CEILING AMOUNT

SITE-SPECIFIC
HEALTH & SAFETY
AND INSTITUTIONAL
REQUIREMENTS

DELIVERY ORDER
TERMS & CONDITIONS
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(see Exhibit IV-5)., All items in the Delivery Order must be completed as
explained below.

Date of Order (Box 1l): Enter the date of issuance of the

Delivery Order to the contractor.

* Contract No. (Box 2): Enter the contract number (e.qg.,

68-01-xxxx) of the ERCS contract under which services are

being ordered.

Order No. (Box 3): Enter a nine (9) digit Delivery Order
number which sequentially consists of:

- Last four digits of the contract number (See box 2
above) .

- EPA Region (e.g., 01, 02,. . .10)

- Three digit number representing the sequence of the
Delivery Order being issued in the Region or Agency.
(A separate '‘block of numbers will be assigned to
non-EPA users of the ERCS contracts [e.g., USCG]).

Time of Initial Order (Box 4): Enter the time of issuance

of the Delivery Order. All references to time on the
Delivery Order should reflect the local time at the gite

where the services are to be provided.
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DELIVERY ORDER FOR EMERGENCY RESPONSE CLEANUP SERVICES -
{This Delvery Order 3 subsct ta all terms and condrtions of the contract ksted in Block No. 2)

* OATE OF ORDER 2 CONTRACT NOG. 3. ORDER NO.
« TIME OF INITIAL OROER S OELIVERY ORDER CEILING AMOUNT
R D AM 1Qbkgeted Amount)
R — it Sy
QO v 6. ACCOUNTING AND APPROPRIATION CATA Oorect
Appropnation & Document Control 8 Account & Class
Time 2one
7a. ISSUED TO: CONTRACTOR /Neme, Acdress end Zip Code Sa ISSUED BY: ORDERING OFFICER /Name. Address and Zip Coae:
75. PROGRAM MANAGER (Neme snd Phone No.) &b, tPA REGIONUSCS DISTRICT 8c. ZONE
[ 7c RESPONSE MANAGER (Neme #nd Phone No./ 8d. ON-SCENE COORDINATOR (Name and Phone No.)

m
9. AESPONSE LOCATION /Site Name snd/or Aderess and Zip Code) 10. CONTRACTOR REQUIRED ON SITE (Dete and Time:

C am
/ / Time 2one

1. ARQUIRED WORK COMPLETION DATE

/ /

12. STATEMENT OF WORK: The Contrecror shad Anmish the necessary personnel. matensls. serwces. feclities and otherwse do ol things

NOCOSSIrY fOr Or MCigent 10 the performance of the work set forth beow:

13. ORDERING OFFICER

Name Title - Signatuee Date
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Delivery Order Ceiling Amount (Box 5): Enter the total
estimated cost of contractor personnel, equipment and
materials for which the order is being placed. The ceiling
amount represents the amount obligated by the Government
for the removal action. The O0SC's/Ordering Officer's

}authority to obligate the Government is 1limited to

$250,000. All initial Delivery Orders or Delivery Order
modifications for amounts greater than the initial $250,000
must be obligated by the Contracting Officer. Under no

circumstances may the ERCS contractor develop the cost

estimate used here. This is the sole responsibility of the

Pederal Ordering Officer who may, however, seek the
assistance of the Technical Assistance Team (TAT)
contractor or the Environmental Response Team (ERT) 1in

developing the estimate.

Accounting and Appropriation Data (Box 6): Accounting and
appropriation data consist of four numbers, which should be

entered as follows:

- Appropriation #: 68-20X8145 (does not change).

- Account # and Document Control # (DCN): Represented by

 ten (109 and six (6)~ character numbers respectively.

These numbers will be obtained through the Regional
Financial Management Officer (FMO).

- Object Class Code: 25.35 (for all EPA ©program

contracts; does not change).

Issued To: Contractor (Box 7a): Self-explanatory.

Program Manager (Box 7b): Enter the name and phone number

of the contractor representative authorized to receive the
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Delivery Order and commit contract resources to provide the
services and supplies required to complete the Statement of

work.

Response Manager (Box 7c): Enter the name and phone number

of the contractor representative designated by the Program
Manager as the single point of contact for on-scene
coordination and responsible for management and execution
of cleanup activities as specified by the O0OSC or other
designated Federal officials.

Issued By: Ordering Officer (Box 8a): Self-explanatory.

EPA_Region/USCG_District (Box 8b): Enter the number for
the EPA Region and USCG District (as appropriate).

Zone (Box 8c): Enter the number of the zone where the gite
is located: ’ ‘ -

‘Zone 1 - Regions I-III
Zone 2 - Region IV

Zone 3 - Region V
Zone 4 - Regions VI-X.

On-scene Coordinator (Box 8d): Self-explanatory.

Response Location (Box 9): Enter the 1location of the

release or site where services are to be performed by the

contractor.

Contractor Required on Site (Box 10): Enter the date and

time contractor personnel, equipment, and materials are
required on site to implement the removal action.
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of the time specified for performance of the order, whichever is
less, following reéeipt. The acknowledgment of receipt of the
Delivery Order must be submitted to the Ordering Officer, with a copy
forwarded to the Contracting Officer.

It is the Ordering Officer's responsibility to make sure that
the contractor submits an acknowledgment of receipt each time a
Delivery Order is issued. The acknowledgment of receipt will help
preclude misunderstandings between the Ordering Officer and the ERCS
contractor over the terms and conditions of the Delivery Order. It

will also serve as documented evidence when potential contractual
actions, such as Cure Notices (see Section 3.1 on 1liability in

Chapter 1I), are required to enforce the terms of a work order.

3. DELIVERY ORDER MODIFICATIONS

During the course of a removal, it may become necessary to modify the
Statement of Work, completion date, or cei_;ing amount specified in the
Delivery Order. All such changes must be authorized in a written amendment to

the Delivery Order using Standard PForm 30 (Bxhibit IV-6). If increased

funding is required for a project, the existing Delivery Order should be
amended; a new Delivery Order should not be issued.

Requests for amendments should be prepared by the Ordering Officer or the
0SC and forwarded to the Contracting Officer for approval. In most cases,
requests and approvals can be handled over the telephone. The Contracting
Officer will prepare and sign the amendment and issue it to the contractor.
Minor changes, such as adjustments in quantities of labor and equipment, which
will not result in an increase to the Delivery Order ceiling can be provided
directly to the contractor by the OSC. Such changes, however, should be noted
in the written site documentation kept by the 08C, and should be forwarded in
wtiti:ng to the contractor and the Contracting Officer.
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' EXHIBIT IV-6
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4., NOTICE OF FAILURE TO PERFORM OR TO MAKE PROGRESS IN PERFORMANCE ("CURE
NOTICE®)

In the event the contractor does not arrive within the required time frame
or does not perform assigned tasks satisfactorily, the 0SC/Ordering Officer
should immediately notify the Contracting Officer. After being apprised of
all the pertinent facts, the Contracting Officer may advise the 0SC/Ordering
Officer to issue a "Notice of PFailure to Perform or to Make Progress in
Performance” to the contractor (See Exhibit IV-7). This notice is also known
as a “"cure notice."* It must be issued on the form letter provided by PCMD
and no deviations from that format are permitted. .All applicable times
(notification, response requirements, etc.) must be documented accurately.
When the Ordering Officer issueQ a “"cure notice,” he or she must
simultaneocusly notify the contractor of its issuance.

Included in this notice is a "cure period," or a time frame in which the
contractor must cure hii deficiencies or the Government may terminate the ‘
Delivery- Order for default.  The cure. period. must be consistent with the
required response time for that area. In other words, if the contractor has 3
hou:;s to respond from the time of notification, and has not responded within
that period, he must be given an additional 3 hours after issuance of the cure
notice before the Contracting Officer may terminate that Delivery Order for
default. If the contractor has agreed to a shorter response time than that
required by the contract (e.g., one hour), then that one-hour period
automatically becomes the required response time, and the same amount of time
should be given for the cure period.

Once the cure period has expired, the cOnti:acting Officer may institute a
termination for default. Since all of this may take place in a very short

* Additiopal information on "cure notices”™ can be found in EPA Superfund

Emergency Contracting Procedures, pp. 20-22. .
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EXHIBIT IV-~7

0 Stap, OSWER Directive 9242.2-1A

£ 4
"% UNITED STATES ENVIRONMENTAL PROTECTION AGENCY
&
4 M“‘“
AM
DATE ISSUED: TIME ISSUED:

PM
“(Time)  <(Time Zone)

NOTICE OF FAILURE TO PERPORM OR TO MAKE PROGRESS IN PERFORMANCE

Attention:

Gentlemen:

Subject : Contract No. ,» Delivery Order
No.

The above-referenced delivery order was issued
(verbally or in writing)
—_ - o AM

to your firm on a

t PM
(Date) (Time) “(Time Zone)

This delivery order covered emergency response cleanup services

at . At that time, it
"(Name and Location of Site) '

was agreed, between the undersigned Ordering Officer and

» that you were required to respond to

(Name of cContractor's
Representative)

this delivery order and be on-scene with all ordered personnel
AM
and equipment at ™ i . The following items

Time (Time zone)

were ordered:
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As of this time, the following condition has occurred:
a. You have failed to arrive with any personnel or equipment

b. Only the following personnel and equipment have arrived:

You are hereby notified that the Government considers your failure
to arrive on-scene with all ordered personnel and equipment a
condition that is endangering performance of this delivery order
in accordance with its terms and the terms of your contract.
. AM
Therefore, unless such failure to perform is cured by PM
Time)
» the Government may terminate subject delivery order
{Time Zone)

for default under ARTICLE XLVI and General Provision No. 11 of
your contract. ‘

Your attention is directed to your contractual liabilities in the

event the delivery order is terminated for default, and you are

requested to provide an explanation of your failure to perform the

services ordered within the time required. Such explanation must

AM

be received by PM . FPailure to present such
Time ({Time zone) ’

explanation may be taken as an admission that no valid explanation

exists,

Sincerely,

Signature . Name (Print)
of Ordering Officer

ce: Contracting Officer
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amount of time, it is extremely critical that the OSC be in contact with the
Contracting Officer as early and as often as necessary when such delays are
occurring. Any action taken by the OSC, no matter how unimportant it may
seem, could potentially waive the Government's right to collect liquidated
damages or to terminate a Delivery Order for default. Therefore, good
documentation and close communication are vital. It is critical in emergency
situations that the OSC keep a log and record exactly the time the contractor
was notified and what time the contractor was expected to arrive at the site.
The OSC must take care to be precise when communicating orally with the
contractor, and have the Program Manager (or his designee) repeat the time
they are required to be on scene and what personnel and equipment have been
ordered. The 0SC/Ordering Officer should be very careful that time zones are
clarified in areas where there may be a question. When the contractor
arrives, the time must also be noted. In some cases, the 08C's log may be the
only available ovi;icnce submitted in the event of a dispute, thus all
conversations and activities and the times they took place must be recorded

with precision.

5. NOTICES REGARDING WORK STOPPAGE (“STOP WORK ORDERS®)

An Ordering Officer, OSC or the Contracting Officer may, at any time, by
written order to the contractor, require the contractor to stop all, or any
part, of the work called for by any Delivery Order. The Stop Work Order will
be effective for a period not to exceed fourteen (14) calendar days after the
receipt of the order by the contractor. The form to be used for issuing a
Stop Work Order is shown in Exhibit IV-8*., Upon receipt of such a notice, the
contractor must .comply with its terms and take all reasonable steps to
minimize the incurrence of costs allocable to the work covered by the order
during the period of work stoppage. Upon issuance or cancellation of a Stop
Work Order to the contractor, the Ordering Officer or 0SC muat immediately

* Detailed instructions are provided in the PEPA Superfund Emergency
Contracting Procedures, pg. 25.
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EXHIBIT 1Iv-8

NOTICE REGARDING WORK STOPPAGE

Date:
Contract or Order Number:
Contractor:

A. O STOP WORK ORDER — 1. Pursuant to the contract provision entitied ‘‘Stop Work Order,”’
you are hereby directed to stop:

[y

O all work csiled for by the above numbered contract.

O a portion of the work called for by the above numbered contract. The portion of the work
to which this stop work order applies is as follows):

1. You shall stop work as identified above for a period of ______ calendar days after
receipt of this stop work order. You are directed to take all reasonable steps to minimize the
incurrence of costs aillocable to the work covered by this ordsr during the work stoppage

period.

2. You may submit a clsim for an equitable adjustment in the contract performance period or
contract price (or cost), or both, and in any other provisions of the contract that may be
sffected by the work stoppage. Such claim shail be submitted within thirty (30) calendar
days after the end of the work stoppage period to the Environmentai Protection Agency,
Hesdquarters Procurement Operstions, Procurement Section H-(PM-214-M), 401 M Street;
S.W., Washington, D.C. 20460.

8. O CANCELLATION OF STOP WORK ORDER
By stop work order dated ., YOU were directed to cease all, or 8 portion of the

work called for by the above numbered contract. you sre hereby notified that such stop work
order is cancelied;

O in whole, and you shall resume the work as stated in the contract.

[0 in part, and you shall resume the portion of the work stated in the contract as follows:

The United States of America

By

Contracting Officer

Acknowledge Receipt by Contractor

Signature of Contractor Representative _ ) Date
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notify the Contracting Officer. The OSC must be aware that standby costs may
be incurred for vehicles and other equipment left on site during the stop-work

pericd.

'When the Stop Work Order period expires or is cancelled by the Ordering
Officer, Contracting Officer or 0SC, the contractor will resume work unless
the Headquarters Contracting Officer states otherwise. An equitable
adjustment will be made in the Delivery Order period of performance or
Delivery Order price, or both, and in any other provisions of the Delivery
Order that may be affected, and the Delivery Order will be modified in writing
amrdingly,\ if the following two éonditions apply:

The Stop Work Order results in an increase in the time required for,
or in the contractor's cost properly allocable to, performance of any
part of the Delivery Order.

The contractor asserts a written claim to the Contracting Officer for
such adjustment within 30 calendar diys after the end of the period
_of work stoppage; p:evidéd that, if the Contracting Officer decides
the facts justify such action, he may receive and act upon any such
claim asserted at any time prior to the final payment under the

contract.

If a Stop Work Order is not cancelled and the work covered by such order
is terminated for the convenience of the Government, the reasonable costs

resulting from the Stop Work Order may be allowed by the Contracting Officer

in arriving at the termination settlement.

If a Stop Work Order is not cancelled, and the work covered by such order
is terminated for default, .the reasonable costs resulting from the Stop'WOtk
Order may be allowed by the Contracting Officer in equitable adjustment or

otherwise.
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After the 0OSC obtains the contractor's acknowledgment of receipt of the
Notice as indicated on the form, distribution of copies of the Notices
Regarding Work Stoppage shall be as follows:

Original - Contractor

Copy 1 - Procurenent (EPA, Headquarters Procurement
Operations, Procurement Branch A, Emergency
Response Contracting Section (PM-214-F),
401 M St., 8.%W.,
Washington, D.C. 20460)

Copy 2 = Originator (OSC)

Distribution to the above EPA offices should be accomplished within
twenty—-four (24) hours after issuance of the Notice Regarding Work Stoppage.

6. PROJECT SITE FILES

A project file should be established by th; OSC upon authorization of each
new project. The file should be labeled and should contain all important
documentation generated by the project. At a minimum, each file should
include the documents shown in Bxhibit IV-9.

All gite-specific information should be maintained in a centralized
project file. This will ensure that whenever such information is needed, it
will be readily available and accessible to 0OSCs, DPOs, and other EPA staff.
The project file should be maintained by the 0SC while the removal is in
progress; after the project is completed, it should be maintained by a
Regional administrative staff member in a centralized project filing system.

There are two major benefits in having centrali_zed project files:
Improved Access - When the OSC maintains responsibility for site

files, access to site files often depends on the availability of the
0SC, who may be on site and out of the office for extended periods.

Delegating file responsibility to a central administrative position

ensures access in the absence of the 08C.
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EXHIBIT IV-9

REMOVAL SITE FILE STRUCTURE

t

SECTION
1l Project Authorization

. Notifications to potentially responsible parties
. Authorization to spend Fund resources
. Related OSC correspondence

2 Contract Awards

. Contractor Selection Documentation
’ . Delivery Order/Notice to Proceed

. Acknowledgment of Receipt i

o Procurement Request(s)

. Contract Amendments

. TDD for TAT

Site Safety Plan

Community Relations Plan
POLREPS

Action Memo

Wwork Reports
Personnel/Equipment Logs

Cost Documentation Index

Daily Cost Sheets (Form 1900-55)
Incident Obligation Log

cgwmqmwau
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14

15
16
17
18

EXEIBIT IV-9 (Continued)

Invoices

. Cleanup contractor (ERCS)
. Other (i.e., contract lab work, aerial photography)

0SC Log

EPA Time and Travel
TAT Costs )
Photographs

Sample Results
Manifests or Permits
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. Improved Security ~ Site files maintained by the OSC are vulnerable
to loss or damage while the 0OSC is out of the office. Controlling

access through a central contact reduces this risk. Control can be
maintained through the use of locked cabinets and sign-out procedures.

Each Region should designate the appropriate time for file transfer; 0SCs may
want to keep site files until the last invoice is certified, or until the

final OSC report is written.

This concludes the discussion of procedures for initiating contractor
response services. The next chapter describes procedures for monitoring the
contractor's performance of activities ipeciﬁed in the Delivery Order and

payment of the contractor for services rendered.
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CHAPTER V

PROJECT MONITORING AND FINANCIAL MANAGEMENT
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CHAPTER V
PROJECT MONITORING AND PINANCIAL MANAGEMENT

Once the Delivery Order has been initiated, the OSC is responsible for
monitoring services performed by the contractor to ensure consistency with the
Delivery Order Statement of Work and time and naterial'cost estimates. As
site manager for the Government, the OSC is responsible for:

. Scheduling work
. Directing the contractor
. Reviewing project status

. Certifying invoices submitted by the ERCS contractor for payment.

The sequence of management interactions and support documentation required for
project monjitoring and financial management is summarized in Exhibit V-1.

To assist the OSC in monitoring p:oject_ performance and financial
management, procedures have been established and are detailed in the Removal
Cost Management Manual. ) Chapter 5 of that manual has been included in
Appendix C as a reference to the standard procedures to be used. In addition,

procedures relating to the review and certification of contractor charges are
detailed in the EPA_ Superfund Emergency Contracting Procedures. Together,
these manuals provide the 0SC and other PFederal officials with the framework
for aasuring that public funds are spent prudently. It should be stressed
that 0OSCs share this responsibility with the Contracting Officer, contract
auditors, and with the ERCS contractor, through specific contract provisions.
This chapter complements the guidance provided in the two manuals by outlining
the procedures developed specifically for monitoring contractor services

procured under the ERCS contracts.



: EXHIBIT V-1 OSWER Directive 9242.2-1A
Project Monitoring and Financial Management

ORIGINATOR(S) RESPONSE RECIPIENTIS)
DOCUMENTATION
PEDERAL
OR TAT
CONTRACTOR
$ITE MONITORS

-

o=

{ *Distribution of invoices for certification and forwarding of invoices for psyment will not be accomplished
twough the ERCS DPO for non-EPA officials (s.g.. USCG OSCsl menaging removai projects under an ERCS
conwact Non-EPA officials will receive invoices directly from the contractor and forward them directly
w FMD.

**FMD, RTP — Financisi Mansgement Division, Contracts Financial Operstions (MD-32). Resarch Triangle Park,
North Carolina. 27711.
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1. DAILY PROJECT TRACKING

The OSC assumes ultimate responsibility for the outcome of a removal
project. In order to maintain effective control during a removal response,
. the 0SC should develop a routine that includes:

. Defining contractor activity
. Monitoring contractor progress
. Reviewing progress with the contractor.

The following sections will discuss procedures to be followed by the OSC

in defining, monitoring, and reviewing a contractor's ptogr:éss in completing a

removal action.

1.1 Defining Contractor Activity

In many removal situations, the amount of time the Ordering Officer ‘
or OSC has to assess the nature of the release and determine the scope of
the removal actions may be quite limited. In some instances, the 0SC may
be required to conduct the assessment of the incident and implement:
removal actions simultanecusly, necessitating daily revision of the
personnel, equipment and materials needed to conduct the removal.

These conditions underscore the importance of providing frequent
written direction to the ERCS contractor during a removal. Frequent
communication will .pteclude misunderstandings between the OSC and the
contractor. All OSC directions given to the contractor on site should be
documented and maintained in the removal project file. The Removal Cost

Management Mandal suggests using one of three documents for this purpose:

. Work Report
. POLREP
. 08C Log.
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This documentation of authorized work must be retained to permit
reconciliation of disputes with the contractor and to support cost

recovery efforts. Examples of each of these documents are included in the

Removal Cost Management Manual.

Regardless of the form chosen by the 0SC, the message should be the
same; the contractor must be given a clear understanding of the task to be
performed, the resources (personnel, equipment and materials) to be
employed, and the expected time ‘frame in which to conduct the work. The
frequency with which these communications are issued is left to the
diacretion of the 08C. If work conditions change rapidly, daily or even
hourly revisions may be required. 1If a particular phase of work is fairly
predictable and is to be performed for extended periods (e.g., drum
staging), weekly revisions may be more appropriate.

l.2 Monitoring Contractor Progress

The contractor is responsible for providing the resources to complete
tasks assigned by 'the OsC. At the end of each day the contractor must
identify in the Contractor Cost Report (EPA PForm 1900-55) all charges for
.regources used (see Exhibit V-2 a-d).

The OSC or other designated EPA employee must verify the accuracy of
the labor, equipment, materials /and subcontractors claimed in the
Contractor Cost Report. Verfication procedures, described in the Removal
Cost Management Manual, have been developed to provide a basis for the
evaluation of reported charges. While cost-tracking methods may vary,
they should provide, at a minimum, sufficient detail to supply the 0SC
with an alternate set of cost estimates to which contractor charges can be

compared. Prior to reviewing the Contractor Cost keport at the end of the

day, the OSC or designee should collect and summarize documentation used
in tracking resource usage to develop estimates that will provide the

basis for evaluating the reasonableness of contractor charges. The
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EXHIBIT V-2d
instructions for Completing EPA Form 1900-55 OSWER Directive 9242.2-1A

Contrastor Slask = Enter the name of the contractar.

Cenvnst No. Blask = Enter the contract number from the contract
aJocument.

Asegnnent Ne. Block = When s00iicable. enter the peciic work
sugnment number prowded by the On-Scene Coordwnstor.

Oew Blosk = Enter the month, day. and yeur the repOr & prepered.

8. CONTRACTOR PERSONNEL REPORT (Page 1 of 4)

Slesk 1 = Enter the name of ssch eMDIOVEs WO Wrnices will De
directly charged to the contract for the Derticulsr day.

Siesk 2/ = Enter the work classification of esch empioves listed
Block 1.

Slash 3 = Enter the hourty 1abor rate (reguter and overtne) of ssch
oMpioyes Lised in Block 1.

Blesh 4 ~ Enter the time ssch empioyee trom Block 1 arnved st
ana departed from the work sits.

Biosk § « Enter the amount of Brask twne taken Dy @ch empioyee
listed » Block 1.

Stesk § = Enter the number Of hours, reguier and Overtime, worked
dunng the day Dy eech empioves listed ' Biock 1 (exciude
bresk umel.

M7-Encwmmmmnmmmmm--
cular dav-Dy sach smpioves Iisted in Bloek 1.

Blosk § — Enter the 10t personnel exoenses to D crectly charged
10 the contract for the particuisr day .

CONTRACTOR-OWNED EBQUIPMENTMATERIALS REPORT
Pege 2 of 4)

Blesk § = Enter 3 Drief descriouon of The sQUIOMENt yed for the
particular day.

Miﬂ-!nmmzmdmwnqmmwmdm;&
ment (15290 1n Block 9 wes used.

SPA Ferm 1900-85 (1-82)

V=9

{to be compieted by Contractor Representative)

Block 11 = Enter tne Nourly charge for yse of the equipMent «iisteg
n Bioes 9

Slock 12 =~ Enter the 1018 hours the equipment from Biock 9 was
in use 107 the DartICULar Qay.

Slock 13 ~ Enter the charges tor the day for use Of the squipment
listea » Bioex 9

Slask 14 = Enter the 1OLa eQUIOMEnt charges \ncurred {Or the aay
Slosk 18 = List tne materiais used Suring the day.

Bleck 18 = Enter the quantity Of materais trom Biock 15 used
durning the partiCuidr day.

Slosk 17 = Enter the costs for the quantity of Materiais iitted in
Slock 186.

Blosk 18 = Enter the total metenial coms mcurred for the day

0. SUBCONTRACTOR AEPORT /Poge 2 of 4/

Blask 19 = Enter the names of subcontractors employed for tne
perticular gey .

Slask 20 = Enter 3 drief JeSCriDTION Of the WrWCE Drovided during
e day Dy sach wdcontractor histed «n Biock 18,

Slask 21 = Enter the amount of costs incurred 1Or the dsy by sech
subcontractor iisted »n Bloek 19.

Slesk 22 = Enter the total subcontract costs incurred for the aay.
Blask 23 = Enter any 200rQ0rISte reMmarks.
Block 24 = Enter the 00/iar amount Of the contract.

Blosk 25 = Enter the estimated amount of totai cOsts incurred as of
the gate of the report.

Blesk 28 ~ Enter the estimsted smount of totel costs to COMDIeTE
the contract.

Cortifigation Statement ~ Sign snd dete the report. smu'n 10 the
OnScene Coorginator or Miwher representative,

Page dof 4
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Contractor Cost Report should be signed by the 0SC within 24 hours of thé
report's submission, unless it cannot be reconciled with the O0SC's cost
documentation. If a discrepancy exists, the 0SC and contractor representative
should try to reconcile the difference. If the difference is irreconcilable,
the 0OSC should refer the matter to the EPA Headquarters Contracting Officer.

1.3 Reviewing Project Status

The 0SC should review project status with the contractor at the end
of each work day. Progress should be reviewed with respect to 1) the
status of assigned tasks and 2) resources required to complete the tasks.
While reviewing the status of the day's activities, the 0SC and the
contractor representative also should discuss potential problems and
approaches that might be incorporated in the development of new contractor
directions for the next day.

The primary objective of the review seasion is to reconcile the ‘

charges for personnel, equipment and materials used each day and reported
in the Contractor Cost Report (see Exhibit V-2). An accurate record of
entry and exit of personnel and equipment must be maintained to help the
0SC verify contractor charges at the end of each day (and to ensure site
safety and security). An example Site Entry and Exit Log is presented in
the Removal Cost Management Manual. OSCs can make use of the U.S. Coast
Guard Strike Team, the TAT contractor, or temporary personnel on site to
assist in maintaining the suggested logs.

The 0SC must compare the costs claimed by the contractor with those
derived from daily site documentation. It should be recognized that the
ERCS contractor sometimes must estimate charges on the cost reports,
particularly subcontractor costa. If satisfied that the charges claimed
are reasonable, the 0SC should sign page 3 of the Contractor Cost Report.
If a discrepancy exists, the 0SC and contractor representative should try

v-10
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to reconcile the difference. If the difference is not reconcilable, the
0SC should note on the form itself the amount disputed and refer the

matter to the Contracting Officer.

After agreeing on the charges for the day, the OSC should record the
amount in a personal file that functions as the project “checkbook,®

providing an accurate estimate of cumulative project funds used and

available. The Removal Cost Management Manual suggests the use of the
Incident Obligation Log or POLREPS to record cumulative costs. The 0SC
may also use this "checkbook" to help vgrify invoice charges (discussed in
Section 2.2 of this chapter). By adding all charges for a billing period,
the OSC can estimate invoice charges for comparison with the actual

invoice received.

While the tracking and invoice reconciliation procedures described
above are essential, 0SCs should recognize that the Contracting Officer is
responsible for performing a detailed final cost review for each response
action, relying on the project records and advice of the 0SC and others

(e.g., auditors).

MONTHLY INVOICE CERTIPFICATION

To ensure timely payment for contractor services rendered, certification

procedures have been developed and include the following steps:

. Distribute the invoice package

. Verify invoice charges

. Document questionable charges (if necessary)
. Certify the invoice

. Submit the invoice for processing.

Prompt certification of invoices is legally required by the Prompt Payment Act
(P.L. 970-77) and is also important in maintaining a good working relationship

V=11



OSWER Directive 9242.2-1A

with the contractor. The certification process described in the following

subsections must not take longer than five days after the ERCS DPO receives
the invoice package. The ERCS DPO will be responsible for ensuring that

invoices are processed within the 5 day limit.

2.1 Distributing the Invoice Package

Bach month, the BRCS DPO will receive an invoice package from the
BERCS contractor consisting of one invoice for each removal project
conducted under the direction of an EPA 0SC for the previous billing
period. After receiving the package, the BRCS DPO must promptly
(1) date-gtamp the invoices, (2) distribute the forms to the 0SCs
responsible for the associated projects and (3) ensure certification of

the invoice within five-day period.

The ERCS DPO will not be responsible for distributing invoices to
non-EPA Federal officials such as USCG 0OSCs, who are managing removal
projects under an BRCS contract. Instead, these non-EPA officials will
receive the invoices directly from the contractor.

2.2 Verifying Invoice Charges

The OSC or designated Pederal official will evaluate whether the
.charges listed on the invoice'and supporting information are correct by
comparing them with thg logs, reports, or other records kept for the
removal project du:in§ the month. If any charges are questioned, OSCs
should follow the procedures described in the following section. The O0SC
should also verify the accuracy of the accounting information entered,

including the contract nu!nbe: and accounting number.

V=12
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EXHIBIT V-3

Documenting Questionable Charges - Sample Memorandum

MEMORANDUM

SUBJECT: Contract No.
Delivery Order No.
(if applicable)

Contractor Name Date

Invoice No.

FROM:
On-Scene Coordinator
Region
TO: Accounts Payable Branch
Contracts Section (MD-=-32) -

Office of Financial Management
Research Triangle Park, N.C. 27711

I have reviewed the subject invoice for payment and have
attached it with the signed certification statement. However,
I recommend that only partial payment of $ " be
made on this invoice, based upon my review arid comparison of
the amounts charged with those accepted on_the Reports of
Daily Services (EPA Forms 1900 =55). The following individual
items are questioned:

Amount
Date Amount Amount Recommended

Totals:

Attached is" my explanation for all disputed amounts. On
the basis of this, I recommend that $ be withheld
from the total amount paid.

Attachments: Certified invoice
Explanation of charges not accepted

cc: Contracting Officer
Contractor

v-13
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2.3 Documentin uestionable Charges

If any charges appearing on the invoice are questioned, the O0SC
should first attempt to resolve the issue with the contractor within the
5-day period. If this is not successful, the OSC should contact the
assigned Negotiator or the Contracting Officer through the ERCS DPO, and
identify the questicnable charges. The OSC should certify only that
portion of the invoice which is acceptable, as described in Section 2.4.

A copy of the disputed invoice should be sent to the Contracting
Officer, with an explanation of the item(s) in question. The memorandum
shown in Exhibit V-3 should be used for this purpose. Non-EPA 0SCs and
Pederal designees should coordinate questions through the ERCS Contracting

Officer.

2.4 Certifying the Invoice

After reviewing the invoice and supporting. information, the 0OSC or
designated PFederal official should certify “the invoice by signing and
dating the OSC Certification Statement stamped or typed on the- invoice.
Potential disputes will be easily resolved where this date is clarified.

Certification of an invoice implies only that the services have been
rendered. Certification is not intended to siqnify that invoiced costs

are absolutely accurate or _complete. The Contracting Officer is
responsible for reviewing, definitizing and ultimately accepting the final

costs.

The certification process shall not exceed five days, even in the
event of a dispute. The invoice should be signed with the disputed amount

indicated. If an EPA OSC is out of town or otherwise unavailable, the.

BRCS DPO is authorized to certify the invoice for the 0SC. Non-EPA 0SCs
or other Pederal officials must designate in advance an alternate who will

be responsible for invoice certification in their absence.

V=14
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2.5 Submitting the Invoice for Processing

The invoice should be forwarded to:

Environmental Protection Agency
Financial Management Division
Contracts Financial Operations (MD-32)
Research Triangle Park, NC 27711

If any amounts are questioned, a copy of the cover memo (see Exhibit V-3)

should be sent to the Contracting Officer.

OSC_AND CONTRACTOR REPORTING REQUIREMENTS

Regular reporting is required to provide timely status information as well

as historic removal incident documentation. Much of the responsibility for
reporting and documentation falls on the OSC and the contractor.

3.1 O0SC Reporting Responsibilities Under ERCS

The OSC or Pederal designee muat prepare a Contractor Performance

Summary report upon completion of a removal project. A sample report is

_provided in Exhibit V-4. Copies of the the report should be forwarded to

the ERCS DPO, Project Officer and Contracting Officer within 30 days of
completion of a project. The report should provide a concise review of
the contractor's project performance that can be used by the ERCS DPO to
identify trends or recurring difficulties relating to cleanup actions.

In addition to providing BRCS contract management with a vehicle for
conducting regular contractor reviews, the performance summary report may
also be used by the OSC or Federal designee as supporting documentation
for nomination of the cont:;ctor for a p.:tdrunce incentive award. The
pe:témnce incentive award ‘process, discussed at length in Chapter VI,
enables the Agency to provide the contractor with an incentive in the form

of financial reward for ocutstanding performance.
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EXHIBIT v-4

¥ i i 242.2
OSWER Directive 9 pAz &

ERCS CONTRACTOR PERFORMANCE SUMMARY

' CONTRACT NO. 2. DELIVERY ORDER NO.

3. EPA REGION/USCG DISTRICT:

4 DELIVERY ORDER CEILING AMOUNT:

5. ZONE:

6 ISSUED TO: CONTRACTOR (Neme, Address and Zip Code)

7. RESPONSE LOCATION: (Site Name, Address and Zip Code)

8 RESPONSE MANAGER: (Narme and Phone No.)

9. ON-SCENE COORDINATOR: (Name and Phone No.)

10. DESCRIBE SCOPE OF WORK:

¢

11. PERSONNEL AND EQUIPMENT ON SITE WITHIN REQUIRED RESPONSE TIME? COMMENT:

12. WORK PERFORMED B8Y: ERCS CONTRACTOR
SUBCONTRACTOR (Name)

13. INITIAL COST ESTIMATE:
FINAL COST:

14. ANY PROBLEMS RESULTING FROM
USE OF SUBCONTRACTOR?

15. REASONS FOR COST SAVINGS/OVERRUN, IF ANY:

16. EVALUATION OF CONTRACTOR'S COST CONTROLS:

17. DAILY COST REPORTS:

CURRENT ____ ACCURATE

SHEET ' werTe 08¢ Corv




OSWER Directive 9242.2-1A
EXHIBIT V-4 (Continued)

PAGE 2 OF 2

' ERCS CONTRACTOR PERFORMANCE SUMMARY

CONTRACT NO. DELIVERY ORDER NO.

19, PERSONNEL AND EQUIPMENT USED IN AN EFFICIENT MANNER? COMMENT:

20. INTERACTIONS BETWEEN ERCS CONTRACTOR AND OTHER ON-SCENE PERSONNEL (i.e., TAT, REM/FIT, State Personnel)
O GOQD O SATISFACTORY O UNSATISFACTORY COMMENT:

21. NECESSARY SAFETY PRECAUTIONS TAKEN? Q ves O NO COMMENT:

22. UNUSUAL PROBLEMS/OCCURRENCES AFFECTING CONTRACTOR'’'S PERFORMANCE:

23. OVERALL ASSESSMENT OF CONTRACTOR'S PERFORMANCE: (Additiona/ pages mey be added, as necessary)

Name of On-Scene Coordinetor Signature Date

1 vt OBC CorY
1 CANARY  DPFO ARTEINTION COPY
T v-17
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3.2 ERCS Contractor Reporting Requirements

Monthly Financial Status Reports

The contractor is required to provide two copies of a monthly status
report to the ERCS DPO, one copy to the Project Officer, and one copy to
the Contracting Officer. The report will highlight activities for the
month being reported, as well as activities anticipated during subsequent
reporting periods. This report also may be used by the ERCS DPO, 0SC or
Project Officer to assist in the review of information contained in the

contractor's invoice.

The status of active individual Delivery Orders will be described in
this report, including:

. Work progress
. Percent of completion
. Problems or unique situations encountered

N Corrective actions taken

. Changes in personnel.

A financial report also will be provided. Cumulative data for each

removal action will include:
.  Punds obligated

. Estimated \ or actual costs by cost category (personnel,
equipment, materials).

Report of Off-Site Disposal Activities
At the time of any off-site treatment, storage or disposal, the

contractor shall be responsible for verifying that the facility selected
to receive the wastes meets the requirements of EPA's policy for off-site
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response actions. This verification may be obtained from the OSC or other
designated PFederal officials. The contractor shall not use any facility
that has not been 80 verified for any off-site treatment, storage or
disposal of CERCLA Wastes. Appendix E contains a list of Regional RCRA
contacts who can support OSC and contractor efforts to verify off-site

disposal facilities.

Within ten days of the completion of each applicable Delivery Order,
the contractor shall provide the 0SC and thg Project Officer or other
designated Pederal officials with certain information regarding the
off-site disposal of CERCLA wastes. Each report will provide the required
information in the format illustrated in Exhibit V-5.

8 ial est Reports

In addition to these reports, the ERCS DPO or OSC can request that
any of the following reports be completed by the contractor:

. A site safety plan for a particular cleanup action prior to
comenéing work at the site

. Daily oral progress reports to the OSC or other designated
Federal official -

N A daily work plan in advance of each day's activities specifying
work to be performed and the number and types of personnel,
equipment, and materials to be used, and any other activities to
be performed

. Daily, weekly, or bi-weekly written progress reports to the ERCS
DPO, OSC, or other designated Federal official, summarizing the
amount of hazardous material treated ‘oz removed from a site,
transportation and disposal methods used, analytic data, and
estimated or actual costs to date -

V=19
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OSWER Directive 9242,2-1A

EXHIBIT V-5

Information Required for CERCLA Off-site Disposal Activities

Superfund site name/State/ERRIS number (if known):

Type of action (Check one):

. Removal
. Remedial
o Enforcement

Type (i.e., PCB, dioxin, volatile organics, other organics, pesticides)
and form (i.e., liquid, solid, sludge) of waste; if more than one type,
attach separate sheet for this and remaining questions for each type:

Type: Form:

Quantity of waste:

Cubic yard (CY)
Gallons (Gal)
Druns

Lab packs

Pre-treatment of waste before transportation:

. Precipitation
Reutralization
Solidification
Fixation
Stabilization
Other

Receiving RCRA facility name/location/I.D. number/unit

Receiving Region

Receiving Region Off-Site Disposal Contact. (Note - this 1is the

individual designated pursuant to the May 6, 1985 Policy)*
Name Date
Date(s) of shipments ' . Date disposal is completed

(date that facility signs
manifest for receipt of final
shipment)

*"procedures for Planning and Implementing Off-Site Response Actions,"
Memorandum from Jack McGraw, Acting Assistant Administrator for OSWER,
May 6, 1985.
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EXHIBIT V-5 (Continued)

10. Pre-treatment of waste at receiving facility before final treatment or
disposal:

Precipitation
Reutralization
Solidification
Fixation
Stabilization

11. Pinal method of treatment or disposal/unit receiving:

Precipitation
Neutralization
Incineration
Landf£ill

Land treatment
Injection
Recovery/re-use
Other

12. If waste was landfilled:

. What disposal cell number or location?
. Type of liner in cell? (e.g., PVC, clay, hypalon)

13. Cost of activities (include cost per unit, then denote cost basis):

Cost based on treatment/disposal only (no transportation cost)
Cost for transportation
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A final report to the ERCS DPO, 0SC, or other designated Federal
official within thirty (30) days of the conclusion of the
on-site work. This report shall detail all costs, approaches

used and any problems encountered.

The format for any of the special request reports should be specified by
the ERCS DPO or OSC in the Delivery Order.

This chapter, together with Chapter IV, has described the entire cycle
from project initiation to project completion for conducting a removal using
the services of the ERCS contractor. The next chapter, Performance Incentive
Plan, highlights procedures that may be used to award the contractor

additional bonuses for exemplary performance in completing a removal.
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ERCS ZONE CONTRACTS
PERFORMANCE INCENTIVE PLAN
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CHAPTER VI

BRCS ZONE CONTRACTS
PERFORMANCE INCENTIVE PLAN

Each of the ERCS zone contracts includes a provision enabling the Agency
to provide the contractor with an incentive in the form of a financial reward

for outstanding performance.* Accordingly, performance incentive pools have
been set aside for each of the ERCS zone contracts.' These amounts are in
addition to any amounts set forth elsewhere in the ERCS zone contracts for

either the management efforts or cleanup efforts.

The performance incentive pools have been included in each of the ERCS
zone contracts as a mechanism for Pederal officials to encourage and motivate
the ERCS contractors to execute all aspects of the contract Statement of Work
as effectively and efficiently as possible, as well as to contribute to an
enhancement in the. séate of the art in responding to hazardous substances
releases. The performance incentive pools may be awarded to the contractors
from time to time, in whole, in part, or not at all, based upon performance
which the Government oor;s.iders exemplary. -

The determination of any amounts to be awarded, will be based on a

subjective evaluation of the contractor's performance by O0SCs, Ordering

Officers, ERCS DPOs and EPA Headquarters personnel in accordance with the
procedures and criteria outlined in this chapter.

-

* This provision applies only to the four ERCS zone contracts at this time.

vI-2



OSWER Directive 9242,2-1A

\
1. GUIDELINES AND CRITERIA FOR NOMINATING A CONTRACTOR FOR AN INCENTIVE AWARD

"Performance targets" that the ERCS 2zone contractor must meet are
sumpmarized in (a) the contract Statement of Work and (b) the contract terms
and conditions. They will be specified in each individual Delivery Order
issued to the contractor, as described in Chapter IV of this manual.
Contractor performance that meets the terms of the contract and requirements
of the Statement of Work (as translated into Delivery Orders) is mandatory and
represents the minimum level of performance the Government will accept as
satisfactory. Satisfactory performance by the contractor will warrant payment
of the contractor's fixed rates for personnel, equipment and materials,
including the ®profit or fee” contained in the contractor's fixed rate for
pi:sonnel (or labor) charges. Examples of satisfactory performance include,
but are not limited to:

. Retaining, maintaining, and supporting a 2zone network of cleanup
personnel, equipment, and materials in order to meet Delivery Order

specifications - . - - . _

. Adhering to all Agency health, safety and quality assurance procedures

. Submitting all cost control and other technical and/or progress
reports on time with contents as specified

«  Mobilizing -:elou:ces within response time requirements or in
sufficient time to meet established budgets/schedules

. Developing work plans which are adequate to meet the goals and
objectives of the Delivery Order Statement of Work

. Adequately using staffing, subcontracting, equipment and other

resources to meet project requirements
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. Completing all required activities specified in the Delivery Order
according to the original schedule and within the required time frame.

Determination of satiafactory perfo:hance will be based on a subjective
evaluation of the ERCS zone contractor's performance as compared with the
average experience of EPA or other designated Federal personnel with similar

types of contractors used over the past three years.

In the event that the contractor's performance surpasses the example
"performance targets®” ocutlined above, the contractor may be awarded additiocnal
*profit or fee" from the performance incentive pool. Performance incentive
awards to the contractor will be made based on nominations prepared by 0SCs,
Ordering Officers, ERCS DPOs or other BEPA or PFederal personnel. Final
determination of the actual size of the award, if any, will be made by an EPA

Headquarters review panel.

Performance incentives may be awarded to the contractor for work completed

in either of two categories, which include:

. Performance of site-specific services for completion of removal
actions as requested in an individual Delivery Order

. Pexformance of activities (both management and cleanup) evaluated
collectively within an EPA Region or ERCS contract zone.

The majority (85 percent) of fho amounts contained in each of the performance
incentive pools will be allocated for site-specific services performed by the
contractor, with the remainder (15 percent) allocated for the award of
incentives on the basis of collective activities performed by the contractor
within an EPA Region or ERCS contract zone. In no case shall the aggregate
total of any amounts earned strictly for management of this contract, when
combined with the fixed fee awarded under the management effort, ever exceed
108 of the estimated cost of the management portion of this contract.
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The following guidelines describe examples of performance that may be used
by Federal personnel responsible for management of the ERCS zone contractors
to determine if performance has surpassed ‘"performance targets," and if
nomination of the contractor to receive a performance incentive is warranted.
In using the guidelines, 0SCs, Ordering Officers, or DPOs should compare the
contractor's performance with the average of their experience with similar
types of contractors used over the past three years. Examples of performance

which may warrant an incentive award in either of the two performance areas

include:

. Performance of a Site-Specific Removal Action

- Preparation of work plans that ensure that cost/time is
niminized (e.g., overtime hours needed to implement actions are
kept to a minimum) and/or the objectives of the removal action
are met at a reduced cost or shorter schedule than estimated by
the Ordering Officer in the Delivery Order.

- The original schedule specified in the Delivery Order was met in

t spite of major operational impediments; services were completed
ahead of schedule without increased costs to the Government;

costs of completing the services were greater than 5 percent

below the Delivery Order ceiling amount or approved ceiling
modifications and cost savings were greater than the amount

recommended for the incentive award.

- Response services were provided well within required response
time thus greatly reducing the damage that might have been
caused to the environment or public health without such prompt
action by the contractor; response services were provided in
extremely adverse weather conditions or high risk situations;
personal effort was well beyond contract requirements;
responsive to both major and minor changes in the scope of work.
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- Contractor developed services that established state-of-the-art
approaches to address problems; developed procedures that reduce
expogure of on-site personnel to hazardous substances and/or
contamination of the surrounding community; effectively
developed contingency plans or fall-back strategies.

- All of the contractor resources were applied to minimize costs
and time, while enhancing overall work quality.

. Performance of Activities on an EPA Regional or_ Zone-wide Basis

- Consistent high-quality performance of all ’site-specific
services requested in Delivery Orders for several removal
actions that continually met the guidelines outlined above

- Developnent of systems (e.g., cost accounting, inventory lists,

and training) which enhance the Government's ability to access

. and manage the contractor or improve contractor's response
readiness -
- Contractor's efforts led ¢to an advance in “alternative
technologies” in responding to and mitigating adverse effects
due to hazardous substance releases.

BEvaluation and nomination of contractor's performance for an incentive
award in providing services for site-specific removal actions will be
completed by the OS8C or Ordering Officer. Evaluation and nomination of
oont:.;actor performance in providing services collectively on an EPA Regional
or zone-wide basis will be completed by EPA ERCS DPOs or the Project Officer.

Based on the judgment of the Federal official nominating the contractor,

an incentive award of up to four (4) percent of the Delivery Order ceiling
amount for performance of site-specific services, or up to one (1) percent of
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the total of the Delivery Order ceiling amounts for performance of activities
collectively on an EPA Regional or zone-wide basis, can be recommended but
must not exceed the size of the Performance Incentive Pool for any given
year. Ceiling amounts are defined as the Government's estimate of the cost of
the Delivery Order at issuance, or as modified to provide an increase in scope

prior to performance, not after performance is completed.

2. PREPARATION OF INCENTIVE AWARD NOMINATIONS

Contractor performance incentive award nominations will be completed by
0SCs, Ordering Officers, DPOs and the Project Officer, as appropriate, based
on a determination by the Pederal official that the contractor's performance
has surpaséed *performance targets" as described in the guidelines outlined in
the previous section. There is no minimum number of incentive award
nominations required, nor is there any standard performance evaluation period,
as in the case of performance evaluations conducted under a
Cost—-Plus-Award-Fee (CPAF) contract. Pederal officials responsible for
management of the BRCS zone contracts should complete nominations only as
warranted by a contractor's performance. -

In preparing and processing performance incentive awards, Federal
officials should follow one of the two procedures outlined below, depending on
whether the nomination is for contractor's performance of service at a
site~-specific removal action, or perfcrmance‘of services collectively on an

EPA Regional or zone-wide basis.

2.1 Preparing Incentive Award Nominations for Contractor Performance of
Services At Site—Specific Removal Actions

" Nominations of contractor performance in this category will be
prepared by 08Cs or Ordering Officers. They must be made within 90 days
of project completion. A recommended format for the nominations is shown
in Exhibit VI-1l. Examples are provided in Exhibit VI-2 and VI-3 to
illustrate how the nominations should be completed. The nominations
should clearly delineate highlights, significant events and any problems
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EXHIBIT VI-1

Format for Performance Incentive Award Nominations*

CONTRACT NO. CONTRACTOR
DELIVERY ORDER NO. PERlbD COVERED BY NOMINATION
DELIVERY ORDER CEILING AMOUNT $
NAME AND LOCATION OF SITE

DELIVERY ORDER SCOPE OF WORK (l.e., description of contractor services required to
complete the removal and expected sccomplishments [e.g., establishment of performance targets])

PROBLEMS OR UNUSUAL CIRCUMSTANCES ENCOUNTERED DURING THE REMOVAL

DESCRIPTION OF CONTRACTOR'S PERFORMANCE (inc/uding an itemization of how
contractor's performance surpassed performance targets)

BENEFITS DERIVED FROM CONTRACTOR'S PERFORMANCE (i.g.. substantially reduced
threat to public health, environmental damage, or removal costs)

RECOMMENDED SIZE OF INCENTIVE AWARD $

SUPPORT DOCUMENTATION (attachments such as the Dellvery Order, Contractor Performance
Summary, or other pertinent reports compiled by the contractor or OSC)

DPO CONCURRENCE

DIVISION DIRECTOR CONCURRENCE

*The nomination should be typed on Agency letterhead, In the format shown, using whatever space
is required for each entry.
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EXHIBIT VI-2

PERFORMANCE INCENTIVE AWARD NOMINATION

CONTRACT NO. 68-01~-1111 CONTRACTOR Chem Clean, Inc.
DELIVERY ORDER NO. 6811-02~009 PERIOD 3/2/85 - 5/10/85

DELIVERY ORDER CEILING AMOUNT $ $500,000
NAME AND LOCATION Site "X*
0ld Town, PA

A. Delivery Order/Scope of Work

The initial site assessment of site "X" by EPA and TAT estimated that 250
drums of hazardous materials (both surface -and buried drums) presented a
direct contact threat. The Scope of Work required Chem Clean, Inc. to supply
necessary manpower and equipment to abate this emergency situation. Chenm
Clean, Inc. was tasked by the OSC to develop a technique for drum removal that
minimized the traversing of manpower/equipment over buried drums. The large
areal extent of drums scattezed on site- prevented conventional removal
techniques.

B. Problems or Unusual Circumstances

During the removal action many more drums containing hazardous materials
were encountered than originally anticipated. This discovery required
additional manpower and equipment. 1In total, over 1,644 drums were staged and

nearly 1,000 of these drums contained wastes.

The widespread burial of drums presented a precarious situation, since
travelling over buried drums.could have resulted in collapse of the drums
possibly releasing hazardous vapors. This situation required the use of
special equipment and removal techniques.
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EXHIBIT VI-2 (continued)

The project was further complicated by unusually wet weather. The U.,S.
Weather Service recorded 8.65 inches of rainfall for the month of March. This

was 5 inches above average.

C. Contractor Performance

The contractor's personnel and equipment arrived on éite within two hours
of first contact. This was one hour sooner than expected and required. Over
three times the original estimated number of drums were removed by the
contractor to a RCRA-permitted disposal facility. This was accomplished two
weeks earlier than originally planned, resulting in cost savings of over
$50,000. PFurthermore, it was completed ahead of schedule and under budget,
despite inclement weather conditions.

Drum removal was accomplished by utilizing two 225 bulldozers with
grappler attachments. This’ technique made it unnecessary for equipment to
travel over buried drums because of the long reach possible with the tandem
set-up. The increased safety factor attained by this technigque could benefit

future projects.

The disposal of the drums of hazardous wastes was accomplished by the use
of the Chem Clean, Inc. shredder. This consolidated drummed materials by
shredding drums, with contents, in one operation. Conventional methods
involved emptying drums, often using hand tools; wastes were transported to
one area and emptied drums were disposed of separately. The one~time handling
of drums made possible by the shredder shortened the schedule. 1In addition,
the volume of waste materials was greatly reduced since drums were shredded
into waste containers. The use of the Chem Clean, Inc. shredder resulted in a
cost savings of over $50,000 on this project as compared with conventional

techniques.
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D. Benefits Derived from Contractor Performance

As a result of the contractor's performance, the project was completed at
a cost 10 percent below the Delivery Order ceiling, despite adverse weather
conditions and a major change to the Statement of Work (higher number of drums
removed). The use of state-of-the-art technigues, tandem grapplers and the
Chem Clean, Inc. shredder resulted in significant cost savings. 1In addition,
these techniques “"mechanized," to the fullest extent, operations' normally
requiring hand labor, thus reducing exposure of on-site personnel to hazardous
substances. The proven technigues can be used in future EPA projects.

E. Recommended Size of Incentive Award

Two percent of $500,000 (Delivery Order Ceiling)

$10,000.

F. Support Documentation (Attachments)

(1) De'live:y Order/Statement of Work
(2) ERCS Contractor Performance Summary

G. DPO Concurrence

H. .Division Director Concurrence
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EXBIBIT VI-3

PERFORMANCE INCENTIVE AWARD NOMINATION

CONTRACT NO. 68-01-9999 CONTRACTOR Waste Busters
DELIVERY ORDER NO. 9999-08-001 PERIOD 08/16/85 - 09/18/85

DELIVERY ORDER CEILING AMOUNT $ $425,000
NAME AND LOCATION Pleasant Valley Lagoon
Pleasant Valley, NY

A. Delivery Order/Scope of Work

During the remedial action being conducted at this surface impoundment
facility, the remedial contractor inadvertantly broke through an impermeable
layer under the lagoon. This resulted in the release of sulfuric acid and
hydrogen sulfide gas F:on a previously unknown lower chamber. The release
endangered on-site workers, nearby residents, and tourists at a nearby (2.0
-unes) amusement park. The noxious odor of the. st also threatened to ruin
the usually crowded Labor Day weekend at the park.

r

Remedial work was suspended and the ERCS Contractor was called in to
supply needed manpower and equipment to abate this emergency situation. Waste
Busters was tasked by the 0SC to safely remove the wastes in the lower chamber

and to control the st emissions.

The original workplan called for draining the wastes out of the lower
chamber and treating it off-site. Original estimates called for a three-month
period of performance and a shutdown of remedial actions for the entire
removal project.

B. Problems or Unusual Circumstances

The removal project was conpiicated by the original hazardous waste
situation being responded to by the remedial program. Hazardous sludge
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BXEIBIT VI-3 (continued)

material (principally tars contaminated with polynuclear aromatic
hydrocarbons) posed an added threat to the ERCS contractor.

Sweltering August temperatures also made a bad situation worse. Average
temperatures during the period of performance were in the 90°'s.

C. Contractor Performance

The contractor completed the removal action in an extremely timely and
cost-effective manner. Waste Busters completed the removal action in one
month rather than the originally estimated three months. Their innovative
procedures (described below) also resulted in a cost savings of $150,000.
This savings does not include the cost benefit of resuming the remedial action
ahead of schedule, nor does it include the revenues gained during the capacity

crowd Labor Day weekend at the amusement park.

Instead@ of draining the acidic waste and treating it off-site, the
contractor proposed and implemented an 6n-site .tzeatnent remedy. Using
alkaline materials (lime and soda ash) from another part of the site, the ERCS
contractor neutralized the acidic materials in-situ. This saved the cost of
removing, transporting, and treating the acidic waste off-gite. It also
eliminated the need .to remove the alkaline materials during the remedial

action.

An activated charcoal scrubbing system was installed to remove vented

st thus redicing the noxious odor. A slight rotten egg smell persisted,

but was barely noticable at the park.

D. Benefits Derived from Contractor's Performance

As a result of the contractor's performance, the project was completed two
months ahead of schedule. Cleanup costs were 35 percent below the Delivery
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EXHIBIT VI-3 (continued)

Order Ceililing. The contractor'’s efficient response also enabled local

merchants to enjoy a prosperous Labor Day wéekend.

E. Recommended Size of Incentive Award

Two percent of $425,000 (Delivery Order Ceiling)
$8,500. '

F. DPO Concurrence -

G. Division Director Concurrence
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encountered during provision of the services by the contractor. The
nomination must also specify succinctly why the contractor's performance
merits an incentive award. The nomination should state how the
contractor's performance surpassed “"performance targets®” and how such
performance benefitted the completion of the removal. Each nomination
also should contain an attachment that includes tbé BRCS Contractor
Performance Summary (described in Chapter V (Exhibit V-4)). The
nomination also should recommend the size of the incentive award. For
aite-specific removal actions, the award cannot be greater than four (4)
percent of the Delivery Order ceiling amount.

Oonce ’ the nomination has bee‘n completed by the O0SC or Orderlng
Officer, the nomination and any supporting documentation should be
forwarded to the ERCS DPO, who should review the nomination and indicate
concurrence by signing the nomination in the space provided. The DPO
should then submit the nomination to the Regional Division Director for
review and concurrence. The Division Director has the option of either
signing the nomination.or preparing an accompanying ‘cover memorandum which
indicates concurrence with the nomination. After concurrences have been
obtained, the nomination should be forwarded to the Headquarters Project
Officer. Under no circumstances should the nomination be distributed
outside of EPA. The nomination is a confidential, internal EPA document

and, therefore, should always remain within the Agency.

2.2 Preparing Incentive Award Nominations for Contractor Performance of
Collective Activities on _an EPA Regional or Zone-wide Basis

Nominations of contractors in this category will be prepared by ERCS
DPOs, the Project Officer or Contracting Officer. The incentive award
nomination will be made in a .memorandum to the EPA Headquarters review

panel, and should include:

. A clear description of the services provided by the contractor

including an itemization of any site-specific removal actions

covered by the nomination
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. The _total dollar value of the services performed by the

contractor
o A narrative stating the reasons for incentive award

recommendation, emphasizing the significance and impact of the
activities on the overall objective of the contract or Superfund
removal program and a delineation of any problems encountered in

performing the activitiés
. The period in which the activities were performed.
The nomination also should recommend the size of the incentive award. The
award cannot be greater than one (1) percent of the total costs of the
services covered in the nomination. Any supporting documentation should

be forwarded with ‘the memorandum to the EPA Headquarters review panel.

3. INCENTIVE AWARD DETERMINATION , ‘

All incentive award nominations will be reviewed by a panel consisting of
the Project Officer,-Contracting Officer, other EPA Headquarters personnel and
EPA Regional representatives. The panel will convene periodically to review
performance incentive award nominations. All nominations must be acted upon

by the panel within 90 days following receipt by the Project Officer of all
documentation .supporting the nomination.

The panel will determine the size of award, if 'any, for each nomination
received. The contractor will be advised in writing of any amount awarded by
a modification to the contract issued by the Contracting Officer. Upon
receipt of the modification, the contractor may subait a public invoice for

the amount awarded. (See Chapter V for procedures for invoice processing).

In addition to determining performance incentive awards, the panel will be
responsible for reviewing the performance incentive plan and will make changes
to the plan as necessary either to better reflect the goals and objectives of .
the contract and removal program or to emphasize new Superfund priorities.
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CHAPTER VII

INTERACTIONS WITH OTHER EPA SUPERFUND PROGRAM CONTRACTORS AND
FEDERAL, STATE, AND LOCAL AGENCIES

KEY TOPICS
Page
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CHAPTER VII

INTERACTIONS WITH OTHER EPA SUPERFUND PROGRAM CONTRACTORS AND
FEDERAL, STATE, AND LOCAL AGENCIES

Interactions among the BERCS contractors, other Superfund program
contractors, and PFederal, state or local agencies that complement the ERCS
contracting effort are likely to occur during implementation of a removal
action. Contractors and agencies that may interact with the ERCS contractor
are shown in Exhibit VII-l. Communication and careful coordination must be
emphasized to assure optimum use of services offered by e;:ch, as well as to
execute a smooth and timely response to the removal at hand. The following
sections briefly describe the functions of other Superfund contractors, tke
situations in which the ERCS contractors may interact with these contractors
or other military or civilian entities, and basic guidelines to help
coordinate the interactions.

s

1. SUPERFUND CONTRACTORS

The ERCS contractor is one of several Superfund contractors that may be on
a site during a removal. Although each contractor is independently
responsible for performing specific functions, duplication of efforts can be
avoided by coordination of the contractors' efforts by EPA 0SCs and other EPA
personnel responsible for overseeing contractors at a site. Contractors that
may be on site when an ERCS contractor responds to a Delivery Order are
enumerated below. The ﬁPA 0SC will mediate interactions between the ERCS and

other Superfund contractors.

1.1 Technical Assistance Team (TAT) Contractor™®

The Technical Assistance Team (TAT) contract was designed by ERD to

provide technical and management assistance to the removal zésponse and

* Por more information about the TAT contract and possible interactions with
the ERCS contractors, refer to the TAT Contract User's Manual or write or
call TAT Contract Project Officer, at U.S. Environmental Protection
Agency, 401 M Street, S.W., Washington, D.C. 20460 (FTS 382-2458).

vVIii-2




OSWER Directive 9242.2-12

EXHIBIT Vil-1

ERCS Contractor Interactions With Superfund Contractors
and Other Agencies

REMEDIAL FIELD TECHNICAL TECHNICAL CONTRACT ENE"N"“EoR’é'gﬁgAL
PLANNING INVESTIGATION | ASSISTANCE | ENFORCEMENT | LABORATORY NS
ZONE TEAM TEAM SUPPORT PROGRAM N
(REM) (FM (TAT) (TES) (CLP) (EERUV)
SUPERFUND CONTRACTORS
i ON-SCENE COORDINATORS
FEDERAL AGENCIES
STATE AND
LOCAL U.S. COAST U.S. ARMY QTHER
GOVERNMENTS m U.S. NAW coE AGENC'ES
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prevention program. TAT contractor support tasks during a response may

include the following activities:

. Response monitdt ing

. Work plan development

. Response documentation
. Danaée assessment
. Pederal disaster assistance activities.

It is highly likely that the 0SC will have both the ERCS contractor
and the TAT contractor on site simultaneously during a removal action.
The TAT contractor may provide support to the O0SC by assisting in
monitoring the progress of the response action and by helping the OSC in
performing various cost control functions to verify and document cleanup
costs, The 'im' contractor assumes only a support role in these
situations, directing all comments or recommendations concerning the work
of the ERCS contractor to the 0SC. 'me('mr may not supervise the ERCS

contractor.

1.2 Remedial Planning (REM) and Pield _ Investigation _Team _(PIT)
Contractors*

The REM and FIT zone contracts are administered by Hazardous Site
Control Division to obtain technical and management services necessary to

successfully implement the remedial response program.

Por further information about the REM and PIT contracts and how they
relate to the ERCS contracts, refer to the REM/FIT Zone Contracts

Management Plan_ and Operating Procedures manual or write or call REM/FIT
Contract Project Officer at U.S. Environmental Protection Agency, 401 M

Street, S.W., Washington, D.C. 20460 (FTS 382-2346).

VII-4



OSWER Directive 9242.2-1A

The FIT zone contractors provide support in the conduct of field
investigations (e.g., preliminary assessment and site inspection of
hazardous substance sites) in order to assess initially a site's
situation. These pre-remedial activities aid in determining the need for
removal or remedial response activities. Por example, the FIT contractor
aids EPA in ranking sites for inclusion in the National Priorities List.

The REM contractors support the Superfund program in three major

areas:

. Remedial planning activities involving the identification,
evaluation and recommendation of remedial response options

(e.g., remedial investigation and feasibility study)

. Implementation of expedited responses (e.g., fence construction,
drum removal) required at sites that will later undergo

longer~term remedial measures

. Technical and management support activities, enforcement support

and community relations.

The REM and PFIT 2zone contractors and the ERCS contractor may be
required to coordinate activities in responding to hazardous substance
releases when the response status of a site changes ({i.e., removal to
remedial or vice versa). This may occur in any of the following

situations:

. A removal action is required based on the results of field
investigation activities conducted by the PIT contractor

. A removal action is necessary at a site undergoing pre-remedial
activities because of unanticipated threats

. Remedial action is required after a removal has been completed
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. Emergency response must be initiated based on a éhange in
conditions at a site where a remedial action is in progress.

EPA personnel responsible for overseeingy the response and the
contractor used at a site will be determined by the site’'s current status
(e.g., removal response -~ OSC and ERCS contralactor: remedial response --
RPM and REM and PFIT 2zone contractors). Cooperation among these
individuals is essential for a smooth transition of responsibility, an
efficient interchange of site-specific information, and a timely removal

response. .

1.3 Technical Enforcement Support (TES) Contractor

The Office of Waste Programs Enforcement (OWPE) has responsibility
fbr compliance actions and for recovering Federal funds expended under
CERCLA, and for assuring compliance with RCRA. The Technical Enforcement
Support (TES)* contract was awarded to assist OWPE in the following

activities: . . -

. Designing and obtaining remedial plans in support of enforcement

actions

. Providing support for negotiation or litigation with regard to
responsible party cleanup '

. Providing support for the RCRA compliance/enforcement program.

For further information on the TES contract and situations that may
involve the ERCS contractor, write or call Project Officer, OWPE Technical
Support Branch, U.S. Environmental Protection Agency, 401 M Steet, S.W.,
Wasnington, D.C. 20460 (FTS 382-4842). '
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The TES contract will not duplicate the efforts of other contracts awarded
by the Office of Emergency and Remedial Response (OERR); it is strictly an

enforcement contract to provide support to OWPE.

The TES contractor may be on site during a removal conducted by an
ERCS contractor. The OSC is responsible for coordinating activities of
the two contractors to avoid duplication of efforts and to encourage the

exchange of pertinent information.

1.4 Contract Laboratory Program (CLP)

The Contract Laboratory Program (CLP) was established by EPA in 1979
to provide chemical analytical support in the investigation and cleanup of
hazardous substance sites. This is accomplished through a nationwide
network of contract laboratories having the analytical capabilities to

assist in the following functions:

.« Idcntitylng threats to public health and the environment
. Assessing risk -
. Instituting remedial- response

. Initiating enforcement actions.

In emergency situations, an OSC normally will noé use the CLP because
the CLP does not provide a 24-~-hour turnaround time for sample analyses.
However, the OSC may be able to use the CLP analytical services when the
turnaround time for sample results can be met by the CLP contractor.

Work conducted by the CLP is coordinated by the Sample Management
Office (SMO)* through the EPA Regional Sample Control Center (RSCC). The

Por further information about the CLP, write or call: CLP-National
Program Manager, Hazardous Response Support Division, U.S. Environmental
Protection Agency, 401 M Street, S.W., Washington, D.C. 20460,
FTS-382-7906.
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SMO has developed a manual entitled User'’s Guide to the Contract

Laboratory Program which describes procedures for using the CLP and
provides a complete description of all analytical services, sample
requirements, and reports offered under the program.

1.5 Environmental Emergency Response Unit (EERU)

The Environmental Emergency Response Unit (EERU) is an organization
deaigned to form a model nationwide hazardous material spill response and
control capability for situations where the use of complex cleanup
equipment and techniques are involved. EERU involves a cooperative effort
between EPA spill response research personnel (0il and Hazardous Materials
Spills Branch, Edison, NJ), EPA 8pill response operational personnel
(Emergency Response Team) and contractor personnel to provide the most
effective use of the technologies under development.

The primary objective of EERU is to encourage commercialization of

individual items of equipment that have been developed under public

sponsorship. EERU's response to hazardous chemical incidents is normally

‘1imited to situations where a particular type of technology or capability

is available through EERU but not commercially (e.g., mobile physical -
chemical treatment system). Should EERU be requested to assist in
responding to a hazardous substance release where an ERCS contractor is
also on scene, "all efforts of EERU and the ERCS contractor will be

coordinated by the 0SC.*

FEDERAL AGENCIES

The services of the ERCS zone contractors are available to other FPederal

agencies in addition to BEPA via Inter-Agency Agreements (IAGs). A few

Y

For further information about EERU, contact the Hazardous Spills Staff,
0il & Hazardous Materials Spills Branch, U.S. EPA, Edison, N ({(201)

321-6632 or FTS: 340-6632].
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examples of situations where the ERCS zone contractors may be called upon by

other agencies are discussed in the following sections.

2.1 U.S. Coast Guard (USCG)

Under a Memorandum of Understanding (MOU) between EPA and USCG
(Note: the MOU had not been signed as of this printing), the USCG can
access the ERCS zone contracts through EPA's ERCS Contracting Officer and
can use the cbnt:actors in response to the release or threat of release of
hazardous substances in the Coastal Zone, Great Lakes waters, and ports
and harbors. Situations in which tixe ' USCG may use the ERCS 2zone

contractors include:

. Responses to releases or threats of releases from vessels
. Removal actions concerning releases or threats of releases at
, active or inactive hazardous waste management facilities when a
- ~USCG OSC determines that such action must be taken pending the

arrival of an BPA 0OSC

. Remov.al actions concerning releases or threats of releases at
facilities other than active or inactive “"hazardous waste

management facilities.

The Memorandum of Understanding between RPA and USCG describes the
procedures the USCG must use in activating, supervising, and monitoring
the ERCS zone contractor. When the USCG uses the ERCS zone contractor for
a2 cleanup operation, the ERCS contractor Response Manager is under the
direction of a U_SCG—designated osC.

In addition, during an BPA~lead removal the EPA OSC may request the
services of the USCG National Strike Porce (NSF) (i.e., Atlantic, Pacific
and Gulf Strike Teams) to conduct removal actions. The Strike Teams are

[ —

VIiI-9



3.

OSWER Directive 9242.2-1Aa

an important Pederal resource that can provide 0SCs with experienced
personnel and sophisticiated equipment to assess, implement, and monitor

actions taken in response to hazardous substance releases.,

Members of the NSPF maintain a stock of specialized equipment for
deployment anywhere in the nation and in some cases overseas. This
equipment includes open water oil contaminant and recovery systems, high
capacity pumps for transferring oil and some chemicals, and protective
cléthing for work with hazardous materiala. Diving equipment along with
trucks, trailers, mobile command posts, communications gear and other
support equipment complete the NSFP inventory. Most of this equipment is
designed to fit into Coast Guard C-~130 cargo planes or load onto flatbed

trucks for fast response.

2.2 Other Federal Agencies

Fedez:al agencies other than EPA, such as the U.S. Army Corps of

‘Engineers (COE) and the U.S. Navy, may benefit from the services of .the

ERCS zone contractors. Designated non-EPA. officials may access ERCS
resources through the EPA ERCS. Contracting ‘Officer. The ERCS contractor
Response Manager will be under the direction of these authorized officials.

In addition to those Pederal agencies that may call on the services
of the ERCS zone contractors, other Federal agencies may be present during
a removal response. These may include representatives from the Centers
for Disease Control (CDC), The National Institute of Occupationai Safety
and Health (NIOSH) and the PFederal Emergency Management Agency (FEMA).
Interaction between the ERCS zone contractors and these representatives

shall be mediated by the EPA 0OSC.

STATE AND LOCAL GOVERNMENT AGENCIES

A state or local agency may be performing contractual or non-contractual

work for an OSC when a removal is required and an BRCS contractor arrives on
gsite. The state or local agency may be performing such duties as installing ‘

VIiI-10



OSWER Directive 9242.2-1A

water lines, operating heavy construction equipment, or providing safety,
security and traffic control. 1In such situations, the OSC is responsible for
coordinating the work conducted by the BRCS contractor with the state or local

agency to ensure that an efficient removal is accomplished.

The BERCS contractor Response Hanagei may find it necessary to contract the
use of equipment qwned by a state's transportation department, or to tap city
water lines to prevent well-water users from exposure to toxic chemicals in
groundwater. In situations such as these, the ERCS contractor Response
Manager, under the direction of the 08SC, is responsible for arranging the
required services. The RRCS contractor Response Manager {s also responsible
for securing any rights-of-way required, obtaining any state or local permits,

and adhering to all state and local regulations and ordinances.

This chapter described the responsibilities of the ERCS contractors as
they interact with other agencies ‘and conttaétqrs involved in the Superfund
program. Appendix E gives a complete listing of current EPA contractors with
whom the ERCS conttactbrs may interact. This concludes the textual portion of

the users' manual. Pollowing this section are the appendices, glossary, and
bibliography for further clarification of and references for the text material,
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APPENDIX A

ERCS ZONE CONTRACTS
STATEMENT OF WORK

The following statement of work applies to each EPA zone. Zone One
consists of EPA Regions I through 1II, Zone Two consists of EPA Region 1V,
_Zone Three consists of EPA Region V, and Zone Four consists of EPA Regions VI

through X.

The contractor shall provide all personnel, materials, and equipment types
necessary as specified in Delivery Orders, to conduct emergency removals and
initial remedial measures for oil and hazardous substances releases conducted
under Section 311 of the Clean Water Act and Section 104 of the Comprehensive
Environmental Response, Compensation and Liability A'ct of 1980. The
contractor shall also pﬁ:ovidc all necessary administrative and supervisory
personnel to ensure that cleanup personnel are available on a 24 hour a day
basis and that responses are conducted in accordance with the specifications
of PFederal On-Scene Coordinators (OSC) or other designated Pederal officials.
The contractor shall provide such services by establishing an organization
consisting of a zone Program Manager and as-needed zone Response Managers.
The Program Manager shall work primarily in a management mode by retaining,
maintaining, and supporting a zone network of cleanup personnel, equipment and
materials on-~-scene and ensure that responses are conducted in exact accordance
with OSC or other designated Pederal official instructions.

The BPA Project Officer and regional Deputy Project Officer(s) will work
with the zone Program Manager to provide overall coordination and oversight of
the program and to resolve any problems that may occur. Ordering Officers
will issue Delivery Orders to the zone Program Manager to initiate cleanup
work. Ordering Officers will include O0SCs and other designated Pederal
officials. 0SCs and other designated Pederal officials will direct the
execution of the Delivery Order through the Response Managers. Support shall
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be provided to Federal O0SCs (EPA, U.S. Coast Guard, or other) and other
designated Federal officials located in each EPA Region or Coast Guard
District Office in the contractor's zone. All cleanup activities will be
conducted in accordance with the National Contingency Plan (40 CPFR Part 300).
The éntractor shall provide all personnel, material, and equipment types, as
specified in Delivery Orders. ‘These items shall be provided to any zone
location within the response time limits specified in Appendix C, or longer as
specified in the Delivery Order. The contractor shall not be precluded from
-providing these items in less than the response time limits specified in
Appendix C. To accomplish this ascope, .the contractor shall perform the

following functions:

I. PROGRAM MANAGEMENT

A. The contractor ahall designate a Program Manager and provide support
staff, facilities, and administrative capabilities as needed to ensure the
successful and efficient accomplishment of this Statement of Work. The
Progran Manager (or designee) shall be the single point of contact for
coordination with the EPA Project Officer (PO) and Deputy Project Officer
(DPO) , and shall be responsible for receiving and managing the implementation
of all Delivery Orders wunder this contract. Specific management
responsibilities of the Program Manager shall include but may not be limited
to the following:

l. |Maintaining close communications and coordination with BPA PO and
DPO, including reporting any and all problems encountered in
performing Delivery Orders and implementing any special controls
specified by EPA.

2. Retaining and managing the distribution of cleanup personnel,
equipment, and materials so that all necessary items are available at
any zone location within the response time limits specified in
Appendix C and elsewhere.
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Receiving and implementing Delivery Orders issued by the Ordering
Officera.

Designating a Response Manager for each separate cleanup action to
work directly with the 0SC or other designated Federal official on

acene.

Providing overall supervision and administrative support to all
Response Managers.

Maintaining a response-by-response accounting of all costs incurred
in accordance with reporting requirements, and controlling costs at

all levels of work.

Developing procedures and forms as necessary to enable uniform record

keeping and program management documentation.

Preparing and submitting all ropo:t's' as specified in the contract
schedule. o -

Completing special reports or studies pertaining to the contract
effort as requested by EPA.

Developing, implementing, and managing a quality assurance program
that will ensure that all environmental measurements obtained are of
known quality. Developing, implementing, and managing a quality
assurance project plan for each separate cleanup action in which
environmental wmeasurements will be made. Bnsuring that the
performance of assigned tasks adhere to all guality assurance program
and project plan requirements as well as EPA Region-specific quality
assurance requirements.
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11. Obtaining special services in a timely and cost efficient manner,
such as specialized cleanup equipment or personnel upon direction
from the Ordering Officer.

12. Implementing a comprehensive program safety plan to protect all
cleanup personnel.

13. Providing and maintaining a twenty-four-hours-per-day, seven-days~
per~week zone call center to provide Ordering Officers with immediate

access to cleanup services.

B. For each cleanup action Delivery Order issued to the contractor, the
Program Manager shall designate a Response Manager. This Response Manager
shall be fully dedicated to the specific cleanup action for the 'du:ation of
the response, unless substitutions are approved by the 0SC or designated
Pederal official. The Response Manager shall be the single point of contact
for on-scene coo:dina‘tion, and shall be responsible for the management and
execution of all cleanup activities in exact accordance with the
specifications of an OSC or other designated Pederal official. Coordination
relationships between EPA and .the Response Manager are outlined in Pigure
A-l. The Response Manager shall not be precluded from responding in leas than
the response time limits. The Response Manager shall be on scene on a daily
basis unless instructed otherwise by the OSC or other designated Federal
official. Specific on-acene management responsibilities of the Response
Manager shall include but may not be limited to the following:

1. Maintaining close communication and coordination with the O0SC or
other designated Pederal official for the duration of a specific
response, including reporting any and all problems encountered in

executing cleanup activities.

2. Conducting on=-scene sutve}s to develcp detailed project work plans.
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FIGURE A-1

ERCS Contract Management Structure
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7.

Providing the OSC or other designated Federal official with immediate
on-gcene access to all contractor cleanup personnel, equipment and
materials at a specific response at all times in order to allow the
OSC or other designated PFederal official to direct the Federal

response.

Providing administrative support, supervision, and management of
cleanup personnel, equipment, and materials provided on scene to
ensure that all directives issued by the OSC or other designated
Pederal official are immediately executed in an acceptable manner.
At the option of the OSC or other designated Pederal official, once
cleanup personnel are assigned to a response by the Response Manager,
they shall become fully dedicated for the life of the project.

Taking immediate corrective action when performance is not acceptable

to the 0OSC or other designated Federal official.

Ensuring that' the performance “of--assigned tasks adheres to all
quality alsu:an;:e, quality control and chain-of-custody procedures
specified in the QA program and project plans and in accordance with
EPA Region-specific QA requirements. The quality assurance program
will insure that all environmental measurements obtained are of known

quality.

Providing the OSC or other dJdesignated PFederal official with a
detailed accounting of all cost incurred at a specific site in a
format and frequency specified in the delivery order.

Implementing a comprehensive response action safety plan to protect
all contractor cleanup personnel.

II. PROGRAM CLEANUP OPERATIONS

The contractor shall provide cleanup services for spills of oil and for
immediate or planned removals and initial remedial measures for hazardous
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substances, as specified in Delivery Orders issued to the Program Manager (or
designee). Immediate removals will be specified in delivery orders when the
initiation of a response within hours or days will prevent or mitigate
immediate and significant harm to human life or health, to the environment, or
to real or personal off-site property. Planned removals will be specified in
delivery orders for release incidents that permit several days or weeks to
consider the need for a response, but that still requires expeditious
attention. Initial remedial measures may be specified before final selection
of an appropriate remedial action if such measures ‘are determined to be
necessary to limit exposure or threat or exposure to a significant health or
environmental hazard. Delivery Orders may be issued verbally, then in writing

as soon as is practical.

1f specified in Delivery Orders, the contractor shall conduct an initial
on-scene survey. The purpogse of the survey shall be to gain sufficient
on~scene familiarity with the Delivery Order scope of work to enable the
contractor to propose a detailed work plan to accomplish the project in the
most effective, efficient, an& safe manner. This work plan shall define the
types and quantities of cleanup personnel, equipment and materials that would
be needed, the proposed project schedule by nubi:asl;, and the estimated cost.
The contractor shall not be authorized to begin work until the work plan has
been approved by the Ordering Officer.

The contractor shall provide all personnel, materials, and equipment types
and quantities as specified by the Ordering Officer within the response time
limits specified in Appendix C or longer if specified in the Delivery Order.
The contractor shall not be precluded from providing these items in less ‘than
the response time limits. The contractor shall take any action, under the
direction of the 0SC or other designated Pederal official, as may be required
to mitigate or eliminate any hazard or damage to the environment resulting
from a releagse or threat of release of oil or haza‘rdous substances into the
.environment. These actions may include but shall not be limited to those
conducted under the following cleanup work phases:
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A. Containment and Countermeasures

Defensive actions shall be taken to protect the public health and welfare,
which shall include but may not be limited to: sampling and analysis to
determine the source, spread, and disposal options of a release; containing
the release at its source and preventing further acute flow of the pollutant;
controlling the source of discharge; using chemicals or other materials to
restrain the spread of the pollutant; placing physical barriers to deter the
spread of a pollutant; constructing slurry trenches; placing diversionary
booms; earth moving; drum handling; containerizing pollutants; diverting
streams; keeping waterfowl and other wildlife away from the polluted areas;
controlling water discharge from upstream impoundments; providing alternative
drinking water supplies on a temporary basis; providing temporary housing for
evacuees; providing traffic, crowd, and navigation controls; providing

security; and executing damage control or salvage operations.

B. Cleanup, Mitigation and Disposal

Actions shall be taken to recover the pollutant from the affected media.
These actions shall include but may not be limited to: using chemicals for
f£locculation, coagulation, neutralization and separation; using biological
treating agents; physical and chemical treatment of affected water and soil;
using specialized equipment such as mobile carbon treatment systems; aerating
affected media to selectively release volatile components; fixing or treating
the polluted media in place; salvaging or destroying vessels; and destroying
contaminated equipment and facilities.

In lieu of or following any treatment action, physical collection of
pollutants shall be accomplished followed by temporary .storage prior to
ultimate disposal. Work conducted shall include but may not be limited to
flushing contaminants from marsh areas followed by collection and holding;
skimming materials from the surface of w'ate:: washing soils with subsequent
collection and storage of recovered material; pumping contaminated groundwater
with subsequent storage; and segregating waste chemicals at uncontrolled

hazardous waste sites.
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Following removal and temporary storage, any contaminated material shall
be disposed of consistent with all appropriate Federal, State and 1local
regulations. The OSC shall have the option to accomplish disposal through
this contract or through other contractual mechanisms, at his discretion.
Disposal shall be conducted on-site or off-site. Disposal techniques shall
include but may not be limited to: controlled or uncontrolled combustion,
land disposal, fixation, injection, degradation, and recycling. The disposal
operations shall include temporary storage and ultimate disposal. Depending

upon the material contaminated, disposal operations shall also include

demolition.

All storage, transportation, treatment and disposal of pollutants shall be
accomplished meeting all regulatory, safety and environmental 1laws and
regulations at the Pederal, State, and local level. The contractor shall be
responsible for all necessary transportation and disposal permits.

C. Restoration

Acciv{tiea shall be taken to repair or top;ace material damaged by the
cleanup operations and actions to restore. the damaged envirdnment to as near
pre—-emergency conditions as possibie. Such actions shall include but may not
be 1limited to restocking, regarding, reseeding, replanting and ‘soil

replacenent.

D. Analytical

On-site and off-gite analytical activities shall be taken on a rapid
turn—-around basis (24 hours or less) to provide chemical and analysis or high
sample quantity volume analyses, to include but not limited to pH, £lash
point, oxidation reduction, organic vapor analysis, TOC sulfides, and TOC
phenols. This shall include sample collection, - storage, transportation,
analysis and disposal.
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APPENDIX B
RESPONSE TIME LIMITS*

The contractor is required to have all items of equipment, material and
personnel apocitigd in rapid response time personnel, equipment and materials
available at any zone location within the following response time limits.
These items may be provided in response times longer than those indicated, if
specified in the Delivery Order. ?he contractor is not precluded from

1.

2.

1.

providing these itenms 1n'1e§s than these response time limits.

The contractor shall provide rapid response time personnel, equipment
and materials in EPA Region 1 of ERCS Zone 1 within 2 hours of the
receipt of a written or oral Delivery Order within a 50-mile radius,
or 3 hours within a 100 mile radius, of the following cities:
Portland, Maine

Boston, Massachusetts .

New Bédford, Massachussetts . .

Hartford, QOnneceicut }

New Haven, Connecticut

Burlington, Vermont

The contractor shall provide rapid response-~time personnel, equipment

and materials within 4 hours of the receipt of a written or oral

Delivery Order for all other areas in EPA Region 1 of ERCS Zone 1.
The contractor shall provide rapid response time personnel, equipment
and materials within 1.5 hours of the receipt of a written or oral

Delivery Order for the following areas in EPA Region 2 of ERCS Zone 1:

. 50 mile radius of New York City, New York (from Columbus Circle)

ERCS 2Zone Contracts only (response time limits for other prime contracts
will be specified as those contracts are awarded).
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50 mile radius of Edison, New Jersey (measured from EPA's office

complex on Woodbridge Avenue in Edison, New Jersey).

The contractor shall provide rapid response time personnel, equipment
and materials within 2 hours of receipt of a written or oral Delivery
Order for the following areas in EPA Region 2 of ERCS Zone 1:

. 20 mile radius of San Juan, Puerto Rico (measured from junction
of Puerto Rico Rtes. 1 and 18).

-

The contractor shall provide rapid response time personnel, equipment
and materials within 2.5 hours of the receipt of a written or oral
Delivery Order for the following areas in EPA Region 2 of ERCS Zone 1l:

. 50 mile radius of Albany, New York (measured from State Capiéal
building).

. 75 mile radius of Rocheste:: New York (measured from the PFederal .
Building). N

. Remainder of Long Island, New York, not covered in B.l1l. above.
. Lake George, New York (in its entirety).

. 20 mile radius of Syracuse, New York (measured from the juncture
' of New York Rte. 81 and Rte. 17).

. 20 mile radius of Ithaca, New York (measured at the juncture of

' New York Rtes. 79 and 96).

20 mile radius ot'zlni:a. New York (measured from junction of.
New York Rtes. 17 and l4).

B~2
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20 mile radius of Newburgh, New York (measured from junction of

New York Rtes. 84 and 87).

. 20 mile radius of Poughkeepsie, New York (measured from the
junction of New York Rtes. 9 and 44).

. 20 mile radius of Kingston, New York (measured from the junction

of New York Rtes. 87 and 587).

. 20 mile radius of Utica, New York (measured from the junction of
New York Rtes. 90 and 12).

. 20 mile radius of Watertown, New York (measured from the
junction of New York Rtes. 81 and 12F).

. New York Rte. 87 (entire length).

«  New York Rte. 90 (entire length).

e New York Rte. 81 (entire length).

. New York Rte. 17 (entire length).

« ' Remainder of New Jersey not specified in item B.l above.

The contractor shall provide rapid response time personnel, equipment
and materials within 3.5 hours of the receipt of a written or oral
Delivery Order for the following areas in EPA Region 2 of ERCS Zone 1l:

. 10 mile radius of Fajardo, Puerto Rico (measured from junction
of Puerto Rico Rtes. 3 and 195).

. 20 mile radius of Guayanilla, Puerto Rico (measured from
junction of Puerto Rico Rtes. 2 and 3852).

B-3
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. 20 mile radius of Mayaguez, Puerto Rico (measured from junction
of Puerto Rico Rtes. 2 and 106).

. 20 mile radius of Arecibo, Puerto Rico (measured from junction
of Puerto Rico Rtes. 2 and 10).

. 25 mile radius of Guayama, Puerto Rico (measured from junction
of Puerto Rico Rtes. 3 and 15).

The contractor shall provide rapid response time personnel, equipment
and materials within 4 hours of the receipt of a written or oral
Delivery Order for the following areas in BPA Region 2 of ERCS Zone 1l:

. Remainder of New York not specified in B.l through 4 above.

The contractor shall provide rapid response time personnel, equipment
and materials within 5 hours of the receipt of a written or oral
Delivery Order for the following areas in EPA Region 2 of ERCS Zone 1:

. Remainder of Puerto Rico and U.S. Virgin Islands nhot specified

in B.2 and 4 above.
The contractor shall provide rapid response time personnel, equipment
and materials within 2 hours of the receipt of a written or oral

Delivery Order for the following areas in EPA Region 3 of ERCS Zone 1l:

. 25 mile radius of Philadelphia, Barrisburg and Pittsburgh,

Pennsylvania.

. 25 mile radius of Norfolk, Richmond, and Roanoke, Virginia; and
wWashington, D.C. ' .

. 12 mile radius of Winchester, Virginia.

. 25 mile radius of Baltimore, Maryland.
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The contractor shall provide rapid response time personnel, equipment
and materials within 3 hours of the receipt of a written or oral
Delivery Order for the following areas in EPA Region 3 of ERCS Zone 1:

. 25 mile radius of Scranton, Allentown, Erie and the Alleghany
National Porest, Pennsylvania.

. State of Delaware.

. 50 mile radius of Pittsburgh and Warren, Pennsylvania and
Charleston, West Virginia.

The contractor shall provide rapid response time personnel, equipment
and materials within 4 hours of the receipt of a written or oral
Delivery Order for the following areas in EPA Region 3 of ERCS Zone 1:

. Remainder of Pennsylvania and Maryland not specified above,

The contractor shall provide rapid response time personnel, egquipment
and materials within 5 hours of the receipt of a written or oral
Delivery Order for the following areas in BPA~Region 3 of BRCS Zone 1:

. Remainder of West Virginia and Virginia not specified above.

BRCS ZONE 2

A. The contractor shall provide rapid response time personnel, equipment and
materials within 2.5 hours of the receipt of a written or oral Delivery
Order within a 50 mile radius of the following ERCS Zone 2 cities:

ALABAMA -

Mobile
Montgomery
Birmingham
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FLORIDA
Jacksonville
Tampa
Miami
Pensacola
Orlando

GEORGIA
Atlanta
Savannah

KENTUCKY
Louisville
Paducah

NORTH CAROLINA
A;heville
Charlotte
Raleigh-Durham
Wilmington

MISSISSIPPI
Jackson
Natchez

SOUTH CAROLINA
Columbia
Greenville~-Spartanburg
Charleston

TENNESSEE

Memphis
Knoxville

B~6
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Nashville
Chattanooga

B. The contractor shall provide rapid response time personnel, equipment and
materials within 6 hours of the receipt of a written or oral Delivery

Order for all other areas of ERCS Zone 2.

ERCS Z20NE 3

A. The contractor shall provide rapid response time personnel, equipment and
materials within 3 hours of the receipt of a written or oral Delivery

Order for the following ERCs Zone 3 areas:

St. Louis County, Minnesota, South of Latitude 47

Carlton County, Minnesota

Douglas County, Wisconsin

Anoka County, Minnesota g
- . -‘Hennepin County, Minnesota '

Ramsey County, Minnesota

Milwaukee County, Wisconsin

¥aukesha County, Wisconsin

Lake County, Illinois

Cook County, Illinois

Dupage County, Illinois

Lake County, Indiana

Marion County, Indiana

Madison County, Illinois

8t. Clair County, Illincis

Saginaw County, Michigan

Bay County, Michigan

Midland County, Michigan

Oakland County, Michigan

Wayne County, Michigan

Monroe County, Michigan

Lucas County, Ohio
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Cuyahoga County, Ohio
Franklin County, Ohio
Hamilton County, Ohio

The contractor shall provide rapid response time personnel, equipment and
materials within 12 hours of the receipt of a written or oral Delivery
Order for the following ERCS Zone 3 areas:

Upper Peninsula of Michigan
Northwest Minnesota North of Latitude 47 and West of Longitude 94

The contractor shall provide rapid response time personnel, equipment and
materials within 6 hours of the receipt of a written or oral Delivery
Order for all other areas of ERCS 2one 3 not specified above.

ERCS Z0NE 4

The contractor shall provide rapid rcspoﬁé; time personnel, equipment and
materials for all areas of EPA Region 6 of ERCS Zone 4 within 6 hours of

the receipt of a written or oral Delivery Order.

1. The contractor shall provide rapid response time personnel, equipment
and materials for the Department of Commerce 1980 Standard
Metropolitan Statistical Area (SMSA) for Kansas City within 2 hours
of the receipt of a written or oral Delivery'Ordez.

2. The contractor shall provide rapid response time personnel, equipment
and materials for the St. louis, Missouri SMSA within 3 hours of the
receipt of a written or oral Delivery Order.

3. The contractor shall provide rapid response time petsonngl, equipment
and materials within 4 hours of the receipt of a written or oral
Delivery Order for the £ollow1ng‘8HSA locations in EPA Region 7 of

ERCS Zone 4:

B-8



C.

D.

4.

1.

2.

1.

OSWER Directive 9242.2-1A

Des Moines, lowa
Omaha, Nebraska
Wichita, Kansas
Springfield, Missouri

The contractor shall provide rapid response time personnel, equipment
and materials within 6 hours of the receipt of a written'Ot oral
Delivery Order for the remainder of EPA Region 7 of ERCS Zone 4 not
specified in B.l through 3 above.

The contractor shall provide :apid:response time personnel, equipmené
and materials within 2 hours of the receipt of a written or oral
Delivery Order for the tollowing.snsa locations in EPA Region 8 of
ERCS Zone 4: '

Denver, Colorado
Salt Lake City, Utah

ey 4 - - B ]
The contractor shall provide rapid response time pgrlonnel, equipment
and materials within 6 hours of the :eccipé of a written or oral

Delivery Order for the remainder of EPA Region 8 of ERCS Zone 4:

The contractor shall provide rapid response time personnel, equipment
and materials within 2 hours of the receipt of a written or oral
Delivery Order for the following SMSA locations in EPA Region 9 of

ERCS Zone 4:

Sacramento, California

San Jose, California

Anaheim/Santa Ana/Garden Grove, California
Los Angeles/Long Beach, California
Riverside/San Bernardino/Ontario, California
Pheonix, Arizona

B-9



2.

3.

4.

1.

2.

OSWER Directive 9242.2-1a

The contractor shall provide rapid response time personnel, equipment
and materials within 3 hours of the receipt of a written or oral

Delivery Order for Oahu, Bawaii.

The contractor shall provide rapid response time personnel, equipment
and materials within 3 hours of the receipt of a written or oral
Delivery Order plus transportation time from Oahu for the remainder
of the Hawaiian Islands not specified in D.2 above, and for the
Pacific Trust Territories.

The contractor shall provide rapid response time personnel, egquipment
and materials within 6 hours of the receipt of a written or oral
Delivery Order for the remainder of EPA Region 9 of ERCS Zone 4 not
specified in D.1 through 4 above.

The contractor shall provide rapid response time personnel, equipment
and materials within 3 hours of the receipt of a written or oral
Delivery Order for the-following SMSA locations-in EPA Region 10 of
ERCS Zone 4: ] -

Seattle, Washington
Portland, Oregon

The contractor shall provide rapid response time personnel, equipment
and materials within 24 hours of the receipt of a written or oral
Delivery Order for the State of Alaska.

The contractor shall provide rapid response time personnel, equipment

and materials within 6 hours of the receipt of a written or oral
Delivery Order for the remainder of EPA Region 10 of ERCS Zone 4.
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required information necessary for proper cost documentation includes the

following:
. chronology of events and decisions;
. entry and exit of personnel and equipment;
. contractor work planned/authorized and
contractor work accomplished;
s contractor costs;
. site conditions; and
. cumulative project costs.

On-scene information can be documthed by the OSC and/or by other
personnel who perform the specific job functions of cost manager, and
safety and security officer. The on-scene cost manager documents the
.chronology of ‘events and decisions, contractor work planned/authorized
and accomplished, contractor costs, cummulative project costs, and
prepares the Documentation Index (see Section 5.3 for the Index). The
on-scene safety and security officer documents site conditions, and entry
and exit of personnel and equipment. When the scope of work is limited,

the cost manager will double as the safety and security officer.

Each of the above types of information is discussed in the following
sections. A matrix outlining the cost documentation system is presented

in Exhibit 5-1.

5.1.1 Chronology of Events and Decisions

A chronology must be kept of dates and times of all key activities

and decisions made on site. This includes the types of actions taken and .

ra?
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why they were taken; problems encountered on-site and how they were .
resolved; activities carried out by on site personnel; all meetings with
EPA managers, the contractor, elected officials, and the public; and any

accidents or incidents of exposure.

A chronology provides an account of site activities for EPA
management, Congress, and the public. It becomes a historical record
that may be useful for future removals. It also serves to verify for
cost recovery actions that work completed was consistent with CERCLA and

the NCP, and to verify contractor charges.

5.1.2 Entry and Exit of Personnel and Equipment
The names of all personnel and equipment entering and exiting the
removal site and the dates and time of entry and exit must be recorded. ‘
This information is instrumental in verifying ERCS personnel and
equipment charges. In addition, entry and exit information of personnel
in the hot 2zone is.recommended for site security and personnel safety.
In the event of exposure, the recorded entry and exit information can

help to identify personnel who might have been exposed.

5.1.3 Contractor Work Plann.od and Contractor Work Accomplished

The contractor work suthorized by the OSC must be recorded along with
the subsequent detail of what work the contractor accomplished. When
recorded, this information can reconcile discrepancies and help to verify
the Contractor Cost Report (EPA Form 1900-55). In addition, this

information is a historical record of daily cleanup progress.
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5.1.4 Contractor Costs

A recorded daily account of all costs incurred by the cleanup
contractor, including labor, equipment costs, and subcontractor charges,
is required in the ERCS contract. Daily cost information is & tool for
cost projection, and is instrumental in cost recovery actions. This
information can also uncover inefficient or excessive use of labor and

equipment.

5.1.5 Site Conditions

It is important to keep a record of weather, ground conditions, and
other physical conditions at a removal site in order to justify delays-
and other on-site problems. Information on site conditions can also

assist in protecting the health and safety of on-site personnel.

5.1.6 Cumulative Project Costs

All on~site project costs, including those incurred by the ERCS
contractor, EPA, other Federal agencies, and TAT must be recorded and
documented on & daily basis. Maintaining & daily accounting of project
costs provides data that can be used in cost projections. Daily
accounting also reduces delays and costs associated with work stoppage
while the project ceiling is under review for an increase or the

$1 million exemption is being approved.

5.2 - OPTIONS FOR DOCUMENTING COSTS
The information described in Section 5.1 can be recorded and
preserved through a variety of cost documentation tools. The forms

listed and described below are currently used at many removal actioms:
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L 0SC Log

A Detailed Daily POLREP
. Entry and Exit Logs

. Work Report

. Contractor's Daily Cost Report --
EPA Form 1%00-55

i Incident Obligation Log

Only one of these forms, the EPA Form 1900-55, is currently required
to be completed under the CERCLA removal program. The other forms are
optional mechanisms to record required site information. EPA Regions and
OSCs have the flexibility to either use the forms presented herein, or
design their own forms to best meet the needs of cost management and
documentation at a particular site. To reiterate, documentation of the
information presented in Section 5.1 is required, while the particq}ar
documentation techniques presented below (except the EPA Form 1900;55)

are optional.

5.2.1 }JSC Log

The OSC Log is a bound log with detailed daily entries about work
accomplished at a CERCLA removal site, meetings held, decisions made,
etc. A detailed OSC log can fulfill the following documentation
requirements: chronology of events and decisions, entry and exit of
personnel and equipment, contractor work planned/authorized and
contractor work accomplished, and site conditions. An example of an

entry in a detailed OSC log is presented in Exhibit 5-2.
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5.2.2 Detailed Daily POLREP

A Pollution Report (POLREP) may be prepared daily and can include
extensive information about activities on a removal site. A POLREP can
be used to fulfill the following documentation requirements: chronology
of events and decisions, contractor work planned/authorized and
contractor work accomplished, site conditions, and cumulative project

costs. An example of a detailed POLREP is presented in Exhibit 5-3.

5.2.3 Entry and Exit Logs

A personnel and equipment Site Entry and Exit Log is a record of the
entry and exit times of all personnel (ERCS, EPA, TAT, etc.) and
equipment on site. Any person or equipment leaving the site for any
reason, regardless of the duration of time, must be "logged out." A Hot
Zone Entry and Exig Log may be used to,recorq all parsonnel entering and
exiting the hot zone and the level of protection worn. These logs
satisfy the requirement for &ocunenting the entry and exit of personnel
and equipment. An example of a personnel and equipment Site Entry and
Exit Log is presented in Exhibit 5-4, and a Hot Zone Entry and Exit Log

is shown in Exhibit 5-5.

5.2.4 Work Report

The Work Report can be used to document contractor work planned/
suthorized as well as the contractor work accomplished. The Work Report
can be used prospectively to‘dctail'work to be performed by the
contractor, with a summary of work completed added at the end of the
day. It can also be used to summarize oral work orders givem to the
contractor by the OSC and to identify what work was performed. If used

prospectively, it is suggested that the contractor sign the order. An

C~7
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explanation can also be provided to identify problems and changes in work ‘
planned/authorized and work accomplished. A Work Report does not have to

be prepared daily if a particular phase or type of work is to be

performed over & matter of days (e.g., drum staging). An example of a

Work Report is presented in Exhibit 5-6.

5.2.5 Contractor Cost Report -- EPA Form 1900-55

As previously mentioned, the E?A Form 1900-55 is currently the only
form required to be completed in the cost documentation system, and ful-
fills the requirement to document contractor costs. This report is
completed and signed by the contractor, and is then reviewed and signed
by the OSC. The EPA Form 1900-55 includes contractor personnel
costs, equipment charges, expendable materials, and subcontractor

charges. A copy of an EPA Form 1900-55 is presented in Exhibit 5-7. .

5.2.6 Incident Obligation Log

The Incident Obligation lLog (IOL) is used to chart cumulative costs.
It provides daily tracking of all costs that are counted toward the total
project ceiling. It also tracks the limits for individual cost
categories (e.g., ERCS, Tlf, EPA, and other Federal agencies). An
example of an Incident Obligation Log is presented in Exhibit 5-8. The
columns on the left list the cumulative expenditures for each category
(ERCS, EPA, TAT, etc.). Daily costs are listed in the smaller boxes
under the appropriate categories. Cumulative costs are listed in the
larger boxes. The columns to the right list daily expenditures,

cumulative expenditures and funds remaining on a daily basis.

c-8
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5.3 FULFILLING COST DOCUMENTATION REQUIREMEILITS

The OSC is required to document each of the six types of site
information at a removal action. The documentation method can
incorporate any of the six forms presented here or other forms that the

0SC considers effective (but always including the EPA Form 1900-535).

The OSC or the designated on-site cost manager must prepare a Cost
Documentation Index similar to the one in Exhibit 5-9. This Index serves
to ensure that each piece of required information has been documented.

It also identifies the documentation method used, and where the
information has been recorded. Without a Cost Documentation Index,
important site information that has been carefully documented may be

difficult to find, and therefore may be rendered useless.

Once the Cost Documentation Index is completed, it should become paf;
of the removal site document file. .The Index becomes & key component of
the file because it is.a record of exactly how site information was
documented. In addition, the file must contain all of the information
that has been documented as identifiid on the Index (i.e., POLREPS,

Entry/Exit Logs, EPA Forms 1900-55).

The file structure used at each removal site must be consistent,
well-organized and routinely maintained. Ideally, the site file
structure should be consistent with the Regional file system. The EPA
Office of Policy and Program Development (OPPM) (now the Office of

Program Management) issued a suggested organizational system for Regional
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CERCLA files. This file structure, however, appears to be more detailed ‘
than would be necessary for a command post file at a removal action. As
an alternative, the on-scene cost manager should consider utilizing the

sbbreviated file structure presented below. The file subjects are:

] Cost Documentation Index
. Action Memo
i Entry and Exit Log
Site
Personnel
Equipment
Hot Zone
Personnel
Equipment
i EPA Form 1900-55
o Incident Obligation Log (IOL)
e 0SC Log — - - ‘I.

i POLREP

. Work Report

It must be remembered that the cost manager will be responsible for

maintaining this file on a-daily basis whenever possible.

Maintaining all relevant documents in the above orderly file system
will facilitate the incorporation of command post files into the Regional
office files. Exhibit 5-10 shows an abbreviation of the OPPM suggested
file structure, indicating where the above site documents should be
filed. Complete, well-organized Regional files will aid in cost recovery
and facilitate review by the Inspector General's Office. The file system
will also provide readily accessible documents if an OSC is later called .

to testify on a particular.removal action.

c-10



" OSWER Directive 9242.2-1A

-6G ~

nuguo) U0y eRdo buyonoans ‘pruu Woy Paan 20WNT3Y

-g0uppoa o ymd
PY(TO7 4aposedo YOMA| MO} JVI01 TPTIW UL SDTUS

Q
Suish 20Ux70 QY TP SIS WLVdo UOONTXP {105

sula TIMOURIoM Waa) spmbn 0 fwirmg
IS U $MMUAD SATTOSTWIUL ublsaay, Woy AIMA AP}

1 smon 1s%omb 2parc

cAeam S Qi T UTHIOY TIQOPTOND 70 PYMOMS

s34 hpunumead SAOITPU! DUIMG 143}

-2 Sunduvs syoMmpumosp 4VsS §0 ssaabard S255TR
Zs1p 250 418 W ©aau0 * bunnag 9w "Yorborod 25015

2415 UO SILAID WITP PRY S, 0I0RSO01

Suryrna, iy puro {105 J0 WOLONDIT UL AA0M U1 pIST
20, @) woyIZioM 9 A .«c_._aES puo bors ' vorponvd
X3 AIYLIP Y4 AA0M UL PIST 29 O wyd g PN

-bundwros
WP Wi dM PUD WA0M S ENARISTI AU 1 vl

o\

osot

S101

000\

-T¢ -

.qs..ouo
- Tvom wioy) pasouna spribn P bunmq ubag -

uoobol verv

vildwivs Tuyuoy -

| 108 PTYOUIWID. a2 Jo $m.&.e385 TGO -
wiﬁa%e :
sumap 10045 PUP LoyonvaR T o) .
"..VSE Jay

.82:8«&. [dwop 20 ¢} B0 3 VL PUD WouA0)
. AGPVAUR iﬂ«w&ﬁ »3

s 3

TVH 0} Y rom Jo 2000¢ smanas 950

Sk 71 SATPYOY pa3Avey T

Str §oy 20\ppYg |
% o paimora ?Zasﬂ JPOMTY

SHPA00V| TVO 1 v
ssaqodQ purudmbl §
SuUPPNAP 0ml PRl S
srwbung,

st |\

uowIsog |

: 3%5%4 AQPYAUOY 2415 VD RIS VO
LD puuosnd Uy 'SRITAASIM AaTOAU0) SI¥3

‘2415 U0 SIANAAD IS0

(%05 ub ) s2.mpovIdun Hopou puo

aggvaen Asp oI 40) STIVD AT R aday - paddais SoU UroY
.55 Tunyesaduny 'savrs hpnop brpevp - SUOYIPUOY 1S

‘P4 VO IMAND SIVL €

pebl ‘Tl ATUWRAON
2416 Wmid 23Y
901 230

S0

oen0

Q190

00n0

901 960 NV 40 IT1dNVX3

\

‘.\

¢-S Nawx3

c-11



OSWER Directive 9242.2-1A

® ,, Y -

-GS¢ -~

‘216 V0| SIYL Woq puo IS0 0%9!
WIS VY| JTUU0Sd SoMONsOM YT 00@l

-amdway vy

-ovIX | TV pros SPA T A)S) paypmoxg -

. -gquanps  2wuob s
ob 000's 1S o pa)sds ULl P paTg -
wmap St prdwiog -
SWIMIP 20uA 00T PI0TUS PUO PyoNvodxng -
..?%E P 0wl YAOM “SISUIY AA0M oset

‘PINDIA VA0

symsaa buysay ndwrvs yos (yum Agpmss wo srpoo) P

VO TW J0 Tw0 yMd g} SAAOMAASTM SPNASU IS0

-payoroaxe yoqal ‘sph-m ool - poyoNOIx? 105
Jo -sph M 51 -HAdwar W\ORRRD W5 Jo | TSP 0o

oW SSMISIP 0f Sl HWE aRu

-Tugjud YIM 23w Al S0 W Jou TWO wﬁﬂ:ﬁ
s 4t 2418 @} YOIV, V43 wuay

Punnforavs gy A gt ied

“DAUS Y43 's2ambg Wi wien) I $AIA IS0 005!\

. yoLnyoM 94 Ay
cc...ﬁm yvsodsrp s o dundwivs wory SIS
Yromy ‘pmbil go¢ §0 swup or Ja) 440N
2SNOUIAVM WGA) PRAGANA U0, Mou SEM
WINLID |1y “S{UDAI0S 2WUPDA0 TA0 Spmbr) CPTIDY
P suoyvb 000’ Wim 245 SAVA WIPAL WUV Sipt

250 Q4 W 1 pup W T

1 7001 Ti'M W shos wop -uoyviad, g T

\P.o%.g.as JAPVAMUI) GIW3 SINOAU oprvdan qa

‘WAl SS-00b Ut ue c:&o.bwé v ourp 2
Ym0 Burpoauey sorronbpan hmposg woy sl 250 00%!

-uroby subio, waom N, osT

‘upumm A XV qu::oti ny oot

(penujjuo9)

c-S HQiux3

N

=12



OSWER Directive 9242.2-1A

o | Exhibit 5-3
EXAMPLE OF A DETAILED POLREP

POLREP
. DATE: NOVEMBER 12,1384
POLREP NUMBER: 10
NAME OF REMOVAL ACTION: ABC DRUM SITE, ANYTOWN, NEW JERSEY

0SC: John Smith, Region II

SITUATION:

Rain showers |ast night have created some mud cnsite.
Weather today was partly cloudly, temperatures i1n the 50’'s,
Immediate Removal Action continues.

Personne! on scene this date:

ERCS contractor - 132
‘l' TAT - 2
: -~ - EPA -1 (0OSC)

RP has thréeatened to deny EPA access to site if his demands
concerning site conditions are not met. 0OSC and Regional
enforcement attorney to meet 11/12 to discuss the matter. RP's
actions have not impeded any cleanup work to date. Enforcement
will seek court order granting EPA access to site if necessary.

0SC met with State geologist to discuss the state’s groundwater
sampling efforts. Frelihinary resulits should be available within
2 to 2 weeks. ‘

ACTIONS TAKEN:
Excavated 1% cu. yds soil near !agoon this date. 1780 cu yds
tota!l excavated. Phase | of soil excavation now complete. OSC

awaiting socil sample resuits to determine if further
excavation is needed.

29000 gallons of organic solvents from warehouse were bul ked and
shipped off site to Firesign Incinerators. All drum waste from
. war ehouse has now been removed except for 10 drums of PCB liquids.

200 more drums excavated and staged. Drum sampling continues.
Estimate that 700 drums remain buried.

Cc-13



OSWER Directive 9242.2-1A

Exhibit 5-3 '
(Continued) '

FUTURE _FLANS:
Continue drum excavation staging and sampling.
Await soil sample results to determine if further excavation of

soil near lagoon is neesded.

Evaluate disposal options for hazardous waste on site, including
10 drums of PCB still in warehouse.

COST TO DATE:

Nov, 12 Total to date
ERCS s 9,168 s 95,200
TAT 650 &,368
EFA 3%0 1,751
Otﬁér 1’525 151 498 .
Total $11,633 T $1168,817

QTHER _INFORMATION:

Removal action proceeding- on schedule.

c-14



Exhibit 5-4
(o] i i 9242.2~-1
EXAMPLE OF A PERSONNEL AND EQUIPMENT A

SITE ENTRY AND EXIT LOG

SITE ENTRY AND EXIT LOG

Work Site Date
TlMg PERSONNEL | REPRESENTING TIME EQUIPMENT
in Qut in Qut
Comments

c-15




Exhibit §-5 OSWER Directive 9242.2-1A
EXAMPLE OF A HOT ZONE ENTRY AND EXIT LOG

HOT ZONE ENTRY AND EXIT LOG

Work Site ’ - Date

TIME PERSONNEL LEVEL OF PROTECTION

in Qut L;
F e

Comments

c-16



Exhibit 5-6 OSWER Directive 9242.2-1A
EXAMPLE OF A WORK REPORT

WORK REPORT

Contractor Rep.

Work Site Work Period
From / To ’ /7
Contractor 08C

Work Planned/Authorized

Work Accomplished

Equipment Planned/Authorized

equipment Used

Comments )

Contractor Signature

OSC Signature

Date

Date

c-17
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Exhibit 5~9

EXAMPLE OF A COST DOCUMENTATION INDEX

OSWER Directive 9242.2-12

COST DOCUMENTATION INDEX

Work Site

Location

Period of Removal Action

oscC

INFORMATION REQUIRED

DOCUMENTATION TECHNIQUE

Chronology ot Events and
Decisions

O osc Log
O poLREP

[ other, Specity:

Entry and Exit of Personnel
and Equipment

O osc tog
0 site Entry/Exit Log
O Hot Zone Entry/Exit Log

3 other. Specity:

Contractor Work Pisnned/
Authorlzoq and Contractor
Work Accomplished

O POLREP
O osc Log
0 work Report

[0 other, Specity:

Contractor Costs

O EPA Form 1900-55 (mandatory)

Site Conditions

O poLREP
O osc Log

O other. Specity:

Cumulative Project Costs

O incident Obligation Log
0 poLREP

] other, Specity:

c-22



OSWER Directive 9242.2-1A

Exhibit 5-10
OPPM SUGGESTED FILE STRUCTURE (ABBREVIATED)

A. SITE OVERVIEW SHEET
¢ (Cost Documentation Index
B.  RESPONSE MANAGEMENT
1. Technical/Engineering/Construction Work
* POLREP
* Action Memo
¢ O0OSC Log
* Entry and Exit Log
* Work Report - '
2. Enforcement ' '
3. State and Other Agency Coordination
4. Community Relations
5. Contracts
6. Financial
* Incident Obligation Log (IOL)

e EPA Form 1900-55

c-23
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RCRA CONTACTS
COMPLIANCE STATUS OF RCRA DISPOSAL FACILITIES
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APPENDIX D

RCRA CONTACTS
COMPLIANCE STATUS OF RCRA DISPOSAL FACILITIES

Region Contact Phone Number
1 ' Gerald Levy, Chief PTS 8-223-1591

Compliance Monitoring and (617) 223-1591
Enforcement Section '

II Stan Siegel FTS 8-264~9638

Compliance and Enforcement (212) 264~9638
Section

III Pete Shaw, Chief FTS 8-597-8334
Bnforcement Section - (215) 597-8334 .

Iv Allen Antley, Chief PTS 8-257-4552

Waste Compliance Section (404) 881-4552

v Bill Muno, Chief PTS 8-886-4434

Enforcement Section (312) 886-4434

Vi Randy Brown, Chief PTS 8-729-9891

Compliance Section (214) 767-9891

viI ° Dave Doyle PTS 8-757-2891

' Compliance Section (913) 236-2891

D=1



VIII

IX

APPENDIX D (Continued)

Diana Shannon, Chief
Compliance Section

Jeff Scott
Toxics and Waste Management

Division

Chuck Rice, Chief
Compliance Section

D=2

OSWER Directive 9242.2~-1A

PTS 8-564-1500
(303) 293-1500

PTS 8-454-8127
(415) 974-8127

FTS 8-399-0695
(206) 442-0695
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APPENDIX E

CURRENT EPA CONTRACTORS WITH WHOM ERCS CONTRACTORS MAY INTERACT

Contract Contractor EPA Project Officer EPA Contracting Officer
TAT Roy F. Weston, Inc. Jack Jojokian Tom Sullivan
(202) 382-2458 (202) 382-3210
REM/FIT NUS Bill Kaschak Ron Kovach
(Zone 1) (202) 382-3248 (202) 382-3201
REM/FIT CH2M Hill Nancy Willis Vince Gonzales
{Zone 2) (202) 382-2347 (202) 382-2090
REM II Camp Dresser & Linda Boornazian Ulrike Joiner
McKee (202) 382-~799%7 (202) 382-2302
REM III Ebasco Services John Kingscot Ron Kovach
' ' (202) 382~7996 (202) 382-3201
REM IV CR2M Hill Nancy Willis Vince Gonzales
(202) 382-2347 (202) 382~2090
CLP Viar & Company Stan Kovell David Watson
(?02) 382~7906 (202) 382-3244
TES II Planning Research Mike Kosakowski Marian Bernd

Corporation

(202) 382-5611

BE-1

(202) 382-3195
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GLOSSARY

activity: a group of tasks that together comprise a segment(s) of the
sequence of events undertaken in determining, planning, and completing a
.tesponse to a release or potential release of a hazardous substance.
Activities include, for example, remedial investigation, feasibility study,
remedial design, and remedial construction.

-‘allocation: the funding ievel authorized (i.e., approximate dollar amount
approved) by OERR/OSWER management in action memoranda for conducting a
defined ‘set of activities at a hazardous substance site.

allowance: an amount established during the budgeting process signifying the
level of reaources at which an organization can operate. An allowance serves

as an unofficial spending limit from which commitments and obligations are

withdrawn.

allowable costs: costs that are eligible, reasonable, necessary and alloéable
and that are permitted under the apptop:iiie Federal cost principles, in
accordance with EPA policy. For example, allowable costs might include
contractual services, response by State enmployees (under a Cooperative
Agreement or contract), materials and supplies, equipment, and other direct

and indirect costs.

cleanup: actions undertaken during a removal or remedial response to address
a release of a hazardous substance that poses a threat or potential threat to
human health and welfare, the environment and/or real and personal property.
Cleanup activities may include removal and disposal of contaminated material,
provision of alternate water supplies, on-site monitoring and temporary
evacuation and relocation of threatened individuals.
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commitment: an amount administratively reserved to .cover an expected
obligation. A commitment reflects the intention to obligate funds to a
specific activity. The primary document used to commit funds is the
Procurement Request (PR) or EPA Form 1900-8.

Community Relations Plan (CRP): a plan for addressing local citizens' and

officials’ concerns to a hazardous waste site and integrating community
.relation activities into technical responses at sites to help prevent
disruptions and Qdelays in response actiona. A CRP should be completed for
removal actions expected to last longer Ehan 45 days and shoqld include a
short description of site background, nature of community concerns from
on-site interviews, key site issues, site-specific communication objectives,
and community relations activities as coordinated with technical response
activities.

containment: an action(s) undertaken that focuses on controlling the source
of a discharge or release and minimizing the spread of the hazardous substance
or its effects. COnt;aimlent may include such actions as construction of
slurry trenches, installation of diversionary booms, earth moviné, plugging of
damaged tank cars, and/or use of chemicals to restrain the spread of the

substance.

Contractor Cost Report (EPA PForm 1900-55): a form prepared by the ERCS

contractor at the end of each day to identify all personnel, equipment and
materials used to complete aasigned tasks.

Contracting Officers the EPA official who has been delegated authority to
enter, modify and administer the ERCS contracts. The Contracting Officer
retains sole responsibility for most contract administration functions.

countermeasures: actions undertaken to directly protect humans from exposure
to a hazardous subatance release or potential release. Countermeasures may

include such actions as provision of alternate water sources, temporary

evacuation and relocation, and closing of public recreation facilities in the.

vicinity of the release.
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Cure Notice: an official notice issued by the EPA Ordering Officer to the
contractor in situations where the contractor fails to perform the services
ordered within the time required. The “cure notice” informs the contractor
that unleass the failure to perform is sufficiently explained or cured within a
designated time, the Government may terminate the Delivery Order for default.
The "cure notice” is transmitted to the contractor on a standard EPA form
known as a "Notice of Failure to Perform or to Make Progress in Performance."”

Delivery Order: a form prepared by an Ordering Officer which specifies the
services to be performed and the personnel, equipment and materials to be
furnished to the Government by the ERCS contractor to complete a specific

removal action.

Deputy Project Officer (DPO): the RBPA Regional official responsible for

overseeing and organizing required interactions between regional EPA personnel
and other Pederal staff and the contractor to ensure that correct management

procedures are followed.

- -

disbursement: actual payment for services and goods. Disbursement is often
used synonymously with the terms "expenditure" or 'qutla'y' in governmental

accounting literature.

discharge: as defined by Section 311 (a)(2) of the Ciean Water Act (CWA)
includes but is not limited to, any spilling, 1leaking, pumping, pouring,
emitting, emptying or dumping of oil. PFor purposes of the Superfund program,
discharge shall also mean the substantial threat of a discharge.

discovery: refers to the notification;, observance, or detection of a release
or substantial threat of release or discharge of a hazardous substance or oil
into the environment. A discovery may be made through notification or
investigation in accordance with statutory requirements, incidental
observation by government agencies or the public, notif.ications by permit
holders or inventory efforts conducted by Federal, State or local agencies.
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disposal: the discharge, deposit, injection, decomposing, spilling, leaking
or placing of any solid waste or hazardous waste into or on any land or water
so that such substances or any constituent thereof may enter the environment
or be emitted into the air or discharged into any waters, including ground-

waters.

Emergency Response Cleanup Services (ERCS) Contracts: contracts awarded to
contractors who provide specific services, equipment and materials to conduct
emergency response cleanups of hazardous substance and oil releases under the

direction of 0SCs.

EPA lead: wmeans that the EPA has primary responsibility for planning and
conducting either part of or an entire removal or remedial action.

expenditure/expense: means the incurring of a liability or a payment of
cash. The term(s) is often used synonymously with "disbursement" or "outlay."

facilitys {(a) any building, structure, installation, equipment, pipe or

pipeline (including any pipe into a sewer or publicly owned treatment works),
well, pit, pond, lagoon, impoundment, ditch, landfill, -storage container,
motor vehicle, rolling stock, or aircraft, or (b) any site or area where a
hazardous waste has been deposited, stored, disposed of, placed or otherwise
came to be located; but does not include any consumer product or vessel.

feasibility study: a study intended to a) evaluate alternative remedial
actions from a technical, environmental, and cost-effectiveneass perspective,
b) recommend the cost-effective remedial action, and ¢) prepare a conceptual
design, cost estimate for budgetary purposes, and a preliminary construction

schedule.

hazardous substance: also sometimes referred to as hazardous waste, means (a)
any substance designated pursuant to Section 311(b) (2) (A) of the Federal Water
Pollution Control Act, (b) any element, compound, =mixture, solution, or
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substance designated pursuant to Section 102 of this Act, (c) any hazardous
waste having the characteristics identified under or listed pursuant to
Section 3001 of the Solid Waste Disposal Act (excluding any waste the
regulation of which under the Solid Waste Disposal Act has been suspended by
Act of Congress, (d) any toxic pollutant listed under Section 307(a) of the
Pederal Water Pollution Control Act, (e) any hazardous air pollutant listed
under Section 112 of the Clean Air Act, and (f) any imminently hazardous
chemical substance or mixture with respect to which the Administrator (EPA]
has taken action pursuant to Section 7 of the Toxic Substance Control Act.
The term does not include petroleum, including crude oil or any fraction
thereof which 18 not otherwise cpecincally' listed or designated as a
hazardous substance under Subparagraphs (a) through (f) of this paragraph, and
the term does not include natural gas, natural gas liquids, liquefied natural
gas or synthetic gas usable for fuel (or mixtures of natural gas and such

synthetic gas).

incident: a release or potential release of oil or hazardous substance at a
waste site, abandoned facility or fixed operating facility, or resulting from
a transportation-related accident or deliberate dumping. .

Incident Obligation lLog: a log that may be kept during a removal action to
provide the OSC with an accurate record of daily charges and an estimate of
total project funds available.

voice package: a package é::pazed by the BRCS contractor for the ERCS DPO
on a monthly basis consisting of one invoice for each removal project
conducted for the previous billing period and one cost accounting form
itemizing costs for each removal project conducted for the previous billing

period.

Memorandum of Understanding (MOU): an agreement between the EPA and another
agency (Federal, State, or local) that sets forth basic policiés and
procedures governing the relationship on matters of mutual interest and
responsibility. There is no exchange of funds under this type of agreement.
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National Continéency Plan (NCP): officially known as the National 0il and
Bazardous- Substances Pollution Contingency Plan, the NCP outlines the
responsibilities and authorities for responding to releagses into the
environment of hazardous substances and other pollutants and contaminants
under the statutory authority of CERCLA and section 311 of the Clean Water Act
(CWA) .

National Priority List: a list of the highest priority releases or potential
releagses of hazardous substances, based upon State and EPA Regional
submissions of candidate sites and the criteria and methodology contained in
the Baz.azd Ranking System (HRS), in order to allocate funds for remedial

actions.

obligation: a transaction which legally reserves funds for expenditure based
upon the original commitment (an obligation can never exceed a commitment).
Obligations are incurred by the signing of a contract or other transactions

(e.g., orders placed and payrolls) and are legally binding.

- -

On~Scene Coordinator (OSC): the PFederal official i::edes:lgnated by the EPA or
the USCG to coordinate and direct a Federal response under the National Oil
and Hazardous Substances Pollution Contingency Plan '(NCP); or the DOD official
designated to coordinate and direct the removal actions from releases of
hazardous substances or pollutants or contaminants from DOD vessels and

tacilities. g L

Ordering Officer: the EPA-designated PFederal official, 1listed in the
administrative recitals of each ERCS contract, who has been delegated
authority to place orders against the ERCS zone contracts. The role may be
assumed by EPA OSCs, EPA Remedial Project Managers, and other designated
Pederal officials. '

Performance Incentive Plan: a plan prepared for the ERCS zone contract which
describes procedures for providing the contractor with an incentive in the

form of a financial reward for outstanding performance.
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Performance Incentive Pool: a pool of funds set aside yearly for each of the

ERCS zone contracts as part of the Performance Incentive Plan.

Performance Targets: the minimum acceptable performance of the contractor, as
defined in the contract Statement of Work and specified in individual Delivery
Orders, which will warrant the payment of the contractor‘s fixed rates,
including the “profit or fee" contained in the contractor's fixed rate for

personnel (or labor) charges. Performance which surpasses the stated targets
may be awarded additiocnal "profit or fee®" from the Performance Incentive Pool.

POLREP: reports submitted by the 0SC to EPA Headquarters to report on a
release, the decision to activate the Fund, and progress at the response
(including a description of activities and status of funding).

preliminary assessment: an evaluation of the extent of release and degree of
threat to human health and the environment in order to determine whether the

release meets the criteria for a CERCLA funded removal.

priority site: a site that has been included on either the Interim Priority

List or National Priority List.

Program Manager: the ERCS contractor official who serves as the single point
of contact for coordination with the BEPA HQ Project Officer and Regional
OPOs. He receives and is responsible for managing and implementing all
Delivery Orders. -

project: a group of activities conducted at a site intended to
eliminate/remedy a release or potential release of a hagzardous substance which
poses an actual or potential significant threat to human health, the
environment, or real or personal property. A project may focus on only a
portion of the site and may be distinguished by one of three classification
schemes: (1) geographical extent of the project; (2) lead responsibility for
the project (i.e., Cooperative Agreement vs. State contract); or (3) type of

remedy.
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Project Officer: the EPA official with overall responsibility for managing

and directing activities under the ERCS zone contracts. The Project Officer
provides a single point of contact for the Contracting Officer and the ERCS

zone contractors.

release: any spilling, 1leaking, pumping, pouring, emitting, emptying,
exploding, discharging, injecting, escaping, leaching, dumping, or disposing
into the environment (for statutory definition, including exclusions, see the
NCP). PFor the purpose of the NCP, release alsoc means substantial threat of

release.

remedial action: subactivity in remedial response involving actual
implementation, following design of the selected source control and/or
off-site remedial measure. A Pederally funded remedial action will be
undertaken only at those siﬁes included on the National Priority List.

remedial investigation: an investigation intended to gather the data
necessary to: (l) determine the nature and extent of problems at the site;
(2) establish cleanup criteria for the site; (3) identify preliminary
alternative remedial actions; and (4) support the technical and cost analyses

of the alternatives.

removal: the cleanup or removal of released hazardous subatances from the
environment; such actions as may be necessary to monitor, assess, and evaluate
the release or threat of release of hazardous substances; the disposal of
removed material or the taking of such other actions as may be necessary to
prevent, minimize, or mitigate damage to the public health or welfare or the
environment, which may otherwise result from a release or threat of release.

éaggztable quantity: under Section 102 of CERCLA, the quantity of a hazardous
substance, that if released to the environment, may present substantial danger
to the public health or welfare or the environment and must be reported to
either the National Response Center or the EPA. Reportable quantities are set

forth in 40 CFR 302.
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Response Manager: the ERCS contractor official who oversees a specific
cleanup action for the duration of the response. .The Response Manager is
responsible for the management and execution of all cleanup activities in

exact accordance with the specifications developed in the SOW and in the work
reports.

responsible party: as defined by Section 107(a) of CERCLA includes "(1) the
owner or operator of a vessel (otherwise subject to the jurisdiction of the
United States) or a facility, (2) any person who at the time of disposal of
any hazardous substance owned or operated any facility at which such hazardous
substances were disposed of, (3) any person who by contract, agreement, or .
otherwise arranged for disposal or treatment, or arranged with a transporter
for transport or disposal or treatment, of hazardous substances owned or
possessed by such person, by any other party or entity, at any facility owned
or operated by another party or entity and containing such hazardous
substances, and (4) any person who accepts or accepted any hazardous
substances for transport to or from treatment facilities or sites selected by
such--person, from-which there is a release, or a threatened release which
- causes the incurrence of response costs, of a hazgtdous substance.

site: an area or a location at which hazardous substances were stored,
treated, disposed of, or piaced, or otherwise came to be located. This
includea all contiguous land, structures, other appurtenances, and
improvements on the land, for treating, storing, or disposing of hazardous
substances. A site iay eoni?st of several treatment, storage, or disposal
facilities (e.g., impoundments, containers, buildings, or equipment).

site inspection: an aapect of field investigation, involving the process of
collecting field data from a hazardous ‘'substance site for the purpose of
characterizing the magnitude and severity of the hazard posed by the site, in
order to score the site uaing_ the Hazard Ranking System (HRS) or actions taken.
to support enforcement. The site investigation builds on the information
collected during the preliminary assessment and may include .sampling,
l\lonitoring, surveys, testing and other information gathering techniques.
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start: the initiation of on-site removal activity at an incident for which no
CBRCLA or 311 funds have been used previously. (The prior ,311 funding
limitation. applies only to removal actions receiving 311 funds after CERCLA

was enacted on December 11, 1980.) ;

Statement of Work (SOW): an element of a Delivery Order that specifies in
detail the tasks and objectives to be performed by a contractor. The SOW
should contain the salient points regarding the background of tﬁe release or
potential release, problem dctinition. pu}.'pose of the work, and a description
of the services to be performed by the contractor.

Stop Work Order: a Notice of Work Stoppage form prepared by an Ordering '

Officer, or Contracting Officer requiring the contractor to stop all, or any
part, of the work called for in a Delivery Order.

task: a discrete piece of work that addresses a single objective specified by
a Statement of Work for planning, evaluating, or ilélenenting a response
action (e.g., hydrogeological study, hazardous waste. characterization,
alternative analysis, construction of a fence, or installing a leachate

control system).

Work Plan: the contractor's submittal of a written response to a Delivery
Order defining the technical approach for the project, the budget, and the

schedule. g .-
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