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m g UNITED STATES ENVIRONMENTAL PROTECTION AGENCY

WASHINGTON, D0.C. 20460

MR 3 B89

OFFiCE OF
SOLIO WASTE AND EMEARGENCY RESPONSE
OSHER Directive No.9871.0-1a
MEMORANDUM

SUBJECT: Roles and Responsibilities of Regional Project Officers
and Headquarters Zone Project Officers in the
Management of the Technical Enforcement Support

Contracts (TES 5+)

FROM: J. Winston Porter
Assistant Administra

TO: Regional Adninistrato egion®’I - X

This Directive defines the roles and responsibilities of
Regional (RPO) and Headquarters Zone Project Officers (ZPO)
managing and administering the Technical Enforcement Support
(TES) Contracts, six of which were awarded on December 2, 1988
and two of which will be awvarded in the second quartcgb FY-89.
These contracts are referred to collectively as TES S5+v. My
Directive of February 17, 1988 (OSWER Directive No. 9871.0) which
describes duties and r.sponsibilitias-ot Regional Project
Officers and Work Assignment Managers under TES 3 and 4 remains
in effect with respect to those contracts. 1Its provisions
relating to Work Assignment Managers, training and certification
apply as well in the context of management of TES S+ and are
incorporated herein. A copy is attached (Attachment A) for your
-easy reference. Please refer to that Directive for detailed

quxdance in these areas.}

. Thil Directive, however, reflects the responsibilities for
regional management of TES S+ consistent with OSWER policy of .
increased delegation of. proqral‘ntnaqcncnt and.cupport tunctxons
to Regional Offices.™ '

The Technical Enforcement Support Contract program and
related efforts have increased dramatically in size and scope
since the inception of the RCRA and CERCLA enforcement programs.
Currently, TES 3 and 4 are our active contract support vehicles.
These contracts have a potential total value of $110 million,
most of which has been utilized in support of the RCRA and CERCLA
enforcement programs during their 3 year terms. TES 3 and 4 will
terminate in June and September, 1989, respectively.
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The TES 5+ contracts are Zone Contracts, with regions
distributed in Zones as follows:

Zone i
1l 1 and 2 TES S and 6
2 3 and 4 ' TES 7 and 8
3 5, 6, and 7 TES 9 and 10
4 8, 9, and 10 TES 11 and 12

On December 2, 1988, the Procurement and Contracts Management
Division (PCMD) awarded six-of the eight TES- 5+ contracts in Zones
1, 2, and 4. Detailed information concerning these awvards was
provided to your Offices in a memorandum dated December 12, 1988
entitled: "Initiation of TES 5+ Contracts™. The Zone 3 contracts
are scheduled for award in the second Quarter FY-89. The eight
TES S+ contracts will have a total base and option capacity of
19.84 million level of effort hours valued at $1.09 billion for a

S year pcriod of performance. A

Because of the size of the TES 5+ program and increased
regional management responsibilities, management of contract
operations will regquire a minimum of a full time position, and, ix’
the larger regions, two positions for CERCLA. For the RCRA
Enforcement Program, the budget does not reflect a separate line
item for contract management. However, it is factored into the T,
pricing factors as overhead for FY-89 and subsequent g%scal years’
These resources have been accounted for in the FY-89 budget and
are planned for FY-90. The Contracts Management Section in the
. CERCLA Enforcement Division will provide a Headquarters Zone
Project Officer (2PO) to assist in contract operations and provide
Quality Assurance and oversight of Zone contract management. _

Each Region should also budget sufficient intramural financial
resources to respond to the increased responsibilities for
management of TES S+ including travel funds to facilitate
management consistent with the operation of the Zone Contract
Management Committee concept described in this Directive. Travel
funds should also be allocated for RPO participation in the Semi-
Annual TES National Contracts Meetings as well as other training
_and national coordination meetings set up from. time to time by
"~ PCMD ‘and. OWPE to‘tnhanco nanagomont and’ adniniltration of the TES

- S+ cont:acts . L i e

R s e



The following describes general procedures which will apply
to TES 5+ contract management in key administrative areas.

* Funding

Each Region will receive an advice of allowance

quarterly to fund TES 5+ activities consistent with case budget
distributions and procedures employed by the Office of the
Comptroller and OSWER's Resource Management Staff. This funding
will be tracked and accounted for on the Technical Enforcement
Support Work Assignment Tracking System (TESWATS) and CERCLIS
information management systems. Accountability of this funding
with regard to obligations, TES 5+ capacity acquisition and
utilization, and disbursement is of the utmost importance. Close
coordination between the RPO and 2P0, who will be monitoring the
obligation, capacity utilization and disbursements for all
Regions in the Zone will be necessary. - In this regard, the RPO
will also have a greater coordinating role with Regional
financial management, Superfund enforcement case budget and
information management stafts.

* Work Assignments

As is the cagse with TES 3 and 4, the RPO will process
TES 5+ work assignments by directly subuittinq them t!@
contracting officer in PCMD. The RPO should possess a clear
understanding of contractual procedures and full knowledge of the
RFP, statement of work, and contract terms for the TES S+
contracts to etfectively and accurately manage the work
assignment review and approval process. Each work assignment
must be quality checked by the RPO to ensure conformance with
Agency contract management procedures and TES 5+ requirements.
This will involve close coordination with the Regional Work
Assignment Managers as wvell as the ZPO and the PCMD contracting

officer.

.. The RPOS v111 bo rcspancihlc tor procossinq their TES
S+ contracts' invoices for all wvork assignments for their program
area.  The invoices are normally received on a monthly basis and
involve tvwo-invoices, one each for the two prime contractors in
each zone. The RPO will refer processed invoices to the Office
of Administrative and Rescurces Managezment in Research Triangle
Park, N.C. in accordance with Agency procedures. The 2P0 will
establish internal procedures for the TES contracts and monitor
this process as well as act as liai-on among RTP, PCMD, and the

contractor.
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TES S+ contracts are awvard fee contracts and it is
essential that this important performance monitoring and
evaluation process be used effactively tc ensure optimum
contractor performance.

The RPO will have the responsibility for managing the
Performance Evaluation Board (PEB) process. The Zone Contract
Management Committee described below will establish operating
procedures for the PEB. The ZPO will provide assistance and
support, as necessary, to ensure that the PEB process occurs on
schedule and consistent with PCMD and TES S5+ contract

requirenments. . e
* Regional Training
wWith increased responsibility for contract management in
the Regions, the RPOs must also focus on training work assignment
managers (WAMs) and keeping the WAM's and RPO's management cutrent
on all contractual and program directivos, policy, and procedures

for the TES S5+ program. The 2P0 role is to inform and assist the
RPO in this responsibility. S '

’ Information Management

The TESWATS and CERCLIS information management systemssmﬁm

will be the primary vehicles for program monitoring offwork
assignments, case budgets, . and funding utilization. . With the
installation of TESWATS scheduled for completion in early 1989, it
is imperative that both RCRA and CERCLA RPOs have a dedicated
computer to input and manage the flow of TES S5+ contract
information to be exchanged among the Regions, PCMD, OWPE and the
contractors... Most of the software has been developed for the
initial implementation of TESWATS. The Contracts Management
Section of OWPE conducted TESWATS training for RPOs in all the
Regions during the first Quarter FY-89 so that RPOsS should be
fully literate with TESWATS as the TES 5+ contractors initiate
program support activities. OWPE will -establish periodic
management reporting procedures for tracking.critical TES 5+
information in TESWATS and CERCLIS. Dotails w111~b0 provided to

your statzc 1atcr‘~—~<_



In order to effectively manage the many aspects of TES
S+ contract administration, the ZPO and each program RPO in the
Regions comprising a zone should constitute a Zone Contract
Management Committee(ZCMC). The ZPO will act as chair of the
committee which will manage many of the inter-regional aspects of
TES 5+ administration including capacity distribution and
performance evaluation. The ZCMC will establish operational
procedures consistent with PCMD and OWPE policies and guidelines
and the requirements of the TES 5+ contract. The ZCMC process
will involve start-up and continuing meetings involving key
aspacts of TES 5+ management in order to ensure consistency
within the Zone. The 2POs will -be responsible for ensuring
national consistency across Zones of the TES S5+ management

procedures.

Attachment B to this Directive lists specific roles and
responsibilities of the RPOs for management of TES 5+. Thcsq
roles and responsibilities should be incorporated in the '
performance standards of RPOs. This will assist in facilitating
high quality management of TES 5+. Also attached (Attachment C)
are roles and responsibilities of the ZPO for your information.
These have been incorporated in the performance standards of the

ZP0Os.

We would like to assure you that the OWPE Contracts
Management Section and other OSWER staff, as appropriéﬂc, will be
available to assist the Regions with training, orientation, and
guidance requirements in order to effectively implement this
delegation of contracts management of TES S+.

Thank you for your cooperation in this matter. If you have
any questions about these procedures, please contact Frank Biros,
Acting Chief, Technical Support Branch at (FTS) 475-7281.

cc: Directors, Waste Management Division,

Regions I, 1V, Vv, VII, VIII

Directors, Hazardous Waste Hanaqcnont Division,
_Regions III, VI o

“Director, Air and Waste Hanaqonont'niviaion, Roqion II

Director, Emergency and Remedial Response Division,
Region-II- - -

Director, Toxics and Waste Management Division, Region IX

Director, Hazardous Waste Division, Region X

CERCLA Enforcement Branch Chiefs, Regions I - X

RCRA Enforcement Branch Chiefs, Regions I - X

RPOSs (RCRA/CERCLA), Regions I - X

David O'Connor, Director, Procurement and Contracts
Management Division
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OSWER Directive No. $871.0
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MEMORANDUM

SUBJECT: Roles and Risponsibilitidsdot Regional Project Officers
and Work Assignment Managers Under the Technical

Ento;z:::nt suppert (TES) Contracts

FROM: J. winiston Porter
. Assistant Administratoer \

TO: Regional Administrators, h.qions I-X

This Directive describes the duties and responsibilities
associated with the positions of Regional Project Officer and
Work Assignment Manager. These positions are established to
assist the Office of Waste Programs Enforcement (OWPE) to
administer two contracts for conducting technical enforcement
support activities. These two contracts are valued at $110
million and are referred to as TES III and TES IV. Because of
the substantial dollar value of the TES contracts and because of
their awvard fee nature, an increased effort is needed to monitor
them. Close Regiocnal oversight of contract cperations is needed
to ensure their effective and efficient iaplementation.

EPA's Procurement and Contracts Management Division (PCMD)
has developed a list of duties-and responsibilities assoclated
wvith the positions of Regional Project Officer and Work
Assignment Manager (i.e., Primary Contact). A copy of this list
is presented as Attachments A and B, respectively. Also included
on Attachment A is an estimate of the expected amount of time
that wvill be required of Regichal Project Officers to carry out
each of their duties and responsibilities.

o A .



OSWER Directive No. 9$871.0
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It is clear from these estimates, and from the large number
of work assignments expectad to be issued under the TES
contracts, that successful management and oversight of contract
cperations will require the full-time attention of TES Regiocnal
Project Officers for CERCLA and half-time for RCRA. These FTE'’s
have been accounted for in the FY88 and 89 budget. Additicnal
support will also be required in larger regions to assure
effactive contract management. Delegation of the Regional
Project Officer duties to the TES Regional contacts is targeted
for February 1, 1988. This additional authority would include
submitting work assignments directly to the Contracting Officer
for approval rather than through the Headquarters Project
Officer. Regions would have to assure that packages submitted to
the Contracting Officer were accurate, appropriate, complete and
more detailed than that wvhich is currently submitted. This would
require quality time from the Regional Project Officaer.

In light of the responsibilities associated with the
Regional Project Officer position, and because the EPA ‘
Administrator has recently emphasized the importance of strong
contract management, I urge you to give favorable consideration
to assigning these responsibilities as full-time staff positions.
I also urge you to ensure that Regional Project Officers are
given sufficient authority to accomplish their assigned dutie

and responsibilities. :

In addition to the responsibilities listed on Atfachment A,
Regional Project Officers are required to: v

¢+ Complete the three and a half day Project Officer
certification training course

* Complete the three-day contract adainistration course
(ses Attachment F)

* Attend the lcni-annual.ﬁational contracts meetings

* assist in conducting Regional TES contracts managsment
- zeviewvs and training
.'i . N B
Work Assignment Managers (Primary Contacts) are required to:

* Complets the three-day contract administration course

i

* Attend Regional TES contracts training

* participate in Regicnal TES contracts management revievs
and training.
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The primary duties of the Regional Project Officer involve:

(1) Approving work assignments for the Region and performing all
administrative duties;

(2) Coordinating work with the Contractor's Regional Manager, HQ
Project Officers and the Contracting Officer and key
personnel in the Region:

(3) Assuring that vork conducted by the contractor i{s within the
Scope of Work, adheres to Agency guidance, is cost effective
and is done safely and in a quality manner. :

These duties and responsibilities must be incorporated into
the performance standards of Regional Project Officers and Work
Assignment Managers, as stipulated in Chapter 7 of the Contracts
Managezment Manual. This will help to facilitate a high quality
of performance in carrying out their duties and responsibilities
and will result in successful managesent of the TES contracts.

Attachaents to the memorandum are identified below:

(1)

(2)

(3)

(4)

Attachnent A -~ Description of TES Regional Project
Officer duties.

Attachaent B - Description of TES Work Assignment
Managers (i.e., Primary contact) duties. ¢#

Attachament C is a form for designation of Regional
Project Officers. This form is to be used by the
Regional Division Director wvhen appointing a person to
serve as a Regional Project Officer for the TES
contract.

 Attachment D is a form for approval/disapproval of

contractor's monthly vouchers for Work Assignment
Managers. A copy of this form is to be filled out by
the respective TES Work Assignment Managers at the end
of each month. Attachment D is used by the TES
Regional Project Offjcers to assure the accuracy of the

" contractor’s monthly ‘youchers prior to their coaspletion

(8)_

of Attachment &.

Attachment E is a form vhich is to be used dy the TES
contracts Regional afojoct Oofficers to notify the
Project Officer that‘'invoices have been revieved by the
Primary Contacts and to identify any questions or
discrepancies in the invoice. This form {s to be
forvarded to the Project Officer at the end of each

aonth.
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(6) Attachmant P - Schedule for 3-day Contract
Administration Course Training.

(7) Attachment G - Experience Profile. This profile
is to be completed by all TES Work Assignment
Managers and forwarded to the appropriate TES
Project Officer through the TES Regional Project

OCfficer.

Thank you for your cocperation in this matter. Should you
have any questions, please contact Michael Kosakowski at (FTS)

382-5611.
Attachments

cee
Directors, Waste Management Division, Regions I,IV,V,VII,VIIT

Directors, Hazardous Waste Management Division, Regions III,VI
Director, Toxics and Waste Managezent Division, Region IX
Director, ALir & Waste Management Division, Region IIX

Director, Emergency & Remedial Response Division, Region II
Director, Hazardous Waste Division, Region X

CERCLA Enforcement Branch Chiefs, Regions I-X

RCRA Enforcement Branch Chiefs, Regions I-X
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OSWER Directive No. 9871.0

ATTACHMENT A

DUTIES AND RESPONSIBILITIES OF REGIONAL PROJECT OFFICERS

Era-Work Assignment Approval

Ensures Work Assignments (WA)
are within the scope of the
contract and Regional budget
allocation

Ensures the WA Statements of
wvork ars sufficiently detailed
and are wvithin the scope of vork
of the contract .

Ensures that WA form is properly

completed and signed. This includes
assuring that the WA level of effort
(LOE) and cost, period of performance
(POP), and appropriation are proper.

Averade Time Required

10 minutes/WA

30 minutes/wWA

30 minutes/WA

In addition, CERCLA contracts must include

appropriate site ID's and SCAP activity

links.

Ensures that WA is a priority project
and should be funded wvith Regional

allocations

Revievs conflict of interest disclosurs

20 minutes/WA
£~

&

20 minutes/WA

submitted by the contractor and coordinates

regional reviev with management
and attorneys and other programs

Eost _Work Assignment Approval

*

Ensures that vork plans are.
received and approved/dis-
approved on tise (prior to

43 day-pericd)
-

- Ensures’ that amendments to .-
- cChANge cost, hours, period of

pctfez-nnco or to add vork are. .

justified, done properly and on
time (not after the fact) \

Avarage Tize Required

60 minutes/WA

vaninutol/ﬂl



OSWER Directive No. 9871.0
Attachmant A, page 2

* Reports any cost, performance, 10 minutes/Wa

schedule, subcontractor, or conflice
of intearest problems that cannot be
resolved quickly on a Regional level
to the Project Qfficer/Contracting Officer

* Ensures that all deliverables are 60 minutes/WA
‘ received and approved/ disapproved

in a tinely manner. Ensures that

format and level of effort of

deliverables is ccn.iltont vith

Regional needs

¢ Revievs 111 progress roports to ensure 60 ainutes/WA
proper cost control within each WA and
wvithin Regional allocation

. cbordinaton Regional Avard fee process 120 minutes/WA

-Revievs Contractor and Work Assignment
Manager svaluations for sach WA and makas

a determination of rating
-Meets vith the Regional Contract

Manager to discuss Regional work
;uiqnncntl and contract management &
ssues

-Evaluates contractor performance
and provides these avard fee
evaluations in summary form to
Project Officer, commensurate with

contractor performance

. * Ensures that costs incurred/teported 60 minutes/WA
in monthly financial reports are
accurate

* Serves as Regicnal roproson;ativo to
Project ozzicorVContrnctinq‘ozzicc:
on all WA issues

* Assists in cloooeﬁé'prococo
\.

60 minutes/VWA

90 minutes/WA

SUBTOTAL PEZR WORK ASSIGNMENT 11.8 hours /WA
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ATTACHMENT A, page 3°

OTHER DUTIES AND RESPONSIBILITIES OF TES Regional PROJECT
OPFICERS

Qther contract Management Duties

]

Provides other information required 100 hours/year
by Project Officer/Contracting Officer. :
Attends biannual meetings and participates

in conference calls

Meets with Contractor's Regional 100 hours/year
Manager on a regular basis to assure

projects are progressing, resolves outstanding

issues, addresses health and

safety concerns, and discusses quality

assurance revievs

Provides training and quidance to ~ 7% hours/yeax
Work Assignaent Managers, ensures that Work

Assignment Managers have attended

the three-day contracts administration

training course, and that Work Assignment

Managers assignments do not exceed the

liajitations set in The Contract Adainistration

Manual. Assures that Work Assignaent Manager's
profiles are subamitted to the Project Officer &
(Attachment H)

Coordinates reviev of future work 50 hours/year
requests submitted by the contractor.

Reviews include technical staff,

managesent, Regional Counsel and

other prograss

Maintains appropriate reqiocfial contract 100 hours/year
£iling system for WA forms, vork plans,

products, awvard fee foras, conflict of

interest and future wvork requests,

discuseions and recommendatjons

’ an 8(a) contractor after avard, 200 hours/year

Manages
- By initiating vork assignaents, approving

vork plans and amendsments, and closing ocut

wvork assignments. Pays mo Yy vouchers,

based on satisfactory performance as revieved

in monthly progress reports. Meets on a regular
basis wvith contractor to discuss issues.

SUBTOTAL OF MANAGEMENT 628 hours/year
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Although it is difficult to accurately predict the number of
work assignments that will be issued under the contracts, it is
estimated that there will be 1,800 work assignments per yvear.
Given this assumption, and assuming that 1,560 hours represent
one person year ( 52 weeks X 40 hours/veek X .75 budget
assumption for work hour available per person), it can be
concluded that fulfillment of the duties and responsibilities of -
a Regicnal Project Officer will require approximately one parson
year in most Regions. The table below summarizes the projected
number of vork assignments in each Region.

ASSUMED NUMBER OF WORK ASSIGNMENTS

REGION CERCIA RCRA
)4 ‘120 30
I 120 Y30
Iz 150 100
v 250 10
v 220 120
VI 80 40
vIiz 200 20
vIII %0 40
X 100 20
X 50 £ 30
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ATTACHMENT B
DQTI!S AND RESPONSIBILITIES OF TES WORK ASSIGNMENT MANAGERS

Pre-Award Responsibilitias

4

»

.

»

Defines/prepares Statement of Work for Work Assignment (WA)
Ensures that scope of WA is within contract's scope of work
Develops Government's estimate of level of effort and cost
Identifies applicable appropriation (RCRA or CERCLA)
Develops and identifies WA:

-Period of Performance .

~Project schadule/milestones

-Travel requirements

-Government property or equipment needs

Discusses WA vith Section Chief for priority determination

Poat Awazrd Responsibilities

* Recomnmends approval/disapproval of wvork plahi, both tcc!mica.

L

*
*
*

*

»

.

and cost aspects

Assures that contractor has appropriate guidance to ccnplcégﬁﬁi
the assignment consistent with current policy ang; format.

Monitors and oversees performance of WA
Provides necessary technical dircction (within liaits)
Revievs and recommends appro@al.hr disapproval of vouchers

a.vi;va all progress reports to ensurs cost control and

- technical quality; helps identify probleas in advance

_Reports any cost, performance, schedule, subcontractor or
conflict of interest probleas to Regional Project Officer.

- gqg._“:“ approves/di .,_.ppjgy.i uli"k ’ doi»ivonbla + Review
- -7 "shall include at a minimum: ‘completeness, consistency with
:gp;;gyﬂnnd.ggidaqqgl_tgqgglgalwadcquacy7‘and:ternat

‘Provides avard fee evaluations to Regional Project Officer
every four months summarizidg contractors performance

* Provides any other information required by Regional Project

Officer/Project Officer/Contracting Officer

Assists in closeout process



ATTACHMENT B

ROLES AND RESPONSIBILITIES
FOR
TES S+ REGIONAL PROJECT OFFICERS

-

In general terms a Regional Project Officer (RPO) provides

programmatic oversight and technical direction for contractor
performance from a Regional perspective.

More specifically the roles and responsibilities are as

follows:

1.

The RPO prepares and submits to the Contract Officer
(CO), procurement requests to obligate funds from the
Region's advice of allowance to the appropriate
contract vehicle. A copy is sent to the Headquarters
Zone Project Officer (ZPO). This process is administered
in a timely manner in order to ensure capacity needs
are met and that contractors are working within an
approved period of performance.

The RPO nonito:s the cost, management and overall
technical performance of the Region's TES S+ Contracts.
He/She is responsible for Quality Assurance in the
administration of TES S+ for the Region.

The RPO ensures that the distribution of work to the
TES S+ prime contractors is in compliance with thg?
requirements written in the TES 5+ Contract. He/She
coordinates this effort with the 2PO and the RPOsS in
the other Regions within that Zons.

The RPO evaluates, processes and approves Regional WAs.
He/She processes, approves and justifies all
amendments. He/She verifies scope of work (SOW)
accuracy (as it would need to conform to the overall
TES 5+ SOW), level of effort (LOE) and dollar
estinations. The RPO coordinates with ZPO, and the CO
in this task area. The RPO makes certain all work
plans are received and approved and that the
contractors are working with approvals froa the
Contract Officers (COs) within the approved period of
performance (POP). The RPO coordinates with the work
assignment managers (WAMs) to insure all-deliverables

are received and apptovod within the POP.

The RPO informs the CO and ZPO of any contractor
failure to meet any terms and conditions of the
contract for the Region, including failure to stop work
if work plan approval has not been received.
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The RPO assists the CO and ZPO in all claims and appeal
actions and supports all default and termination
actions taken by the CO, as appropriate.

The RPO processes and approves invoices for Regional
billings. He/She coordinates with the 2P0 regarding
allowability and or suspension of cost.. The RPO
complies with all guidelines established by PCMD,
Financial Management Division (FMD), and the ZPO on
procedures including process turn-around times for
invoices.

The RPO issues administrative direction to the
contractor from a Regional perspective where permitted

"by the contract. He/She coordinates with the ZPO on

management issues of potential national significance
that may affect the management of contracts in other
zones. The RPO assists the WAMs in complying with the
Federal Acquisition Regulations (FAR) in the technical
direction given to contractors.

| The RPO provide reports of financial obligations,

tasking and disbursements for RPOs program area of
responsibility in his/her Region. These reports may be
requested by the ZPO and Procurement and Contracts
Management Division. This effort is coordinated with
the Prime Contractors. He/She ensures that the
Regional contract utilization is at all times within
allocated capacity, i.s. capacity secured with ’
obligated funding.

The RPO coordinates and resolves Conflict of Interest
(COI) issues in the Region. He/She alerts the WAM,
Regional Counsel, and ZPO of any potential COI when
informed by the Contractor or other source. The RPO
organizes the decision making process with the Regional
program management and Regional counsel. The Region's
written decision is providcd to the appropriate CO and
a copy to ZPO.

The RPO assists in the prcpatation of appropriate

‘documents for litigation support including invoices
" 'cost recovery information and other material, making

sure the release of information is consistent wvith

_applicable statutory-and Agency regulations relating to

confidential business and privileged information.
He/She counsels the WAM in this regard, as necessary.
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The RPO manages the award fee evaluation process from
the Regional perspective consistent with PCMD
guidelines. He/She works closely with the WAM and the
contractor to insure a timely and comprehensive Award
Fee Evaluation report and assures that the reports
adequately support and reflect the qualitative scores
and award fees. The RPO arranges and coordinates the
logistics of the PEB meetings with the ZPO, CO, and all
Board members within the Zons.

The RPO is responsible for data input and maintenance
of the required TES S+ information in the TESWATS
system. He/She ensures that budget, accounting data,
WA numbers, task area and all pertinent information is

entered and updated as nacessary.

The RPO administers the official closecut process for
the TES 5+ contracts for all Regional WAs and prepares
final reports and supporting documents in accordance
with PCMD policy and directives. He/She coordinates
with the appropriate Regional staff in this effort.

The RPO assists the ZPO and CO in the official close-
out of the Zone Contracts. 1In doing so, he/she
prepares and provides the PCMD CO with all evaluations
and close out reporting documents that are required.

The RPO prepares the TES 5+ files for retention (the

copying method to be determined according to the @WPE
approved system of records management at the time of
closeout), and storage.

The RPO is responsible for maintaining a TES S+ filing
system, to include but not be limited to, TESWATS
reports, PEB reports, WA actions, deliverables, and all
management and reporting documents required in order to
administer the TES 5+ Contracts.

The RPO assists the ZPO in the planning and logistics
of the Regional Management Reviews of TES 5+
operations, which are held bi-annually and conducted by
the Contracts Management Section in OWPE. This
includes, scheduling WAMs and management interviews,
procuring times and meeting rooms and organizing and
attending entrance and exit interviews. .
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The RPO attends TES Meetings that provide training,
policy and management direction for the TES Contracts
including Zone management. This includes the Semi-
Annual National TES meetings. The RPO assists the ZPO
meeting planner in suggesting meeting facilities and
assists in the identification of speakers, agenda
topics, organizing work groups, etc. He/She prepares,
and presents naterials for assigned agenda topics as
appropriate.

The RPO must have completed all requirements for PO
status, including 3 1/2 days PO Certification Course
and the 3 day Contract Administration Course. He/She
completes other training as identified by OSWER and
PCMD as a contract management requirement.

The RPO assists in the maintenance and updating of the
TES Contract Training Manual. He/She develops a
training schedule for WAM training and coordinates this .
effort with the ZPO. The ZPO will assist in the ‘
training and.the coordination with PCMD, OWPE and any
other progran's participation necessary in this
training cttort.

The RPO maintains continuing communication and
coordination with the Contractor's Regional Manager.
He/She serves as liaison among the contractor, WAM, ZPO
and CO. The RPO assists in the planning of start:up
meetings for TES S+ contractors and subsequent
management meetings as appropriate. He/She coordinates
this effort with other TES S+ RPOs within the Zona.

The RPO conducts contractor reviews on-site and in some
instances at the Prime Contractor's corporate office.



ATTACHMENT C

ROLES AND RESPONSIBILITIES
- FOR
TES S+ HEADQU.ARTERS ZONE PROJECT OFFICERS (ZPO)

In general terms the TES S5+ 2ZPO provides programmatic
oversight and technical assistance to the Regional Project
Officer (RPO) for contract management from the overall Zone and

national TES S+ perspective.

More specifically, the roles and responsibilities aro as
follows:

1. The ZPO ensures the timely submittal of all Procurement
Requests (PR) from the RPO that will obligate funds
from the Region's advice of allovance to the TES S+
Contracts. The ZPO assists PCMD in tracking, approving .
and ensuring the availability of capacity in the TES 5+
contracts for the Regional allocations.

2. The ZPO monitors the cost, management and technical
performance of the TES Contracts from a national
perspective. He/She is responsible for Quality
Assurance activities in the administration of TES S+.
The ZPO may be required to conduct audits in the
Regions of contract management procedures. &

3. The ZPO ensures that the distribution of work between
the two Prime Contractors in a Zone is in compliance
with the requirements in the TES S5+ RFP, scope of work
(SOW) and Contract. The ZPO coordinates this effort
with the RPOs in all Regions for that Zone and wvith
PCMD.

4. The ZPO oversees and provides technical assistance on
the evaluation, processing, approval, and justification
of the Zone WAs and provides guidance and assistance in
the verification of SOW provisions for conformance vwith
the overall TES 5+ SOW and LOE/$ estimations. The.ZPO
acts as liaison among PCMD, the Rogions and- the
contractors in this task. o .

s. The ZPO coordinates and inforns the co and RPO of any
contractor's failure to meet any terms and conditions
of the TES S+ contract.

6. The 2P0 assists COs and RPOs in all claims and appeal
actions as vell as all default and termination actions

taken by the CO, where necessary.



10.

11.

12.

-2-

The ZPO assists the RPOs in processing and approving
invoices for Zone Contract billings. He/She
coordinates with RPOs, FMD, and PCMD to ensure all EPA
procedures are being followed including timely review
requiresents of the Agency as provided by the Prompt
Payment Act. The ZPO establishes a training program
for the RPOs in invoice processing, as necessary.

The ZPO coordinates with all RPOs and COs on issues
invelving technical direction of the TES 5+
contractors. He/She assists the RPOs in instructing
their WAMs in compliance with the Federal Acquisition
Regulation (FAR) regarding technical direction given to
contractors.

He/She develops reports of financial obligations, :
tasking and disbursements for national contract budget
management of the TES S+ Contracts. He/She coordinates
this effort with Prime Contractors. The 2PO insures
that all Regions are within their capacity allocations
for the Zone Contracts. -

The ZPO assists the RPOs in dealing with Conflict of
Interest (COI) issues. He/She alerts the RPO of any
prior knowledge of a COI. The ZPO coordinates among
the contractor, RPO, Regional Counsel and when -
necessary HQ program management and OGC to ensure £hat
a timely determination is made. He/She ensures that a
written deternmination is provided to the appropriate
Co. '

The ZPO provides appropriate policy guidance and
assistance to the WAM, RPOs and HQ personnel regarding
assembly of contract and cost documentation for
litigation support including invoices and other
contract documentation related to the TES 5+ contracts.
He/She makes sure all information releases are in
compliance with appropriate statutes and EPA
regulations and counsels the RPO and WAM in their role
in this area. - T
The 2P0 assists in organizing and preparing the overall
avard fee evaluation process for the Zone Contracts.

'~ He/She ensures a timely and coamprehensive Avard Fee

Evaluation Report in every case and that the narratives
and scores are supported by adequate documentation.

The ZPO coordinates the logistics of the PEB process
with RPOs, PCMD and the Board members for each Zone.
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The ZPO maintains the TESWATS database for overall Zone
contract management use, assessing accuracy of
information. He/She ensures system is current and that
all Regions have adequate training assistance. The 2P0
works closely with contractor, RPO, PCMD, and other
ZPOs to assess ongoing information management needs so
that TESWATS is enhanced to meet management

requirenents.

The ZPO assists the RPOs in administering the official
closeout process for Regional WAs in TES S+. He/She
ensures that final reports and deliverables and all
supporting documents are in accordance with PCMD
closecut policy and directives.

The ZPO conducts the national closeout process for the
TES S+ Contracts. He/She prepares policy and
directives to the RPOs to assure that proper process is

folloved. The ZPO prepares policy and directives for
the contractor on the closeocut process and for storage
and retention of documents:; this guidance on current
EPA policy concerning records management systeams to be
utilized at the time of closecut. The ZPO assists the
RPOs in doing an assessnent of equipment needs for
storing and retrieving contract records in their
Regions. He/She coordinates this effort with PCMD,

OIRM, and other programs as appropriate. &

The ZPO assists the RPOs in establishing and
maintaining a file systea to include, but not limited
to, TESWATS reports, PEB reports, WA actions,
deliverables, and other reporting required in order to
effectively track and administer the TES Contracts.

The ZPO propiro-,'arranqos and conducts the Contract
Management Reviews in the Regions within his/her zone.

The ZPO plans and coordinates meetings that provide
guidance and policy direction in the TES 5+ Contracts
including Zone Management comajittee meetings and the
Semi-Annual National TES Meetings. The ZPO prepares
the agendas and coordinate with all attendees and
presenters. He/She issues meeting notices and agendas
to Regional management in a timely manner so that RPOs
have sufficient notice. '

A
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The ZPO completes all requirements for PO status,
including the 3 1/2 day PO Certification Course and the
3 day Contract Administration Course and completes
other training as identifiad by PCMD as a -squirement.

The ZPO develops training programs for RPOs and WAMs in
the technical administration and managezent of the TES
S+ contracts. He/She conducts training activities for
regional RPOs on a periodic basis and maintains and
updates the Training Manual. The ZPO assists the RPOs
in training the WAMs including arranging travel and
logistics of the training with the RPOs, PCMD and
Regional staffs within the Zone. :

The ZPO ensures communication and coordination among
the RPOS, PCMD, OWPE, and other EPA offices including
RCRA Enforcement Division to resolve policy issues and
operational problems that may arise among WAMs, -
Contractors and the RPOs. He/She plans on-going
meetings among the contractor's regional manager, RPOs,
WAM and COs and arranges start-up and continuing
neetings of the Zone Contract Management Committes.

A



