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1.0 INTRODUCTION
1.1 Purpose ’

. This document describes the procedures that are-to be used in initiating and monitoring
the contractual aspects of a Work ‘Assighment. The actions that are to be taken by both
EPA and the Contractor during each step are described within. The four key steps that
are involved in the work assignment process include the following:

~

e ; Step 1 - Development and issuance of the Work Assignment

e Step 2 - Completion of the interim work assngnment tasks and approval of the
Contractor work plan

+ Step 3 - Implementation of the approved Contractor work plan which includes
the following two elements:

- Technical Direction Memaranda for phased work plan execution
- Amendments to Final Work Plan Approval

* Step 4 - Completion of the work assignment and close-out procedures

1.2 Modifications to the Existing Procedures

Several changes have been made to existing procedures in order to facilitate the man-
agement-and coordination of Federal-lead remedial projects. These changes are pro-
posed principally to move the management of the phased execution of the work
assignments to the regions and streamline authorization and include the following items:

o Development of a smgle work asmgnment approval form;

¢ Standardization of detailed mtenm statements of work that include a detailed
description of each interim task, LOE task assngnments, estimated budget and
task and deliverable schedules;

e Work Plan Memoranda will be stre‘ar'nlined to a one page form which will be ba-
sically a checklist and Contractor work assignment acceptance form. This form
will also serve as a cover sheet to transmit resume material for the key staff
proposed for the work and conflict of interest declarations. Work Plan
Memorandums will be submitted within ten (10) days of receipt of the work as-
signment;

* Procedures to enable the RPM/RPO to manage the technical execution of an
RI/FS at the regional level; and

s Procedures whereby the RPM/RPOQO provides technical direction and additional
phases of phased work on a regional level within the previously approved scope
of work and budget by the EPA CO when such phased work is within the
scope, budget, and schedule of the approved final work plan.

1.3 The Work Assignment Form

We have created the Work Assignment Form (WAF) to manage and coordinate the var-
ious activities needed to initiate, approve, and complete a Work Assignment. This form



consoclidates all of the work assignment “contractual” activities on one form to eliminate
the misuse and misunderstanding associated with having different forms. for; different
phases of the work assignment process. Each successive WAF on a WA su‘perceeds the
previous WAF and therefore ALL required information must be provided on the updated
WAF when submitted. A copy of the WAF is provided in Figure 1.

The WAF is a one-page form with instructions provided on the back to facilitate its use
The form provides for approval tracking and authorization ‘and must be used whenever
one of the followmg five activities are to be conducted:..

r

* A new Work Assignment is issued by EPA;
» The Contractor requests an Interim Amendment to the work assignment;
» The work plan is approved and the total funding authorization is received;

e The Contractor prepares a Techmcal Direction Memorandum to conduct phased
work -approved under an existing work plan;

e The Contractor requests an Amendment. to the Final Work Plan Approval; or
e The RPO requests an assignment to be closed-out.

This form is completed by EPA during the first three steps of the work assignment pro-
cess and the Contractor in the 2nd and 3rd steps. As shown on Flgure 1, the form is di-
vided into six (6) distinct sections:

1. Work assignment information which identifies the project name, the date the
form was prepared, the EPA contract number, the revision number which nu-
merically accounts for all contractual activity on the work assignment, and the
work -assignment number and modification number which are provided by EPA.

2. Description of action defines the status of the submittal covered by the Work
Assignment Form. As shown on’ anure 1.there are S|x basic actions that can be
taken: : -

a. Issuance of a new work assignment in which case EPA will be ini-
tiating the action

b. Submission by the Contractor of an interim amendment to revise
an interim assignment

¢. Submission, initiated by the Contractor of a final work plan for
approval

d. Submission by the Contractor of an amendment to revise a final
approved work plan

e. Submission by the contractor of a Technical Direction
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Memorandum to provide more detailed scope, bddget and sched-
ule information to the Region for the phased executpn of a.work
ass»gnment and-.

f. -Submission: by the RPM of a request tor the assignment to be
closed-out. i
3. Budget information which presents the budgeted technical LOE and where re-
, quired, dollars associated with the approval phase under which the work assign-
ment is being executed.

4. Work Assignment (WA) Completion Date which presents the current date for
completion of the work assignment and provides for documenting the revising of
the completion date as warranted.

5. .EPA comments section provides space for EPA, principally the Contracting
Officer, to make comments concerning the submission and action taken.

6. Approvals section which provides signature blocks for both the Contractor per-
sonnel and the EPA.

2.0 DEVELOPMENT AND ISSUANCE OF THE WORK ASSIGNMENT
2.1 Summary of WA Package and Procedures

A flow chart describing the deveiopment, issuance and acceptance of the Work
Assignment is shown in Figure 2. The Work Assignment package is developed by the
Regional Project Manager (RPM) and the Regional Project Officer (RPQO). The Work
Assignment package consists of the following elements:

e A Work Assignment Form (WAF),

e An Interim Statement of Work (SOW)'

* A complete SOW for the total work aSS|gnment

e A Work Plan Memorandum (WPM); ‘and

" e A procurement request (PR).

Note: An action memorandum and intergovernmental review must be completed and
approved prior to submittal of a WA package to the Cantracting Officer.

2.1.1 The Work Assignment Form (WAF)

The RPM/RPO is responsible for préparing the WAF that is included in the Work
Assignment package. The RPM/RPO will be responsible for completing the items on the
form as shown in Figure 3. Under Item 1 the RPM/RPO will fill in the:

*. Date;

* Project Name;

s EPA Contract Number;



o Activity;
e _Contractor Name; and -

* Revision Number which will be ~Initial” for new work assignments and then se- -
. quentially numbered (i.e. 1,2,3,4..) for each subsequent action; and

s Work Assignment number. Last four digits allowing room for sequentia.lly num-
bers by CO. ‘ :

t ° .

The Contractor control number and modification number should be left blank. These
spaces will be used by the Contractor for internal controls (if ‘desired).and the CO.
Under item 2 the RPM/RPO will check the box marked "New Work Assignment.” Under
item 3 the RPM/RPO will fill the "Interim Budget” column by showing the current LOE
for the Interim WA SOW and the EPA ‘estimated hours for the entire WA. The LOE hours
from the entire assignment can bé estimated based on historical data. The dollar
amount of the procurement request (PR) attached should be the first funding and should
be shown in the "current” and "total” lines of the "Total Funding Received” column.
Using an average hourly contractor rate, to be provided to the region on a strictly confi-
dential basis by the Contracting Officer, and other incidental costs depending upon the
specific tasks authorized, the RPM/RPO may also provide a dollar estimate of the in- ‘
terim budget and show this estimate in the Expenditure Limit block. Urder item 4 the
"RPM/RPO will fill in the WA completion date for the entire WA in the space marked-
*current”. The RPM/RPO will sign on the appropriate spaces in the Approvals section.

2.1.2 The Interim WA Statement of Work

The Interim WA Statement of Work (SOW) to be prepared by the RPM/RPO for RI/FS
assignments is developed at the regional level using a new computer assisted work as-
signment generation program. This program is based on the list of core key and optional
tasks as displayed in Table 1. The program is driven by data input from the site hazard
ranking information or other known data. The interim statement of work for other assign-
ments are less standard and will be-developed on a case-by-case basis.

The program is interactive and may also produce both scope téxt, schedule, and LOE
based upon program experience to date. Under item 4 the RPM/RPO will fill in the WA
completion date for the entire WA in the space marked "current”. The RPM/RPO will
use the computer assisted program to determine the following information:

s The interim tasks to be conducted;

e A detailed description of the work to be conducted under each task;

e The Level of Effort (LOE) needed to perform each task (i.e., the number of tech-
nical hours that can be expended in conducting each task);
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TABLE 1

INTERIM STATEMENT OF WORK TASK

CORE TASKS

Work Plan Memorandum
Initia) Site Evaluation

No Action Risk Assessment
Identify/Screen Alternatives
Work Plan Preparation
Sampling/Analysis Plan
Health & Safety Plan
QA/QC Plan A
Community Relations Plan
Site Management Plan -
Technical/Financial Management

OPTIONAL TASKS

Site Survey/Topographic Mapping

Site Access Assistance -

Limited Site Sampling (R!) and Analysis
Procurement of Subcontractor(s)

Community Relations Development

Sr.Tech Advisory Committee Review/Advice
Engineering Evaluation/Cost Analysis for ERA
ERA/Operable Unit implementation



e The Interim Task schedule including milestones and dehverables and

¢ A uniform cost estimate for all tasks to be conducted under the Inténm sow
generated using the average Contractor hourly cost 1o be provided on a stnctly
confldenual basns by the Contractlng Officer.

2.1.3 The Complete Statement of Work

The RPM/RPQ is also responsible for developing the complete Work Assignment SOW.
The complete WA SOW defines the tasks that the Contractor will be expected to per-
form to complete the work assignment. This SOW should reflect EPA’s estimate of the
. work that will be performed by the Contractor. :

2.1.4 Procurement Request

The procurement request (PR) uses EPA Form 1900-8 to order the specific tasks and
activities defined in the interim and/or complete SOW to be performed. Either partial or
full funding can be provided. If partial funding is provided with the new work assignment,
the dollar amount.of the PR (indicating funding amount) should be AT LEAST the cost
estimate in the WPM generated by EPA. Additional funding may be provided as received
or needed. Each EPA regional office has designated personnel to prepare PR's and ob-
tain approvals. The RPM is responsible for requesting a PR and planmng sutficient fun-
" ding on the SCAP for the project.

2.1.5 Work Plan Memorandum

The Work Plan Memorandum has been reduced to a one page checklist approval form
with attachments as shown on Figure 4.

it provides for identification of the work assignment, the prime contractor, the lead firm
responsible for executing the work and the proposed site manager. The form then pre-
sents a menu of interim tasks in two groupings; core tasks, tasks that are normally re-
quired on all assignments; and optional tasks which as stated are optional, subject. to
"the specific requirements of the site or work assignment. The form is constructed 1o al-
low for the listing of technical LOE and associated milestone dates by interim task. it
provides columns for EPA to present their estimates and similar columns for the
Contractor to either concur with these estimates by inserting the same numbers and
dates or concurring by notation, or by providing the Contractor’s estimate in the appro-
priate space. This should present a concise vnsual approach to comparing the EPA and
Contractor’s estimates.

At this point the EPA should prepare an estimate of the cost for the execution of the in-
terim tasks by simply applying the total estimated technical LOE hours times the average
Contractor hourly cost. Each RPO will be provided these average hourly rates but must
treat them as confidential. The cost of executing the interim tasks in the WPM should be
signed by the RPM/RPO as indicated on the WPM form and then be inciuded in the
work assignment package. The Contractor will review and accept or revise the estimated
interim LOE hours and cost (when provided) on the WPM.The Contractor's cost will be
based upon applying the lead firms loaded average hourly rate against all estimated
hours and must include fee. If the EPA estimate is accepted, then the Contractor per-
sonnel will sign the WPM form and forward a copy to the RPM/RPO. Because no
change- to the total technical LOE was made and the RPM/RPO previously signed off on
the LOE estimate, no acknowledgement is necessary. If the Contractor revises the LOE
estimate then the WPM requires acknowledgement by the RPM/RPO.
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The Contractor will submit copies of the resumes of key personnel for the des:gnated
project with the WPM if not already in the EPA regional files. AR

2.1.6 lssuance of the. Work Assignment package _

The work assngnment package, when completed, is transmitted to the EPA Contracting
Officer (CO) with a copy to the PO. The CO assigns, or completes, the work assignment
number, signs the WAF under item 7, and prepares a contract modification. The CO for-
wards the original to the Contractor with a copy to the RPM/RPO and the PO. The
Contractor acknowledges acceptance of the WA by signing the contract modlfucatlon
and returning the original modification to the EPA CO.

Upon acceptance of the WA, the Contractor determines the lead firm for conducting the
WA, identifies the site manager, researches and certifies that there are no conflicts of
interest for both the involved firms and key personnel, and reviews the interim and com-
plete SOWs. If the Contractor accepts the Interim SOW, the Contractor completes and
submits the WPM, as shown in Figure 4, to the RPM/RPO.

If the Contractor determines that it is necessary to amend the Interim SOW by either in-
creasing the scope of work defined in one or more of the interim tasks, by adding addi-
tional task(s) to the Interim SOW, or by substantially changing the interim LOE and
costs, the Contractor submits the completed WPM with a revised WAF (Interim
Amendment) to the RPM/RPO. Justification for the Interim Amendment will also need to
be provided as part of the Interim Amendment. After review and acceptance of the
Interim Amendment, the RPM/RPO complete the appropriate sections of the WAF and
submit the WAF to the EPA CO for approval. A purchase request is required if funding
is not sufficient to accomplish the interim tasks. The EPA CO completes and issues the
completed WAF to the RPM/RPO, the Contractor and the EPA PO. An example of a
completed WAF (Interim Amendment) is shown in Figure 5.

2.2 Responsibilities

The RPM/RPO are responsuble for the followmg ‘tasks during the developmem issuance
and acknowledgment of the work assngnmem phase:

¢ Developing the Work ASSIgnment package; .

¢ Transmitting the original WA package and the procurement request 1o the EPA
CO with a copy to the EPA PO;

¢ Acknowledging receipt of the WPM from the Contractor in writing;

* Returning copies of the acknowledgment of the WPM to the Contractor, the
EPA PO and the EPA CO; and

* If the contractor submits an Interim Amendment to the WA, the RPM/RPO are
responsible for reviewing and accepting the amendment, completing the WAF,
and transmitting the Interim Amendment with the WAF to the EPA CO.

The EPA Contracting Officer (CO) is responsible for conducting the following tasks dur-
ing the development, issuance and acceptance of a work assignment:

e Assigning a complete work assignment number on the WAF (New Work
Assignment);

¢ Reviewing and approving the WAF (New Work Assignment), developing the con-
. tract modification, and submitting these items to the Contractor;



* Receiving the- WA acceptance from the Contractor and executmg the contract
modification; _ {7

* Reviewing and approvmg all lntertm Amendments to the WA by sngnmg the WAF
(Interim Amendment); and

¢ Submitting copies of ALL completed WAFs to the EPA PO, the RPM/RPO and
to the Contractor Financial Manager.

~

'The Contractor is.responsible for the following nems during the |ssuance and accep-
tance of the Work Assignment package:

. Acknowledgmg the acceptance of the WA by signing and returning the contract
* modification to the EPA CO .

. 'Determlmng team/subcontractor conflicts of interest;

. Identlfymg the lead firm to conduct the wark;

e Naming the Site Manager and other key staff,

e Completing the WPM and transmlttmg the complete WPM to the RPMIRPO
and _

* Developing Interim Amendments (as necessary) which consist of a detailed
scope, LOE, budget, schedule and a WAF. Interim amendments are required
due to changes needed in the total interim LOE, a major change in scope 10
one or more of the interim tasks or the addition of an new task to be performed
as part of the interim effort. Interim amendments may also be used to approve
other RI/FS tasks prior to the receipt of the Final Work Plan Approval.
2.3 Deliverables

The deliverables for this phase'df the work assignment process include the following:

* Work Assignment package (RPM/RPO); ..
e Contract Modification (EPA CO);,
- o Acknowledgment of WA upon receipt (Contractor)'

e Work Plan Memorandum submitted by the Contractor within ten days of I'ECEIpl
of WA (Contractor);

e EPA acknowledgement upon receipt of the WPM when the Contracter revises
the EPA estimated WPM LOE (RPM/RPO); and

o  WAF (Interim Amendment) to WA if there are revisions to the interim LOE hours
or budget (Contractor) _

3.0 INTERIM WOHK ASSIGNMENT ACTIVITIES

3.1 Summary

As shown on the fiow chart in Figure 6, upon acceptance of the Work Assignment the
Contractor initiates the Interim SOW according. to the scope, LOE, schedule and budget
defined for each task. One of the first tasks the Contractor should conduct is the initial
site evaluation which will provide the Caontractor with data on the site and the analysis of

Y A
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existing data to determine where data gaps exist. The Contractor will also begin to de-
“velop (specific to the Work- Assignment) a preliminary list of remedial alternatives that
can accomplish remediation of the site. This list will be developed by the Cbntractor as
part of an RI/FS work plan and is lmperanve 1o the development process since it is the
driving force for conducting the Remedial Investigation and the Feasibility Study (RI/FS).
This list will help to determine the objectives that are to be accomplished during the pro-
ject, define the data gaps that will need be be filled in order to be able to conduct the
FS, determme the quality of data requnred

3.2 Work Plan Development

One of the major tasks under the core list of interim tasks is the Work Plan
Development task. The work plan describes the activities and tasks the Contractor will
execute to accomplish the complete SOW under the WA. If a phased approach is to be
used the work plan should describe the first phase tasks in detail and proposed future
tasks in a general manner. An estimate for LOE, costs and time required will have to be
prepared for both the first phase tasks and the future tasks. The budget and schedule
information for the first phase tasks should be straight forward, and readily accom-
plished. The budget and schedule information for the future tasks will normally not be
able to be prepared with the same amount of certainty or detail, however, enough infor-
mation must be provided to justify the LOE and budget specified in the work plan. While
it is important that the future tasks be general to provide fiexibility, enough information
must be provided to allow the RPM/RPO- and the Contracting Officer a solid basis for
approving the work plan.

The Contractor must also complete an Optional Form 60(OF-60) or a Standard Form
1411 (SF-1411) as part of the work plan. The Contractor must also complete a WAF
(Final Work Plan Approval) as shown in Figure 7a. The Contractor should complete ltem
1 of the WAF, except for the shaded areas, and shouid mark the "Final Work Plan
_Approval box” under Item 2. The Contractor can also fill in the Approved Work Plan
Budget in the "Current” and "Total” -columns in Section 3 reflecting the technical LOE
hours and total cost budget supported in the final work plan text and the SF-1411 or
OF-60. This LOE hour estimate replaces the "EPA Estimated Total Hours™ shown in the
Interim Budget block. If the final approved work plan revises the completion date for the
entire work assignment then the Contractor. should refiect this new date in the revised
line of Section 4 - "WA Completion Date”. The Contractor's Regional Manager and Site
Manager must sign the appropriate spaces under item 6 prior to transmittal of the form
to the RPM/RPO. When the RPM/RPO approve the work plan they must complete the
appropriate sections of the WAF and submit the work plan, WAF and OF-60 or SF-1411,
and PR’s as needed, to the EPA.CO for approval.

The EPA CO approves the work plan by completing Item 3 of the WAF, authorizing the
funding to be received, checking the box marked approved as submitted or approved
with changes and signing the bottom of the form. if the EPA CO does not approve the
work plan, the not approved box will be checked and the EPA CO will initial and date
the WAF. The EPA CO will send a copy of the WAF containing the approval of the work
plan and the authorization of funding to the RPM/RPQ, the Contractor and to the au-
thorization of funding to the RPM/RPO, the Contractor and to the EPA PO.

A completed WAF (Final Work Plan Approval) with full funding is shown in Figure 7b and
with partial funding in Figure 7c. Figure 7c also reflects Expenditure Limits being exer-
_cised by the region.
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If the RPM/RPO does not approve the work plan, the Contractor will meet with the RPM/
RPO to resolve any conflicts or answer any questions. The Contractor will then ‘modify
the work plan incorporating the changes agreed upon and will re-submit the’ work plan to
the RPM/RPO for approval. If approved, the approval process will follow the procedures
described above. ,

3.3 Utilizing the Expenditure Limit (EL) Option for Phased :Assignments

Upon receipt of the WAF the EPA CO, the RPM/RPO may choose to set an Expenditure
Limit (EL). This Expenditure Limit provides a mechanism for the region to manage the
phasing of the execution of the Approved Final Work Plan. The setting of Expenditure
Limit(s) associated with the phasing of the work plan tasks should only be used on com-
plex assignments where the level of effort requured for future tasks is not clearly defined.

There are at least two dlfferent ways to write work plans and use the regional control
column. .

Example 1 - Is best utilized when control is deswed and mobile labs are used and/or ac-
tivity will be ongoing.

Work Plan _
1. Initial Tasks ' : $106,000
2. Field Activities ) _
A1 Well Drilling-Known Amount & Location $ 94,000
A2 Well Drilling-Undetermined Amount/Location , . $ 50,000
‘z .B1 Soil Sampling-Known Amount & Location $ 50,000
B2 Soil Sampling-Undetermined Amount/Location ~$50,000
C1 Sediment Sampllng o $ 50,000
" D1 Air Sampling - o $ 30,000
3. Feasibility Study ' - $ 30,000
A1 Screening T e . $ 20,000
B1 Evaluation ' . . $50,000
C1 Pilot Plants . $ 50,000

in this case, the RPM/PO and Contractor have decided that the amount of well drilling
and soil sampling may vary depending on the conditions found. The RPM/RPO may ap-
prove all tasks as shown or may approve all tasks overall but control the initiation of any
task by using the EL column and writing appropriate comments in the COMMENT sec-
tion. For example, an applicable EPA comment would be:

Regional Control - Prior approval required before implementing tasks 2-A2, 2-
B2, and 3C. :

The dollar amount in the EL column should reflect the dollar amount of clearly defined
tasks ($400,000) and the final WP approval column should reflect the total of all tasks
($650,000). .

an~



if additional wells are required as field work progresses, the Contractor would notify the
RPM/RPO through a Technical Direction Memorandum (TDM), which wouldgoutline the
number of additional wells at what cost. - The RPM/RPQO would approve the WAF, provid-
ing the total project cost and LOE are within the entire work plan, and the work would

. continue. If logistics or time do not allow written documentation prior 10 approval, verbal
approval may be given by the RPM/RPQO. Follow-up documentation in the form of a com-
pleted WAF will be submitted as soon as possible. If moré money is required in task 2-
A2 and less -money is required in task 2-B2, approval may still be given on the regional
level providing the total dollars and LOE do not exceed the entire work plan budget. '

Example 2 - Is best utilized when discrete sampling trips are required. The second trip
is scoped out after the first is completed. The following tasks and descrlpnons are for
example purposes only: ‘

Task1 Initial Activities . : $106,000

Task 2 Phase 1-Fieldwork/Alternative Screening $294,000
Task 3 Phase 2-Fieldwork/Alternative Evaluation ~ $90,000
Task 4 Phase 3-Fieldwork/Alternative Selection . $ 60,000

In this case the CO would have approved all tasks but the RPM/RPO may elect to re-
gionally limit the Contractor to working on Tasks 1 and 2. When information is gathered
from Task 2, a technical direction memorandum should be submitted to the RPM/RPO
for Task 3. The RPM/RPO would approve Task 3 and the Contractor would then imple-
ment. The CO signature is not required for regionally controlled tasks unless activities
being added are not within the Total LOE or Total budget.

Analysis of the phased work accompllshed to date could result in significant revisions to
the future work tasks. It is important to note that each successive WAF for a WA super-
ceeds the previous WAF and therefore ALL required information must be provided. If a
region establishes expenditure limits to manage the phased execution of a WA and ne-
glects to complete the expenditure limit column in a subsequent submittal, the regional
expenditure control will be voided. The control will revert back to the approved final work
plan and total funding received. Any proposed establishment of phased work task execu-
tion and regional Expenditure Limits must be conCUrred with by the PO. CO, and the
Contractor. : ,

An example of the completed WAF (Final WP Approval) showing partial funding where
the Expenditure Limit (EL) is being exercised by the region is shown in Figure 7-C.
3.4 Responsibilities
The duties and responsibilities for the various individuals listed above are described be-
low for each individual:
The Contractor is responsible for the following tasks:

* Conducting the interim tasks;

e Preparing and submitting to EPA the work plan, mcludmg SOW, budget and
schedules presented by task;

e Meeting with the RPM/RPO to resolve any outstanding issues or comments by
the RPM/RPO on the work plan;

1



. Revising the Work Plan per EPA’'s comments and re-submitting the work plan to
the RPM/RPO with the WAF and SF-1411 or OF-60; and : ;; .

e Executing the approved scope of work upon written approval by the’ EPA CO.
The RPM/RPO are responsible for: o
* Coordinating the review of the work plan with peer reviewers;

Submmmg comments on the work plan to the Contractor;

Meetmg with the Contractor 10 resolve any comments or outstanding issues;
.« Approving the work plan by completing the appropriate portions of the WAF;

e Setting an Expenditure Limit upon approval of the work plan by the EPA CO (as
specified above);

» Submitting the approved work plan including the WAF, OF-60 or SF-1411, and
the purchase request (as required) to the EPA CO for approval and;

e Transmitting the completed WAF, when utilizing the phased approach with an
Expenditure Limit, to the Contractor, EPA PO, and the EPA CO.

The EPA Contracting Officer is responsible for conducting the followmg
tasks:

e Approying the work plan and authorizing funding by signing the WAF

e Obligating funds and establishing the expenditure ceiling; and |

* Transmitting the completed WAF to the RPM/RPO, Cootractor and the EPA PO.
3.5 Deliverables |

The deliverables that are prepared as part of the initiation of the interim tasks mclude
but are not limited, to the following:

) Work Plan

» Project Operation Pian or Site Sp.eéific Plans which could include the foliowing
separate plans:

- Sampling and Analysis Plan with Quality Control Components
.- Health and Safety Plan
- Site Management Plan

* Quality Assurance/Quality Control Project Plan
e Community Relations Plan '
* [nitial Site Evaluation Report (optional)

4.0 IMPLEMENTING REVISIONS TO THE APPROVED WORK PLAN
4.1 Summary

The flow chart shown in Figure 8 for Level 3 describes the implementation of the Work
Plan by the Contractor. Upon completion of the Work Plan or the first phase of the Work
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Plan the Contractor reviews and interprets the data that has been developed. This re-
view will be used to determine if additional data will be needed in order 1o gomplete the
Work Assignment and/or to provide the information that will be necessary to ‘support a
remedial alternative. Part of this review will consist of performing a limited FS analysis,
(i.e., screening of the remedial alternatives using the data generated as part of the RI).
In the following two sections, we present two ways of changing an approved work plan.
The first is the Technical Direction Memorandum (TDM). The TDM is required when
there are minor changes to the scope and these changes within the specified LOE and
budget-limits,'and the second is the Amendment to Final Work Plan Approval. -

4.1.1 Technlcal Direction Memorandum

As seen in the flow chart in Figure 8, upon completlng the detailed Scope, schedule and
budget the Contractor will determine if the new scope and budget are within the initial
scope and budget provided in the work plan. Minor changes to the scope and changes
within the specified LOE and budget limits which fall within the total LOE and budget
-are delegated to the Regional RPO for approval action. If the Contractor determines that
the phase is within the scope. budget, and schedule of the Work Plan, the Contractor
will prepare a WAF and attach this to the detailed scope, schedule and budget. The
Contractor will be responsible for checking the WAF in the Technical Direction
Memorandum (TDM) box and submitting this information to the RPM/RPQO for approval.
The forms shown in Figures 9A and 9B have been developed to aid the Contractor in

- the preparation of the Technical Direction Memorandum. This form will insure that the
required data will be submitted to the RPM/RPO in a format that will expedite the re-
gional approval process. The RPM/RPO will be responsible for approving the TDM by
completing the appropriate sections of the WAF and returning a copy of the compieted
WAF to the Contractor, the EPA PO and the EPA CO. A copy of a completed WAF for a
Technical Direction Memorandum is shown in Figure 10.

4.1.2 Amendment to the Final Work Plan Approval

The FS analysis is performed to determine if there are outstanding data gaps or if more
information must be collected in order to select an alternative or provide engineering
considerations for the development of the alternative. It it is determined by the
Contractor that additional phases are necessary, the Contractor will be responsible for
developing the following:

s A detailed scope of work to be performed in order to obtain the additional infor-
mation and perform the feasibility analysis as necessary to complete the work
assignment;

e Schedule, including critical path and task completion dates (milestones);
« Identification of any subcontracting or special equipment requirements;
o Staffing of each task in this phase; and '

e A detailed LOE and cost estimate for each activity to be conducted under this
phase.
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If additiona! funding is needed. a major scope change is required or there wnil be a
change in the overall WA completion date, the Contractor will be responSIble for submit-
_ ting the detailed scope, budget, and schedule:to the RPM/RPO with an appropriately
completed WAF. The Contractor will check the box labeled Amendment to Final Work
Plan Approval on the WAF as part of this submittal. The Contractor will also be responsi-
ble for developing and submitting an OF-60 or SF-1411 as part of this submission. The
RPM/RPO are responsible for approving the Amendment to the Fina! Work Plan by com-
pleting the WAF and submitting the WAF and along with the required attachments to the
EPA CO. In addition, the RPM/RPO will need 1o check the funding level of the project to
determine if a procurement request will need to be submitted to the EPA CO as well. A
copy of a completed WAF for an Amendment to Final Work Plan is shown in Figure 11.

The EPA CO will approve the WAF, authorize funding as appropriate, and will send a
copy of the completed WAF to the RPM/RPO, EPA PO and the Contractor.

The Contractoi’ will execute the Statement of Work upon receipt of a completed WAF
approved by the RPM/RPO in the case of a TDM or a WAF approved by the RPM/RPO
and the EPA CO in the case of a Amendment to the Final Work Plan Approval

In either case, the RPM/RPO may set an Expenditure lelt in order to manage the
phased execution of the WA at the regional level.

4.2 Responsibilities
. The RPM/RPO are responsible for the following tasks:

“»  Reviewing and approving the TDM(s) submitted by the Contractor;

» Setting an Expenditure Limit, as appropriate, for the execution of work de-
scribed in the TDM;

"~ e Transmitting a copy of the approved WAF-TDM to the Contractor EPA PO and
the EPA CO;

+ Reviewing and approving Amendments to the Final Work Plan Approval and
completing the WAF; .

e Reviewing funding level when either a TDM or an Amendmem to the Final
Approved Work Plan is submitted by the Contractor;

* Transmitting a copy of the completed WAF and the Amendment to the Final
Work Plan Approval to the EPA CO for approval and authorization;

s Setting an Expenditure Limit, as appropriate, upon the EPA COs approval of
the Amendment 1o the Final Work Plan Approval; and

¢ Developing a Record of Decxs:on (ROD) upon completion and approval of the
FS Report (if the Work Assignment is for the completion of an RI/FS).

The EPA Contracting Officer is responsible for the following tasks:

* Approving Amendments to the Final Work Plan Approval by completing the WAF
and authorizing additional funding as appropriate; and :

¢ Sending copies of the completed WAF to the Contractor, EPA PO and the
RPM/RPO.



; FIGURE 9-A

USEPA TECHNICAL DIRECTION MEMORANDUM

1.0 WORK ASSlGNMENT INFORMATION
Date: /0 J15 (o4 Project Name: __A&¢C €0.) 7'X -

EPA Contract No.: £8-0 6929 Work Assignment No.: _/2-6£51

Contractor: CAMP DRESSER £ MKEE  Site Manager/Firm: __YONAY SAMP/—E,/CW

Revision No.: __2 Contractor Control No.: __299 = FMI - RT- cLHG

-2.0 TECHNICAL DIRECTION SCOPE OF WORK

t

OBJECTIVE: _ 70_CoNDLCT EWASE [ FIELD ALTIVTIES AT THE
SITE. FELD ATVITIES THAT ARE BENG coNAKTED
DURING ~_CHASE T WAwpE [ S Rovne WELL DRILNG
B0/L__SAMPLING , SEOIMENT SAMPUNG AND A1 S4ICLING,

' APPROACH: (Present description on Task and Sub-task basis)

JASKS AFFECTED BY Tt/S TOM ARE AS Forloss
IASE 2 A -] LWELL DRILMG — (HASE T
7 8- - @/t SEMPLNG T fHASE I

2 ¢ SELMENT SAMPUNG — PHASE T

MMWOR __ CHANGES [N TUE S0PE OF TUE ALE LISIEL
SUBTASL S OCLURED DUBIG 7UE INDUET 2F THIS
AHIGNMENT,  THE PETRILS oF JHE SC0PE CHAUGES
ABE" ATTRTCHED - [ATTHHMENT NOT INCLUBED W T3S
GUIDMIE LOLUMENT ] . WNE TUHE JNOIWIDUH. TASK
BUDGETS _HAE (YANGED TUERE (/S NO_IMPACT ON
THE OQVERAL. _BIPSET pB.  [OE EINGS fa=z TLUS
ASSIENMENT, ATTROUR._OF TS BOCLMEN I AL
LGNNIy EFPAS AGREEMENT 1D RE (HAUsES 7D
UE _2@FE OF 4ORE wHIH HAS JCCURRED .
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FIGURE 9-B

USEPA

TECHNICAL DIRECTION MEMORANDUM

3.0 SUBCONTRACTOR REQUIREMENTS (Description of Services)

NOT AFPLICABLE

. v

4.0 SCHEDULE AND DELIVERABLES

~
¢

Start Date: Completion Date:

Task No.: Deliverable:
4-( 3/8/85 _6/25/s —
&/ /(85 s/oz/85 —
-1 4/16/8S s/t2/ss —

(Task No.'s per Technical Direction Scope of Work)

5.0 BUDGET INFORMATION: TASK
TSk NO, |HOURS | COST [HOURS | COST |EQUIP | TRAVEL | ODC'S | SUB-POOL TOTALS
TECHNICAL NON-TECHNICAL
A=l lywzo 27000 /20 2000 7,00 4000 (7,000 | 0000 90,000
-/ Go8 Vtz500) 7 | 4500 \toow) s | 3500 | 25000 45,000 "
c -l 608 /3,50 &7 | /fso0 |2,00 ) 500 | 2500 25,000 46,000
TOTAL | 2286|5400 | 704 | 6,000 | 5000 ) zow [igmo | 100000 | 787,000
TooATE | /00 |100,000| 310 |25,000 10,000 10,000 (30,000 | 225000\ 0,000
APPROVED -
BUDGET 2500 | ool 260 | 7.000 | 550 | 2500 | leow | (02,000 /94,000
vamance | (114)|(Go00)| (1) |(y000)| (509 | (1500) |(z00) | (z,000) | (13,000)
6.0 APPROVALS:
CONTRACTOR SIGNATURES . EPA SIGNATURES
C)owm(b o[l
% MAN/’@ER FIRM DATE REGIONAL PROJECT MANAGER DATE
ot Brachit, ol g9

REGIONAL MANAGER/FIRM DATE

REGIONAL PROJECT OFFICER

DATE

ATTACNMENTE CALAD 1 A/ ATIAN O ANl



FIGURE 10

USEPA | WORK ASSIGNMENT FORM

1 NORK ASSIGNMENT INFORMATION: .
PAOJECT NAME: A5 O 7X CDNTQACYOR'ZAMP DPESSER MCK’EE WORK ASSIGNMFNT‘N_O-‘ /2-&[51

‘ -0/~ revision no 4
ACTIVITY: RI/Fé EPA CONTRACT NO.. 65 o/ 0959 B
. MODIFICATION NO.: .
DATE: [0[ M{ﬁ& CONTRACTOR CONTROL NO.: 999 ~PMI-RT- COHE 1Cantracting Otticor Uie {{ny- -N/A
z OAECST";SLIP'T,ON oF D FINAL WO'RK‘P:LAN TECHNICAL BIRECTION D WORK ASSIGNMENT
: APPROVAL . MEMORANDUM COMPLETION NOTIFICATION
D NEW WORK D INTERIM o Approve work plan . (No Attachmaents)
MENT . . -
ASSIGNMENT AMENDME Add funas ) « Dataved scone. budg o oo core
« Intenm SOW. « Change n LOE. AMENDMENT TO FINAL nd schedule
schedule. and LOE 3C00¢ Dy task WORK PLAN APPROVAL = Revise aspenditure tevet ® CO notihes contracror
* Complete SOW estmated . *10 3100 worx
. + Ch LOE. ;
buaget and schedules U, a4 agartionat tases u::: .elrn Budget by task ¢ Minor st witmn SOW ;
' ar funas : * e Aod aaditionat lasks H
REQUIRED or funds llﬂcludt’ . {All changes must be within

overall scone duaget. ana

APPROVAL: OF 60 or SF 1411) LOE approvea by EPA CO)
EPA REGION/ EPA REGION/ ] " EPA REGION

HEADQUARTERS HMEADQUARTERS HEADOUARTERS " EPA REGION

3. BUDGET INFORMATION
INTERIM BUDGET

_APPR

,(reca-micn. Lo8)

CURRENT

AMENDMENT

TOTAL

¢« OPTION JOLLARM EST'NATE MAY
SE "RalXED AEGIOMALLY IN
ExXPENDITURE UMT SLOCK

o EPa EIMNATED LOE
NOUNS D€ ENTIRE wa

4 WA COMPLETION DATE

CURRENT- 9/30/95 REVISED: /0/50./&5

5. APPROVALS

co ncroamﬁss: ' i
feit ot .. _Lml ’

QECIONAL MANACER F:AM . OATE

M.nom ‘;nm i

D Approved as submitted - D Approved win changes. . S D Not approved

. . SIGNATURE/EPA CONTRACTING OFFICER © .

Aot ATTACH STATEMENT OF WORK

EPA Contracting Officer (when only
expenditure limit column 18 usedq) (PER DESCRIPTION QF ACTION)

. OATE APPROVED




FIGURE 11

USEPA

WORK ASSIGNMENT FORM

.

1 NORK ASSIGNMENT INFORMATION:

PROJECT uAMg;_ffﬁé 0., X

RT/FS

ACTIVITY,

contractor CAMP LRESEER & MELEANORK ASSIGNMENTNO. L2 -G LS/

REVISION NO

5

epa contract no, 28 =0/-69229

MODIFICATION NO.:

DATE: ééﬁ /&5 CGNTRACTOR c}om'nm. NO.: 999‘5”7/"?7-‘50%

1Cantracting Ofticer Use t‘"""

N

2. DESCRIPTION OF
ACTION:

O

* Interim SOW, .
schecule. ano LOE

* Complete SOW estimateg
buaget ana lc?oaul.l

NEW WORK
ASSIGNMENT

REQUIRED
APPROVAL:

 EPA REGION/
HEADQUARTERS

INTERIM

D * AMENDMENT

Change in LOE.
SCODe Dy tasK

Ada adaitions! tasks
or tungs

EPA REGION/
HEADQUARTERS

] FINaL WORK PLAN
APPROVAL
« Approve work plan
* Aga funos

AMENDMENT TO FINAL
WORK PLAN APPROVAL

s Change n LOE.
scope Of Dudgel Dy task
» Aga acditional tasks
or funds {inciude
QOF 80 or SF 1a411)

EPA REGION/
HEADQUARTERS

D TECHNICAL DIRECTION
MEMORANDUM

* Detavled scope buaget
and schedule

* Revise erpenditure level

« Minge snitt withun SOW
(Alt ehanges musl Be within

overall scope. budget. ana
LOE approvea by EPA COY

EPA REGION

O WORK ASSIGNMENT
co

MPLETION NOTIFICATION
{NO Attachments) -

" o Regional dererminanon

*  CO nquties contracior
10 3100 worn

3. BUDGET INFORMATION

CURRENT
AMENDMENT

TOTAL

¢ OPTION JOLLAR EST'WATE MaY
BE TRACXED AECIONALLY iN
EXPENDITURE uMIT SLOCK

« EPa EITMATED OF
wOURS OF ENTIRE wa

INTERIM BUDGET'

- (TECHNICAL LOE)}

APPROVED -
wom( PLAN 8UDGET

50 654 00

v TOTAL o

/50

/ﬂ/aoo

7200

6-[/01 000

APPROYED BY

4 WA COMPLETION DATE

CURRENT:

2/20/p5

12./30/p5

-REVISED:

S. EPA COMMENTS:

6. APPROVALS

2 ﬂme

filfer ;klm " g

COZJC oR m@ﬂ;‘:ss.
Og\mw; v Dk?.

815195

15182

SESIONAL MANASER F.AW

SATE

m * uuc: " oare
Vi ¥ Fug ks
necronn proecTlosmicen : oare

E Apgroved as submitted

D Approved with changes

(ke 2] ot

D Not approved

8l24l%5 )

’ SRGNATUREIEPA

#JNTRACTM CFFICER

DA APJROYED

cC: EPA Project Officer

Cantracior Financiat Manager
EPA Contrscting Ofticer (when only
sxpenditure imit column 18 used)

ATTACH STATEMENT OF WORK

(PER DESCRIPTION OF ACTIONY



The Contractor is responsible for the following tasks:

Analyzing and interpreting the data gathered under the Work Assighme'nt to de-
termine if additional information and analysis is necessary to complete the work
assignment;

Conducting the feasibility study analys:s to determine if the RIFS can’ be com-
pleted or additional data is needed;

; Prepanng a detailed scope, schedule and budget if more data |s needed;

Completing a WAF as either a TDM or an Amendment to the Final Work Plan
Approval depending on changes to the original work pian scope budget and
scheduie;

' Submitting the WAF to the HPMIRPO for approval if the work is to be con-

ducted under a TDM; -

Submitting the WAF (and, as appropriate an OF-60 or SF-1411) as an
Amendment to the Final Work Plan Approval if major scope, schedule or budget
changes are required; ; '

Responding to any RPM/RPO comments on the TDM or an Amendment to the
Finai Work Plan Approval; .

Executing the TDM or Work Plan Amendmem SOW upon recexpt of the appro-
priate written approvals; and

Preparing the RI/FS Reports or Final Work Assignment Reports.

4.3 Deliverables

The deliverables for this level of the Work Assignment process include the following:

Feasibility Study Analysis Memorandum including a description of the phased
remedial investigation performed (Contractor)'

TDM which includes a completed WAF-and a detanled scope, budget and
schedule (Contractor);

Amendment to the Final Work Plan Approval which includes a completed WAF
and a detailed scope, budget and schedule (Contractor);

Feasibility Study Report (Contracter); and
Record of Decision (RPM/RPO).

5.0 COMPLETION OF THE PROJECi’

As shown in Figure 12, with the completion of the project, a WAF stating that the pro-
ject is complete (with appropriate detailed budget information) is prepared and signed
by the RPM/RPO and sent to the CO with a copy 1o the PO.

Upon receipt of the WAF, the CO issues a stop work order to the Contractor and sub-
mits copies of this stop work order 1o the RPO, RPM and the PO.

—

-
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With the stop work order.in place, the Contractor then prepares the award fee package,
Work Assignment Completion Report (WACR), and the invoice (excluding aard fee and
.close-out costs). This package is sent to the RPM and the RPO. During the ‘preparation
of this package, the Contractor will slmultan'e'cusly begin the physical project close-out.
This physical close-out of a work assignment will include the following achvmes ata
minimum: -

+ . Compiling of project files:

e turning over all requested files (either in hard copy or mncrofrche format)
to the EPA;

U turning over any governmeni owned equipment to the prOiect'in\rentory or
to the EPA Equipment Coordinator (if equipment was purchased with -
“work assignment funds); and .

« verifying that all appropriate site changes are bemg processed for inclu-
sion in the final mvouce '

The RPM and the RPO will prepare the EPA Work Assignment Completion Report
(WACR) and forward to the EPA for review. Upon completion of their review, the PO will
make the appropriate award fee determination, and submn the package to the
Performance Evaluation Board (PEB) for review.

" The PEB will deliberate and reach a decision on the award fee recommendation and
submit this decision to the EPA Contracts Authorizing Official. The Contracts Authorizing
Official will approve the award fee and notify the CO.

The CO will modify the existing contract through the issuance of a contract modification
authorizing the contractor to mvouce for the award fee. The Contractor will then submit a
- final invoice. :



LEVEL 4

WAL COMPLF 1ION
NOTIFICATION
STATING PROJECT
1S COMPLETE IS
SIGNt () By RPO/RPM
AND SUNY 1O O
WIll4 A COPY 1O PO

-

Y

Tes e

CO ISSUES S0P
WORK ORDER 10
CONTRACTOR AND
SUBMIIS COPIES
10 HPOIRPM

COMPLETION OF THE PROJECT

——
CUONTRACIOR PREPARES
AWARU FLE PACKAGE
WACHR AND INVOILE
tEXCLUDES AWARD FEE
AND CLOSE OUT COSTS)

AND PO

Y

AND SENDS 10 RPM/IRPO
AND PO CONTRACIOR ALSO
REGINS PHYSICAL PROJECT
(CLOSE OUT SIMUL TANEOQUSLY
L. .

F APMIAPO PRLPARES
LA WACR AND

PO REVIEWS AWAND
FEE PACKAGES MAKFS
DETERAMINATION AND
SUBMITS THE PACKAGE
10 THE PEB

11{F PEB DELIBERATES |
AWARD FEE AND SUBMITS

DECISION 10 THE
CONTRACTS AUTHOR
OF FICIAL

1ZING

THE CONTRALTS
AUTHORIZING

Y

T ORWARDNS 10 £PA
FOR REVIEW

OF HICIAL APPROVES

LLWARD fEE

THIROUIGH ISSUANC.E
OF CONTRACT MO10 10
AUTHOIZE THL
CONIRALTION 10
INVOICE FOR THE
AWAND fHE

COMODIFIES (CONIRACTY

R |

CONTRACIOR
SUBMITS FINAL
INVOICE




