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GUIDEBOOK FOR AID PROJECTOFFICERS 

CHAPTER I 

INTRODUCTION 

1. PROJECT MANAGEMENT 

P=r1oject management may be described as the process 
whereby AID oversees and monitors all aspects of an AID
financed undertaking- -from conceptualization of the project or 
activity through its design, approval, funding, implementation, 
and final evaluation phases. Project managment is thus a con
tinuum encompassing the roles and interactions of AID, assis
tance recipients, intermediaries (contractors, grantees,
consultants, other U.S. Agency experts, etc.), and other 
donors participating in the project. 

Varying with the scope and complexity of a project, effec
tive project management generally relies upon a number of 
managerially accepted oversight methods and mechanisms. 
These include, for example, prior review and approval of pre
scribed activities of the assistance recipient, liaison with the 
intermediaries involved, progress reporting, problem identifi
cation, site visits, and approval of disbursements. 

In terms of AID program operations, responsibility for 
management of a project in its totality may be viewed as falling 
in two general categories: AID-financed bilateral projects as 
one category, and AID centrally or regionally funded projects 
as the other. 

In the case of AID-financed bilateral projects, which are 
mutually developed and agreed upon by AID and the recipient 
country, primary responsiblity for the overall management of 
such projects rests with the country agency or entity con
cerned. Thus, the "project manager' is the appropriate 
official of the recipient country charged with overseeing and 
coordinating the activities of all participants and resources 
involved, whether locally or externally provided. This princi
ple is 2onsistent with the "collaborative style" of economic 
assistance and the recognition that development itself is a 
recipient country responsibility. Notwithstanding this concept,
however, AID continues to be responsible for the prudent over
sight and utilization of the AID resources invested in such 
projects. 
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In the case of projects which are centrally funded (e. g., by
the Science and Technology lVureau) or regionally funded (e.g., by 
the Bureau for Asia), such projects are normally initiated and 
sponsored by AID itself. For this reason, responsibility for 
their management and monitoring rests primarily with AID. 

2. SCOPE OF THE GUIDEBOOK 

This Guidebook is neither designed, nor intended to cover"project management" in all its dimensions and ramifications. 
Rather, it deals only with those aspects of project management
relating to the--a-d-ministration and oversight of contracts, 
grants, and cooperative agreements entered into directly by 
AID. 

Monitoring the activities and performance of the contrac
tors or grantees--institutional or otherwise--which are the 
parties to AID direct contracts, grants, and cooperative agree
ments, however, is in itself a major facet of overall project 
management. This is particularly evident as AID moves 
increasingly toward greater use of intermediaries in the devel
opment and implementation of its programs, bilateral or oth Or
wise. In fact, in many cases a single contract, grant, "or 
cooperative agreement may in itself represent the total dimep
sions of a project, at least in its initial stages. 

This Guidebook also does not attempt to cover the role aid 
responsibilities of AID under circumstances where the recip
ient country is the contracting agency, creating a direct con
tractor /recipient country relationship differing in important 
respects from a direct AID relationship with contractors. In 
recognition of these differences, AID-financed country con.
tracts are subject to the regulations and procedures set forth 
in Handbook 11. (AID's policy of preference for recipient 
country contracting will be found in Policy Determination 68, 
which is included in Handbook 3, Chapter 5, Appendix M.) 

Despite this signific:ant distinction, many of the monitoring 
principles in this Guidebook relating to direct AID contracts 
would appear to be equally useful guidance for Project Officers 
overseeing All)- financed country contracts. 

In summary, the Guidebook describes the responsibilities 
of AID for the 'prudent stewardship of public funds where AID-
as a U.S. Government Agency subject to applicable legislation, 
Executive Branch policies, and the Federal Procurement 
Regulations-- executes contracts, grants, or cooperative agree
ments in the implementation of its programs. 

(TM 3S:4) 
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3. DEFINITIONS 

To facilitate understanding, the following terms may be
 
defined as indicated for purposes of this Guidebook:
 

A. Contracts 

A direct AID contract is a legally binding agreement
between AID and a non-government entity (institution, firm, 
or individual) whereby the latter undertakes to provide AID 
with specified goods or services required for AID programs in 
return for payment therefor. 

B. Grants and Cooperative Agreements 

A grant is a conditional gift by AID to an individual or 
organizatioa for the purpose of helping to carry oLt, improve, 
or expand an activity sponsored by the grantee which is conso
nant with the obiectives of the Foreign Assistance Act (FAA). 

A cooperative agreement is a conditional gift to an organi
zation--such as a university, international research center. 
private and voluntary organization or other entity--for a 
program sponsored by the recipient but in which a substantial 
degree of direct participation by AID is involved. 

Standardized Government procedures relating to grants and 
cooperative agreements will be found in OMB Circular A-i10 
of July 30, 1976, entitled "Grants and Agreements with Institu
tions of Higher Education, Hospitals, and other Nonrofit 
Organizations--Uniform Administrative Requirements, the 
pertinent parts of which are included as paragraptis G through 
U of Chapter I of Handbook 13. The various ty)es of grants 
and the cooperative agreement as used by AI) are discussed in 
more detail in Chapter III of this Guidebook. 

C. Distinction Between Contracts, Grants, and Cooperative 

Agreements 

(See Handbook B, Chapter 25.) 

(1) A direct AID contract is a procurementinstrurnent 
that is used when the prineipal purpose is to acquire 
specific goods or services of direct benefit or use to AID 
in support of AID-financed programs or projects. On the 
one hand, the contractor agrees to carry out AID's objec
tives in the manner determined and specified by AID in the 
contract itself. On the other hand, AID retains the right 
to exercise greater administrative, contractual, or legal 
remedies for breach of the terms and conditions of the 
contract than would be appropr-iate under a grant or coop
erative agreement. 

(TM 3S:4) 
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(2) A grant is an assistance instrument that is used 
when the principal purpose of the relationship between AID 
and the other party or parties is the transfer of money, 
property, or services to the grantee in orcder to accom
plish an AID purpose, authorized by statute, through 
support or stimulation of the grantee's own program or 
project. Under the provisions of a grant, the grantee has 
considerable freedom to pursue its own stated program or 
project purpose, without substantial involvement by AID 
during the performance of the proposed activity. AID 
expects the grantee to use its best efforts in achieving the 
purpose of the grant. 

A grant is used to support the activities of an individual 
or of an independent organization which contribute to the 
achievement of objectives of the Foreign Assistance Act 
(FAA), where it has been ,determined that support for the 
grantee's own program is a more appropriate means of 
reaching those objectives than a contract or other type of 
assistance, such as a loan under a bilateral project agree
ment with a foreign government. 

Grants may not be used as a substitute for contracts, 
thereby circumventing the carefully defined rules and 
procedures set forth in AID's procurement regulations. 

The fact that AID decides to make a grant does not, of 
course, relieve it of the obligation to exercise prudent 
management of public funds. Grants, therefore, must 
include provisions which assure that AID retains reason
able oversight of these instrun.:nts. 

(3) A cooperative agreement is an assistance instru
ment that is also used when AID wishes to support or 
stimulate the recipient's own program or project. Unlike 
other types of grants, however, a cooperative agreement 
does entail substantial involvement by AID in the program 
of the grantee. Under a cooperative agreement AID's 
involvement is on a partnership basis, as opposed to the 
relationship established under a contract, where the 
Agency is acquiring specific goods or services for its own 
use or benefit. 

1 There are a number of other types of grants that are not the 
subject of this Guidebook, such as, for example, a grant
financed project under a bilateral agreement between AID 
and a host country. Please refer to the discussion below 
at the introduction of' Chapter III, Part A, Grants and 
Cooperative Agreements. 
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D. Contract Officer-Grant Officer 

The Contract Officer or Grant Officer is the AID official 
to whom authority has been delegated to enter into and admin
ister contracts, grants or cooperative agreements on behalf 
of AID, and to make related findings and determinations within 
the limitations of the authority so delegated. 

The authority to appoint AID Contract or Grant Officers, 
whether stationed in Washington or the field, has been dele
gated to the Director, Office of Contract Management. This 
authority may be redelegated to Mission Directors and AID 
Representatives abroad. All such delegations are in writing. 

E. Project Officer 

The Project Officer is the AID official responsible for 
monitoring the performance of the contractor or grantee, as 
required by the terms of the related contract, grant, or ,oop
erative agreement, in order to facilitate the ittainment of 
project objectives aind to safequard AID's intcrcsts and invest
ment. 

F. Project Implementation Order (PIO/T) 

The Project Implementation Order/Technical Services 
(PIe/T) is the official AID form which formally initiates the 
contracting or grant procedure and which prescribes the 
services required (scope of work), the estimated costs andtime 
period, logistical support arrangements, and other details 
necessary to facilitate the negotiation and execution of a re
sponsive contract or grant. 

Whcre the contract is to be e:xecuted by AID/W, the PlO/T 
(whethcr initiated by WashingiOn or in the field) is submitted to 
the Offic ,(. (f Contract Ma nagement (MI/SIR/CM) Where tHie con 
tract is to be executed by the Mission, the PIO/T is submitted 
to the Mission officei empowered to negotiate and sign con
tracts. 

G. Contract or Grant Administration 

Contract or grant administration is the process whereby 
AID assures thmt the contractor performs in accordance with 
the scope of work and other terms of the contract, and that the 
grantee adheres to the conditions of the grant. Contract or 
grant administration includes all actions taken within the frame
work of applicable law, policy, and regulations, from the 
execution of a contract or grant until all contractual obligations 
have been satisfactorily metor the grant has been closed out or 
terminated. 

(TM 3S:4) 
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In AID operations, the roles of the Contract or Grant 
Officer and the Project Officer are complementary and mutu
ally supportive. While there is a clear division of responsibil
ity between these two officials, their functions are closely
related and cannot be performed in a vacuum. Close and con
tinuing cooperation is obviously required. 

Following his role as the negotiator and drafter of the 
contr -ct agreement, Contractor grant the or Grant Officer 
becomes responsible--with advice as appropriate from the 
Legal Advisor--f'or the interpretation of all provisions of the 
contract, grant, or cooperative agreement and for the reso
lution of questions which may arise in connection with financial 
or business matters. 

H. Cost Estimating 

Cost estimating is the procedure whereby the total amount 
to be obligated for a contract or grant is established. Devel
opment of an independent Government cost estimate anis 
essential element in the contracting process, 1oth to determine 
funding needs and to provide the basis for evaluating technical 
and cost proposals by prospective contractors. (Note prohibi
tion in Chapter 11B5 below against disclosure of cost estimates 
to contractors. ) Although preliminary cost estimates are made 
and refined during the several stages of the project cycle--the
Project Identification Document (PID), the Project Paper (PP),
and the Project Agreement--it is in the PIO/T that a detailed 
and realistic estimate of costs becomes controlling in that it 
sets the ceiling for the resultant contract (unless and until
amended). Guidance regarding cost estimating will be found 
in Appendix D. 

For further details regarding the project process, see
Handbook 3, Project Assistance, particularly Chapters 2, 4,
5, 7, 8, and 9. 

I. Methods of Payment 
Common AID methods of payment for contracts and grants

are described subsequently in Chapter II C 2 0, and Chapter
III D 2 H, respectively, in this Guidebook. 

4. ORIGIN OF THE AID "PROJECT OFFICER" CONCEPT 
In 1964, the Agency adopted the concept of assigning

responsibility for project monitoring to a single AID officer 
designated in for active Thiswriting each project. fixation 
of responsibility principle was reaffirmed several times since, 
most recently in January 1976 in a circular airgram (AIDTO
CIRC 2) to the lissions which reiterated the requirement as 
the following excerpt indicates: 

(TM 3S:4) 
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"For each field or AID/W project, a single individual 
(Project Officer) must be designated who will be respon
sible for all activities relating to that project, from plan
ning through implementation and evaluation, whether he 
personally performs any or all of these activities or 
enlists the support of other staff resources, whether 
direct-hire, contractors or consultants. " 

In the application of this managerial concept, the Agency has 
employed various titles in the designation of officers given 
project management responsibilities- -including "project coor
dinator,," "project manager," and most recently "project 
officer. To minimize confusion and to standardize the 
terminology, this Guidebook uses the "Project Officer" title 
as the most appropriate and consistent with the Agency's latest 
directive on the subjec'. 

For each prcject carried out by a field Mission, Agency 
instructions also require the designation of a "project support 
officer" in the appropriate AID/W Bureau "...who will be 
responsible for appropriate actions and backstopping the 
Project Officer in the field..., insuring that AID/W actions 
relating to planning and implementation are carried out 
promptly, that field inquiries and requests for assistance are 
expeditiously responded to, etc. " In some cases, project 
support officers have also been designated in Missions to 
support and assist AID/W projects which involve activities 
overseas. 

As a further step in the interests of simplicity, the Guide
book distinguishes between Washington and Mission officers 
reponsible for project monitoring at their respective sites of 
operation by referring to the former as the "AID/W Project 
Officer and to the latter as the "Field Project Officer. " Adop
tion of these designations should not only eliminate the use of 
the "project support officer" distinction and terminology, but 
make self-evident the locus and respective responsibilities 
of each. 

5. 	 GENERAL ROLE AND RESPONSIBILITIES OF THE 
PROJECT OFFICER 

As mentioned earlier, this Guidebook deals primarily with 
the responsibilities of the Project Officer for the management 
of AID direct contracts, grants and cooperative agreements. 
Thus, the Guidebook's coverage begins basically withthe prepa
ration and issuance of the "Project Implementation Order-
Technical Services" (PIO/T). This is the document which 
triggers the Agency processes of developing, negotiating, and 
executing contracts, grants, and cooperative agreements. 

It should be noted, however, that under ideal circum
stances the designated "Project Officer, " whether serving in 
Washington or the field, should at least have participated, if 
not actually been the primary action officer, in the substantive 
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processess preceding the preparation of the PIO/T. These 
processes normally include the development of the related 
sector analysis, the Project Identification Document (PID), the 
Project Paper (PP), and the Project Agreement applicable in 
the case of bilateral projects, or such other documents as 
serve similar purposes in the case of AID/W centrally or 
r'egionally fun led projects. Participation in these earlier' 
phases of project development will enhance the Project 
Officer's understanding of the project goals, the relationship
of 	contracts and grants to such goals, and tie specific com
mitments of all parties involved in the undertaking. 

Subsequent chapters of this 'uidebook de .cribe in detail 
the specific functions of the Project Officer relating to the 
oversight of contracts, grants, and cooperative agreements.
Generally speaking, the Project Officer,'I as the "eyes and 
ears of the Mission Direc-tor in the field or the Assistant 
Administrator in Washington, normally: 

" 	 Prepares (or arranges for preparation of) the PIO/T
and related scope of work and assures its appropriate 
clearan.c and issuance to initiate the contracting or 
grant process; 

" 	 Participates in the process of selecting the contractor 
or grantee; 

" 	 Reviews and clears the draft contract, grant or coop
erative agreement; 

" 	 Participates in negotiations with the prospective 
contractor or grantee; 

" 	 M\iaintains personal lia ison with the contractor or 
grantee following award of the contract or grant; 

• 	Monitors the substantive and t:chnical performance of 
the contractor or grantee; 

" vlakes periodic visits to the ,ite of the project or activ
ity; 

" 	 Assures compliance by the contractor with the terms of 
his contract and arranges for corrective action for any 
deficiencies; 

" 	 Analyzes and comments upon reports required from the 
contractor or grantee; 

" 	 Assures that all relevant documents and correspondence 
are maintained in the contract or grant file; 
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" 	 Administratively approves contractor or grantee 
vouchers submitted for payment; 

" 	 In consultation with the Contract Officer, assures that 
scopes of work, PIO/Ts, and contracts are revised as 
necessary so as to reflect agreed upon changes in 
contract implementation; 

* 	 Evaluates the performance of the contractor; 

" 	 Participates in the preparation of the Project Evaluation 
Summary (PES). 

The general functions listed above are not equally demand
ing in terms of staff effort, for a number of reasons. The tasks 
involved are carried out more or less sequentially over an 
extended period of time which varies widely. The depth and 
degree of oversight depends in large measure upon the scope
and complexity of the contracts or grants being monitored, in 
particular the incidence of problems which may arise during
their implementation. Additionally, the Project Officer can 
enlist the assistance of other AID offices--such as the tech
nical, legal, or financial staffs--to take action on matters 
within their functional areas of responsibility. The Project
Officer also has considerable latitude in scheduling his moni
toringtasks as he deems necessary in the light of his other 
duties and in relation to the performance benchmarks in the 
contract or grant. 

Given the range of these oversight responsibilities, the 
Project Officer is neither required nor expected to perform
personally all of the functions described in this Guidebook. He 
will frequently have to call upon other AID offices to assist on 
matters beyond his own technical competence, or to take action 
on issues falling within the purview of such offices. For 
exarnple, preparation and issuance of a PIO/T may in some 
instances be handled by a Mission or AID/W program office. 
Or questions of interpretation of the provisions of a contract 
or grant may arise, necessitating referral of the problem to 
the Contractor Gwr.-nt Officer or to theILegal Advisor. In these 
and similar circurnstances, the Project Officer acts as coor
dinator and catalyst in enlisting the help of other AID offices 
and in following through to assure that required actions are 
taken in a timely fashion. 

6. DESIGNATION OF PROJECT OFFICERS 

Assistant Administrators in \Vashington and Mission 
Directors in the field (or their designees) may appoint any
direct hire members of their staffs to serve in the capacity of 
Project Officers at any point in the project cyle. Thus, 
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development, technical, management, desk, or other officers 
may function as Project Officers when so designated. Each 
such designation must be made in writing, with both Washington
and the Mission concerned to be informed where a project re
quires both AID/W and field participation. This flexibility is 
essential to assure the most effective deployment of staff re
sources in the light of prevailing workload demands, staff 
turnover, and personnel availabilities. 

In the case of AID-financed bilateral projects, the Field 
Project Officer looks to his counterpart AID/W Project Officer 
for support and assistance in responding to field requests 
needing Washington action (e. g., in obtaining AID/W waiver 
approvals, expediting contract actions, or providing requ red 
data). Under these circumstances, the Field Project Officer 
has overall monitoring responsibility as cc.etrasted with the 
supportive role of the AID/W Project Officer. 

Conversely, in the case of AID/W centrally or regionally
funded projects, the Field Project Officer backstops and 
supports the AID/W Project Officer with respect to matters 
requiring field participation (e.g., oversight of contractor or 
grantee field operations, progress reporting, or communica
tions). In these cases the AID/W Project Officer has overall 
monitoring responsibility as contrasted with the supportive role 
of the Field Project Officer. 

7. PROJECT COMMITTEES AND THE PROJECT OFFICER 

Agency policies encourage the formation of a "Project
Committee" at the outset of the project formulation process. 
(See Handbook 3, Chapter 7A.) This approach is designed to 
provide a multi-disciplinary array of expertise and resources 
in the process of project planning, design, approval, implemen
tation, termination nd final evaluation. 

The Project Officer should be a member, if not actually 
Chairman of such Committees to assure his thorough under
standing and familiarity with project backgrounds and goals. 

8. PROJECT OFFICER STYLE OF OPERATIONS 
Precisely because of the oversight nature of the Project 

Officer functions, these must be carried out with sensitivity,
judgment, and appropriate regard for the role of the contractor 
or grantee. It is assumed that the Project Officer will be fully
familiar with the substance and details of the Project Paper, 
Project Authorization, Project Agreement, PIO/T, or other 
related documents, as well as with the applicable contract(s) 
or grant(s) he is responsible for monitoring. The respective 
rol,'s and relationships among AID, the contractor or grantee, 
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and the recipient country where involved, must be clearly
understood and kept in perspective as the Project Officer 
performs his tasks. 

The Project Officer should proceed on the assumption that 
the contractor or grantee has been selected by the Agency after 
full consideration of its competence and reliability. Unless
actual performance warrants other treatment, excessive moni
toring or "over the shoulder" surveillance should be avoided.
The guiding principle should be maintaining that degree of over
sight which the Project Officer considers minimally necessary
to assure the attainment of the objectives of the contract or the 
purpose of the grant, as well as to safeguard AID's interests 
and investment. 

On the positive side, the Project Officer should consider 
himself a facilitator in identifying and resolving problems
hampering the progress of the contractor or grantee.
Wherever feasible, he should attempt to address and resolve 
such problems informally. One test of his effectiveness is 
where his relationships with the contractor or grantee are such 
that his advice and assistance are actively sought. 

Finally, the Project Officer plays a pivotal role in dis
charging the Agency's overall stewardship and accountability
for the use of public funds. He must therefore keep in mind the 
fact that there is an irreducible minimum of oversight which 
must be maintained over AID-financed contractors and grantees 
to assure the prudent management of AID's development invest
ments. Although the Project Officer may not delegate his over
all oversight responsibility, he may arrange to have specific
monitoring tasks assigned to other staff members (including
qualified local employees) or to non-AID specialists under 
contractual arrangements. Where such arrangements are
made, however, the Project Officer must assure that the tasks 
thus assigned are effectively carried out. 

(TM 3S:4) 
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DIRECT AID CONTRACTS 

CHAPTER Ii 

PART A 

GENERAL DkSCUSSION 

1. 	 INTRODUCTION 

This chapter of the Guidebook covers the role and respon
sibilities of the Project Officer where AID, either at Washington 
or the field level, contracts directly with an institution, firm 
or individual. Responsibility for continuing oversight of such 
contracts rests with the Project Officers designated in writing 
by an Assistant Administrator, Mission Director, or their 
designees. 

2. 	 AID GENERAL POLICY ON DIRECT CONTRACTS 

It is a basic policy of AID to encourage contracting by the 
recipient countries themselves wherever feasible, rather than 
having AID itself contract for the goods or services needed in 
the implementation of AID-financed bilateral projects. Not
withstanding this policy, however, for a variety of valid 
reasons AID itself frequently makes such contracts directly. 
For example, direct AID contracting is usually appropriate in 
the case of centrally or regionally funded projects which are 
developed and sponsored by AID itself, or where a ,-cipient 
country lacks the experience to carry out its own contracting 
functions in compliance with AID regulations. 

Direct AID contracts may only be negotiated and executed 
by duly authorized AID personnel, either in AID/W or in the 
field, pursuant to written delegations of authority. Such dele
gations of contracting authority (including delegations to 
Mission Directors or AID Representatives abroad) are made 
only by the Director, Office of Contract Management (M!SER/ 
CM), AID Washington. (See Delegation of Authority No. 99. 1. 
et seq. in Handbook 5. ) 

3. 	 APPLICABILITY OF FEDERAL AND AID PROCUREMENT 
REGULATIONS 

Where AID contracts di, ectly for the procurement of goods 
and services, it is governed by the policies and requirements 
set forth in the Federal Procurement Regulations (FPR) and/or 
the supplemental AID Procurement Regulations (AIDPR). (See 
Handbook 14, Procurement Regulations, for further details. 

(TM 3S:4)
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AID direct contracting is specifically exempted from the 
formal advertising requirements of the Federal Property Act. 
However, it is AID policy to employ formally advertised 
proposed procurements in cases where firm requirements have 
been established and effective price competition can be obtained 
(Ps described in Chapter 12B of Handbook 1, Supplement B). 
Where formally advertised contracting is not practicable, ATD 
relies upon competitive negotiated procurement to the maxi
mum extent feasible. 

4. PROCUREMENT PLANNING AND THE PIO/T 

Where the Project Officer is officially designated subse
quentto the approval of the project, his initial responsibility is 
to become fully familiar with the project's objectives and back
ground by studying the related Project Paper (PP) and Project 
Agreement, or similar documents. Thorough understanding of 
these documents is essential to the Project Officer's percep
tion of the proper role and contribution of proposed contracts; 
ihe relationships among AID, the recipient country if any, and 
the contractor; and the nature and extent of contract monitoring 
likely to be entailed. 

The Project Officer plays a critical, if not primary, action 
role in the development and preparaticn of the Project Imple
mentation Order-Technical Services (PIO/T). The importance 
of a properly prepared, fully detailed PIO/T cannot be over
emphasized since it constitutes the basic foundation, including 
the budget, upon which the resultant contract will be built. 

The core of the PIO/T is the statement of the work to be 
performed by the contractor. This must be as precisely 
defined and articulated as possible if the contractor is to 
understand clearly the dimensions and purposes of the tasks 
to be undertaken. A poorly prepared scope of work is self
defeating in that it may result in a non-contractible PIO/T with 
attendant delays while clarification is sought, or worse, in a 
contract replete with ambiguities and imprecise contractor 
responsibilities. 

To make possible meaningful monitoring and evaluation, 
the PIO/T (and the resultant contract) should include specific 
indicators of progress or benchmarks which will permit 
measurement of the contractor's progress against the expendi
tures of both time and money. Provision should be made for 
periodic reports by the contractor to facilitate assessment of 
his actual progress. Particular care should be taken to assure 
that each scope of work meets these requirements. 

As the most substantive part of any contract, it is the 
scope of work which constitutes the essence of the agreement
between the parties on what is to be done, and which 

(TM 3S:4) 
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fundamentally binds the contractor and AID in their respective
obligations. While standard provisions or "bciler plate"

clauses in the contract further define rights and responsibili
ties, it is the scope of work which describes contract objec
tives and the steps which must be taken to achieve them.
 

Where a direct AID contract is proposed as a phase of
implementating a bilateral Project Agreement, the Field Pro
ject Officer should determine when, and to what extent, par
ticipation by the recipient country in the development of the 
PIO/T would be appropriate. 

The scope of work must also facilitate an effective and

cooperative relationship between the contractor and his
 
personnel and the Project Officers at AID/W and 
 at the 
Mission. Ultimately, a clear and complete scope of work may
assume even added importance if there is a legal or adminis
trative dispute as to the adequacy of the services provided,
perhaps affecting a decision as to whether or not the contractor 
will be paid. By assuring that the PIO/T and its scope of work 
are carefully prepared, including the participation and clear
ances of other AID officers concerned (e. g., Technical Officer, 
Contract Officer, Legal Advisor), and the recipient country
where involved, the Project Officer is also better equipped to 
monitor the resultant contract. 

Successful implementation of a project is closely related 
to the care with which the procurement of goods and services 
has been preplanned. The Project Officer should assure that 
the procurement of the necessary items of equipment and 
services is so phased as to be available at the project site in 
accordance with the project implementation schedule. 

Project planning, as described in Handbook 3, should 
allow sufficient time, where Mission-issued PIO/Ts require
AID/W action, for the Office of Contract Management (N/SER/
CM) to solicit proposals, negotiate, and award a contract. 
Where the Mission handles its own contracting, corresponding
allowance should be made for its own processing time require
ments. 

An average of 180 calendar days is rquired by Af/SER/CN!
from the receipt of a PIO/T to award a new contract or grant
competitively, and 120 days to enter into a new non-competitive
contract or grant. /SER/iM normnally requires an average of 
60 calendar days to negotiate, prepare, and execute an amend
ment to a grant or contract. 

In planning for procurement, the Project Officer should be
alert to the need for possible waivers in such areas as source 
of procurement or salary levels. Where a waiver is 
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appropriate, written justification should be prepared for 
approval by the proper authority. (See Chapters II B 3 and 
II C 2 T below.) 

Where a PIO/T has been drafted by a Mission and submit
ted to AID/W for processing, it is the responsibility of the 
AID/W Project Officer to refer any proposed change in the 
draft PIO/T or amendment thereto to the Field Project 
Officer for prior revie-w and appro nil. Following completion 
and signature of the P).O/T at AID/W, it is then submitted to 
M/SER/CM [or appropriate contract action. 

More detailed guidance and instructions relating to the 
PIO/T are attached as Appendix C, "Guidance Pertaining to 
Nature and Content of Scopes of Work for AID PIO/Ts and 
Resultant Contracts. 

(TM 3S:4) 
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PRE-CONTRACT AWARD FUNCTIONS 

CHAPTER Ii 

PART B 

1. 	 UTILIZATION OF SMALL AND DISADVANTAGED
 
BUSINESSES
 

It is U.S. Government policy that a reasonable share of 
Federal Governnent-financed contracts b-e awarded to small 
business tirms and to small economically and socially disad
vantaged firms. Specific goals !or such awards are arrived at 
each year by AID in conjunction with the Office of Management
and Budget (OM1B) and the Small Business Administration 
(SBA). AID's Office of Small and Disadvantaged Business 
Utilization (PRE/SDB) is responsible for administoring this program
in conjunction with AID operating Bureaus, Offices, and 
Missions. The Minority Resource Center (PRE/SVS/
MRC) deals with minority-owned firms in particular. 

In furtherance of this policy AID operates two types of 
set-aside programs. The first is the small business set-aside 
program, under which only firms that :e.SBA's definition 
of a small business can compete, i.e., -:ia-ge businesses are 
eliminated from the competition. The scond is administerc.J 
pursuant to the so-called 8(a) pro,-edure:: ,uder which a quali
fied firm included by S13A in this nrogr ,nr can be selected by
AID and SBA and awarded a contract witnout competition, or 
alternatively a small number of qualifiec 3(a) firms (usually
three) can be selected by AID and S', to compete for the 
award. -Most 3(a) companies are minorit.,. or women-owned. 
Under the 8(a) procedure, contract awards almost always
should be concluded more quickly taIM otherwise because 
competition is eithcir eliminated or is .ii. ited to t few pre
selected 8(a) firms. 

Subcontracting is another requirer-et of whiich Project
Officers should be aware. T'11 lA'.v 0"%' 1h1.10i' se'vices 
contracts exceeding $500, 000, che otrpirtc ,ontractor must 
provide AID with a sa tisfa -tory sub,orirtc -:in; lan ndicating 
what elements of the project will m, s;boctlri ctd to snmll or 
small disadvantaged busi.esses. t' sucI .t;bcontractilig does 
not make sense in a particular projJ,,., 1 1.,s be- justifiedrms 
in writing to the satisfaction ol SDB. AID has annual goals
for such subcontracting arrived at in conjunction with 0IMlB and 
SBA. 
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It is important that Project Officers and Project Commit
tees, both at AID/W and in the field, consider early in the 
assessment and design process what project or elements of a
project might be suitable for small firms or for companies in
the 8(a) program and other minority and women-owned firms 
to undertake. Sometimes projects or some elements of
projects can be designed so as to be rarticularly suitable for
such firms. In this way Project Officers and technical special
ists can work with SDB and Contract Officers in an orderly 
manner to ensure that the Agency meets its goals for a reason
able number of awards to such firms. Such requirements should 
be written into the PIO/Ts. If adequate consideration is not
given to this requirement, SDB has the right to require a set
aside, when it reviews the PIO/T, if it feels a particular 
contract can reasonably be carried out by small or small dis
advantaged businesses. Thus, teamwork in addressing this 
matter continuously from early in the project design process 
can avoid complications and delays later. 

Each AID/W Bureau and independent Office has a liaison
officer who works with SDB on this program. Project Officers 
in AID/W or the field can either contact SDB directly or 
contact their liaison officer for assistance in deterrr.ning
whether a particular contract should be considered for small 
business or 8(a) set-aside, and for help in identifying firms
that appear qualified and interested in the particular type of
work to be performed. Beyond the set-aside programs, con
sideration shouid be given to the participation of small busi
nessess and minority and women-owned businesses in AID's 
normal competitive contracting. Project Officers have the
right to review the capabilities of such firms before deter
mining whether or not they prefer a set-aside. Contract 
Officers stationed in the field also should be intimately familiar 
with the program and should be consulted. 

2. AID CONTRACTING METHODS 

The foll.ving discussion identifies the role of the Project
Officer in the various methods generally employed by AID in
contracting for services (including related procurement of
commodities and 
discussion of 
Supplement B, 
7-3, ani 7-4. 

participant 
these methods 
Chapter 12B, 

training services). 
will be found in 

and in the AIDPt3, 

A fuller 
Handbook 1, 

Parts 7-2, 

A. Procurement by Formal Advertising 

As noted earlier, where firm requirements exist and price
competition can be obtained, formal advertising is a method of
competitiTe procurement characterized by issuing invitations 
for bids with awards made on the basis of thelowest responsive
and responsible bidder. 
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Following receipt and acceptance of the PIO/T, the
Contract Officer is authorized to proceed with the solicitation,
receipt, opening, and evaluation of the bids. The Project
Officer plays a major role in the evaluation of the bids by theresponsible AID technical office. Subsequent to this process,
the contract is then awarded by the Contract Officer to the 
lowest responsive and responsible bidder. 

B. Competitive Negotiation 

Contracts for architect- engineer services, for the services
of an eductional institution or international research center, and
collaborative agreements are non-competitive as to price, but
do require competitive negotiations as to the qualifications of 
prospective contractors. 

There are certain other types of procurement which are 
exempt from the requirements of competitive negotiation.
These are described below under the heading "F. Negotiation
Without Solicitation of Competitive Proposals. 

All other direct contracts for technical services requirecompetitive negotiation as to both price and the qualifications 
of prospective contractors. 

The Project Officer should consult the Contractor's Index
maintained in the AID/'V Office of Small and Disadvantaged
Business Utilization, and, where Title XII projects are con
cerned, theBIFAD Support Staff at AID/W, to develop a recom
mended list '.f all potential contractors. The Project Officer
transmits this list, along with the PIO/T, to the Contract 
Officer, together with a statement of the qualifications and areas of expertise considered essentialto carry out the activity
successfully. 

Based on the foregoing, the Contract Officer prepares a
 
Request for Proposal (RFP) and arranges for it to 
 be synopsized in the "Commerce Business Daily Synopsis of U.S.
 
Government Proposed Procurement, Sales, and Contract
 
Awards," published by the U.S. Department of Commerce.

Because the substance of the RFP is his responsibilty, the
Project Officer assists in its preparation, including the devel
opment of the criteria to be used in the evaluation of all 
proposals. (See AIDPR 7-4. 5606.) 

The Project Officer normally serves as Chairmai, of the
technical evaluation committee which is convened for each
transaction. Other members of the committee include a
representative of the Contract Officer and representatives from
other concerned AID/W or M ission offices, as appropriate.
The committee evaluates all proposals pursuant to the criteria 
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established in the RFP, and prepares a written listing of the 
offers together with the results of the evaluation of the 
proposals. This listing is sent by the chairman of the committee 
to the Contract Officer setting forth the results of the commit
tee's technical evaluation and its recommended selection. (See 
AIDPR 7-4. 5607. ) If the evaluation and recommendation are 
acceptable, the Contract Cffi".,r adds an evaluative price factor, 
establishes a competitive list of offerors, and then proceeds to 
negotiate a contract. 

C. 	 Architect-Engineer Services 

'he Project Officer serves as a member of the Evaluation 
Board, whose functions are described in AIDPR 7-4. 1004-1 
through 7-4. 1004-4. (See also Handbook iB, Chapter 12B2d.) 

D. 	 Educational Institutions and InternationalResearch 
Centers 

(See 	also AIDPR 7-4.57.) 

Following his analysis and consideration of alternative 
approaches, the Project Officer makes a written determination, 
with the concurrence of the Contract Officer, that the required 
skills or institutional relationships are available only from 
educational institutions or international research centers 
(including land grant and minority institutions). 

The Project Officer then prepares: (1) selection criteria 
for the evaluation of potential contractors for use in preparing 
the source list, determining predominantly qualified sources, 
and for selecting the coptractor; (2) an intitial source list of 
institutions considered qualified to provide the proposed 
services; (3) a statement of the qualifications and areas of 
expertise considered essential, along with the other data. set 
forth in AIDPR 7-4. 5704; and (4) transmits these data, along 
with the action copy of the PIO/T to the Contract Officer, who 
prepares a "Request for Technical Proposals" (RFTP) for 
transmittal to the institutions on the source list. 

The Project Officer also serves as Chairman of an evalua
tion committee which is convened to evaluate all responses to 
the RFTP. The committee includes the Contract Officer and 
such other members d.,erned appropriate by the Projeot and 
Contract Officers. The evaluation r.ommittev prepares a 
selection memorandum pursuant to ADI'P[3 7-4. 57G4 (e). Upon 
approval the selection memorandum is for'.vared to the Contract 
Officer, who proceeds to negotiate the contract. 

(TM 3S:4)
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E. 	 Collaborative Assistance 

The Project Officer makes a preliminary finding that the 
objective of the related project can best be achieved by the 
early involvement of an educational institution or international 
research center in the design and development of the project. 
This may include the pioneering of new institutional forms, 
capabilities, processes, and techniques. 

The Project Officer then establishes an evaluation panel, 
consisting of himself as Chairman, the Contract Officer, and 
representatives of other offices considered appropriate. If the 
panel confirms that the project meets the criteria for the 
collaborative assistance approach, evaluation and selection 
criteria and an initial source list are prepared. As Chairman 
of the evaluation panel, the Project Officer prepares a memor
andum of the panel's finding for the Contract Officer. 

The Project Officer works with the Contract Officer in the 
preparation of a request for an "expression of interest" which 
is then sent to the institutions on the source list. The Contract 
Officer forwards the expressions of interest subsequently re
ceived to the panel for evaluation and selection recommendation. 

The Project Officer, inhis role as Chairman of the evalua
tion panel, prepares a written selection recommendation with 
supporting justification. 

(See AIDPR 7- 4. 58; Policy Determination 65, Handbook 1; 
and Appendix II of Handbook 14. ) 

F. 	 Negotiation Without Solicitation of Competitive 
Proposals 

Negotiation without formal solicitation of proposals from 
more than one source may be undertaken in the special situa
tions listed below. In each of these situations--with the exep
tion of unsolicited proposals--consideration of as many other 
sources as is practicable, including informal solicitation, is 
required to assure maximum competition. Negotiation without 
solicitation of competitive proposals should under no circum
stances be used to compensate for :i lack of forward planning 
which would permit orderly competitive negotiation or bid pro
cedures. (SeeAIDPR 7-3.101-50.) 

(1) Services 
person 

to be performed by the contractor in 

The Project Officer prepares 
Contract Officer specifying the 

a memorandum 
requirements 

for 
of 

the 
the 

procurement, the individuals who were considered, and 
why the proposed individual was recommended as the 
prospective contractor. (See AIDPR 7-3. 101-50 (d) (1).) 
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(2) 	 Unsolicited proposals 

The 	Project Officer reviews an unsolicited proposal to 
determine whether it is unique and the product of original
thinking, has significant merit, and contributes to the AID 
program. If an unsolicited proposal meets these criteria, 
a contract may be awarded to an offeror without consider
ation given to other competitive sources.
 

The Project Officer prepares a justification for non
competitive procurement based on an unsolicited proposal 
for approval by the appropriate Assistant Administrator. 
In addition, the Project Officer must certify that no AID 
employee solicited the proposal from the offeror or 
initiated any prior contact with the offeror regarding the 
submission of the proposal. (See AIDPR 7-4.910 and 
7-3. 	101-50 (d) (6). 

(3) Mission procurement whcre the e.itima.ted ccost 
gtoo- o ehviceA doeA 

not exceed $100,000. 

The Project Officer prepares for review and approval
by the Contract Officer a certification to the effect that the 
procurement meets the above criteria. (See AIDPR
 
7-3. 101-50 (c) and 7-3. 101- 50 (b) (2).)
 

(4) 	 Procurement from one entity which has exclusive 
or clearly predominant capability 

The Project Officer prepares for review and approval
by the Contract Officer a memorandum of justification
containing the information specified in AIDPR 
7-3. 	101- 50 (d) (3). 

(5) 	Procurement from a sole source of supply 

The Project Officer prepares for review and approval 
by the Contract Officer a certification that the required 
property or services are available from only one source. 
This certification is to be prepared in accordance with 
AIDP1 7-3. 101-50 (d) (41). 

(6) 	 Proprietary proturement 

The Project Officer prepares a cerLifi,_ation for review 
and approval by the Contract Officer lo the effect that it is 
necessary to pUrchase oroods by reference to a particular 
specific:ition, trade name, or designation in order to 
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assure interchangeability or standardization of equipment, 
special design requirement, or for any similar valid 
reason. (See Handbook 15, Chapter 3C 3b (4) and Af[ DPR 
7-3. 200-50.)
 

Where there is only one supplier of such equipment, 
the Project Officer proceeds in accordance with No. (5) 
above, Procurement from a sole source of supply. Where 
there is more than one suppli-r -)f the proprietary equip
ment, bids should be obtained2 from a representative 
number of such suppliers. 

(7) 	 Lmergency procurement 

The Projec_-t Officer prepares a certification for review 
and approval by the Contract Officer to the effect that the 
time required for formal competitive negotiation or bid 
procedures would result in an unacceptable delay or sub
stantial increase in proIect costs. (See AIDP[ 7-:3. 200-50 
and Handbook 15 Chapter 3C5. ) Approval of this certifica
tion is subject to the, proc edures set forth in AI)Pt 
7-3. 	101- 50(c). 

(8) Procurement which results in amendments to 
existing contracts to provTide for continua-tion of 
activities or assistance 

The necessary certification to this effect is provided 
by the Contract Officer. (See -\Ii)PR 7-3. 101-50(b) (5) and 
7-3. 	101-50 (d) (5).) 

(9) 	 Special situations where procurement from any 
o1--er sour,'7e V-6u d impair or be incoisistent with 
t-K oJUTb- 5 f tie F,1oreign Assistance Act 

The Project Officer prepares a memorandum of justi
fication for approval by the AID Assistant Administrator 
responsible for the program. (See AIDPR 7-3. 101-50 (b) 
(7) and 7-3. 10t-.50 (d) (7).) 

3. 	 APPROVAL PROCEDURES FOR NONCOMPETITIVE 
PROCUREMENT
 

A. 	 AID/W 

AIDPR 7-3.101-50(c) authorizes the Contract Officer to 
approve requests for noncompetitive procurement up to and 
including 25,000. 

For noncompetitive AIID/W procurement ranging from 
$25,001 to $100,000, the appropri ate M/S1IR,/('\T Division Chief 
has 	approval authority. 

Fom nricoonpet.it vpe Al /W p.ocueiden t r@l igilq /01rfl 
$100,001 -to $250,000, the V irector ok Deputy DiLector, 
M/SER/CI, has app'rova authority. (TM 3S:4) 
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All requests for noncompetitive procurement ranging
 
upward from $100,000 to be effected by AID/W must be
 
approved by the Noncompetitive Review Board, which is
 
chaired by the Deputy Assistant Administrator, Bureau for 
Program and Management Services, or his designee. The
 
Board also reviews all AID/W personal services contracts of
 
$100,000 or more.
 

In addition, as provided in AIDPR 7-3. 101-50 (d) 6 and 7
 
respectively, any contract based on an unsolicited proposal, or
 
on a determination that procurement from any other source
 
would impair foreign assistance objectives, requires the prior 
approval of the appropriate Assistant Administrator. 

B. Missions 

The Contract Officer is authorized to approve requests for
 
noncompetitive procurement up to and including $ ? 5, 000.
 

* 	 For noncornpetitive procurement rnng.ing up to 100,000, the 
Mission Hirector hws approval authoritv. 

All noncomnpet it ivye nrocurements OVer )100,000 hemust 

approved by the Mission's Noncompetitive Review Board.
 

As in the case of AID/W procurement, any Mission con
tract based on an unsolicited proposal, or on a determination
 
that procurement from any other source would impair foreign
 
assistance objectives, requires the prior approval of the
 
appropriate Assistant Administrator.
 

4. 	 TYPES OF CONTRACTS 

Chapter II, Part B2, of the Guidebook identifies the various
 
methods employed by AID in contracting for services. The
 
several types of contracts (including, for example, fixed price,
 
cost reimbursement, and indefinite quantity contracts) used by
 
AID are discussed in Handbook 1, Supplement B, Chapter 12,
 
B2h. Further details regarding each of these contract types
 
are set forth in Subpart 1-3.4 of the Federal Procurement
 
Regulations (FPR).
 

Instructions governing the use of Indefinite Quantity
 
Contracts are contained in the M/SER/CM mciiorandtiin of- July
 
31, 1979 entitled: "Uniform Procedures for Issuance of Work
 
Orders Under Agency-Wide Indefinite Quantity Contracts
 

Revised 
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(IQCs)", copies of which were distributed to all Missions and 
AID/W offices. 

AID may also contract directly with individuals for
 
personal services, pursuant to the authority provided
 
in Section 636(a)(3) of the Foreign Assistance Act.
 
The policy and provisions under which AID/IV or the
 

Missions may enter into such contracts with U.S.
 
citizens ol U.S. Lesident5 for personal services 
abroad are set forth in Appendix F of Htandbook 14, 
41 CFR Chapter 7. 

For guidance relating to the use of personal services con
tracts covering foreign nationals, see Handbook 31, 3 FAM 900, 
Section 926. 2 et seq. 

Additionally, purchase orders may be used in procuring 
supplies and non-personal services not exceeding $10,000 
pursuant to Subpart 7-3.6 of the AIDPR and Subpart 1-3.6 of 
the FPR. 

5. CONTRACT NEGOTIATION 

Pre-award technical discussions with potential contractors 
should be conducted in such a manner as to preclude the 
assumption by any potential contractor that an AID commitment 
has been made. AID employees are responsible for ensuring 
that no unfair competitive advantage is afforded one contractor 
over any other contractor in competing for Agency contracts. 
In this connection, discussions with prospective contractors 
prior to the final selection of the contractor and commencement 
of negotiations by the Contract Officer, in collaboration with 
the Project Officer, must be conducted with the greatest ds
cretion. 

Negotiation of costs with contractors is solely the respon
sibility of the Contract Officer. Project Officers should 
discuss only technical or program matters with potential 
contractors to assure a mutual understanding on these points. 
Potential contractors should never know in advance what funds 
are budgeted or available for an activity. Hence, AID internal 
documents, such as the PIO/T, containing funding information 
should never be shown to or discussed with potential con
tractors. 

No AID employee is authorized to dilute the A ency's 
netotiating position prior to or during the "arm's length nego
tiations conducted between AID and contractors. The require
ment for preservation of the Agency's negotiating position must 
be scrupulously observed, whether the procurement is to be 
negotiated with a single, non-competitive source or whether it 
is to be negotiated on the basis of multiple compeitive 
proposals. It is advisable to involve the Contract Officer in 

(TM 3S:4)
 
9-1-82
 



25
 

the project planning cycle as early as possible, and to insure 
that he is either present at any meeting with prospective con
tractors, or is consulted prior to such a meeting. 

The importance of these principles has been re-emphasized 
in the AID General Notice of Jufy 23, 1980, entitled: "Improper 
Disclosure of Procurement Information to Contractors ," copies, 
of which were circulated to all AID/W and field employees. 

6. AWARD OF CONTRACT 

Only a Contract Officer or other authorized official may 
enter into contracts, make the determinations and findings 
related thereto, and bind the United States Government to a 
contract, or direct or authorize a contracto~r to proceed with 
work. 
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POST CONTRACT AWARD FUNCTIONS 

CHAPTER Ii 

PART C 

1. BASIC DOCUMENTS 

At the post contract award stage, it is assumed that the
Project Officer will already have familiarized himself
thoroughly with the related Project Paper (PP) and the Project
Agreement. as well as with the PIO/T and its resultant 
contract. Of particular importance to his monitoring role are
those sections of the Project Paper concerning the project's
financial plan, implementation plan, evaluation arrangements,
and the annexes relating to the logical framework matrix and 
the performance tracking network chart. Without clear
indicators which permit aln objective meas3urement of the
contractor's prugress, effective monitoring of a contract is 
not feasibl-. (These requirements are covered in Handbook 3,Project Assistance, Chapter 5, Sections 5D, 5E, 5F, and
Chapter 3, Appendices 3E and 3G respectively. 

2. CONTRACT ADMINISTRATION 

A. Project Officer Relations with the Host Country 

If the contract implements a bilateral Project Agreement,
the Field Project Officer should seek host country participa
tion, wherever appropriate, in various phases of the contract
monitoring process. Although the contract is between AID and a particular contractor, the Project Officer must continually
keep in mind the interests of the host country, as the ultimate 
beneficiary of the contractor's work. Hence, more rather than
less host country involvement in the oversight of such 
contracts should be encouraged and fostered. 

Depending upon the nature of specific problems arising
during the course of the contract, participation by iVe appro
priate host country representative in meetings- with the 
contractor may be both desirable and productive. Discussion
with the contractor regarding the possible need for contract 
extensions or amendments, for example, should normally be
attended by a representative, of the country (in addition to the 
Mission Contract Officer and Legal Advisor). Similarly,
visits should include host country participation whenever 

site 
feas

ible. 
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In general, the Project Officer is expected to use his 
judgment in determining under what circumstances direct host 
country involvement in particular aspects of the contract 
monitoring process is required. 

B. Initial Meeting with the Contractor 

As soon as possible following award of the contract, the 
Project Officer, in coordination with the Contract Officer, 
should arrange to meet with the contractor. This meeting 
should include the key personnel of the contractor who will 
actually be engaged in the work. During this initial familiari
zation discussion, the Project Officer should: 

(1) review with the contractor the related project and 
its objectives; 

(2) explain his general responsibilities as Project 
Officer for oversight of the contractor's performance on 
behalf of AID; 

(3) verify that the contractor has a clear under
standing of the scope of the work, the provisions of the 
contract, and the relationships with officials of the 
recipient country to the extent they are involved; 

(4) obtain from the contractor the latter's detailed 
implementation, logistics and time schedules, and 
financial and staffing plans (the provision of this type of 
data, to the extent necessary, should be a requirement of 
the contract); and 

(5) assist the contractor where appropriate to facili
tate the initiation of his work, including arranging to have 
the contractor meet key AID/W, Mission, and/or cooper
ating country officials substantially involved in the project. 

C. Periodic Meetings/Discussions with the Contractor 

Where the complexity and duration of the contract warrant, 
the Project Officer should arrange for periodic meetings with 
the contractor to review jointly the progress of the work, iden
tify problems, and determine actions needed to facilitate the 
contractor's performance. Decisions reached at such 
meetings, particularly those relating to the substance of the 
contract, should be recorded in a summary memorandum, 
with copies to the contractor, the Contract Officer, and to the 
contract operational file maintained by the Project Officer. 

Once a meeting with a contractor has been agreed upon 
and any issues have been made known to all interested parties, 
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an internal AID meeting should take place with the Contract 
Officer and such other AID personnel (e. g., Controller, 
Legal Advisor, Technical Officers) as the Project Officer 
determines may be necessary to establish an AID position or 
line of inquiry to be followed in the meeting. 

Differences of opinion among AID personnel should never 
be discussed in the presence of the contractor. AID personnel 
should adjourn to resolve privately any such differences of 
opinion, and resume discussions with the contractor only when 
the AID position has been clarified and established. 

The AID individual designated to chair meetings with a 
contractor should be selected prior to the meeting. Depending 
upon the issues to be discussed, whether primarily technical 
or primarily contractual, the chairman should be designated 
from either the responsible technical office or the contracting 
office. In any event, the Project Officer should be an active 
participant in the meeting. 

Where assistance by AID is necessary and appropriate, 
the Project Officer should enlist the cooperation of such other 
AID offices as may be concerned, and follow through to assure 
that the required action is taken in a timely fashion. Judgment 
should be exercised as to the need and purpose of such contacts 
or meetings with the contractor to avoid undue interruption of 
the work underway and a climate of over-zealous surveillance. 
Although the contractor should be aware of the oversight 
responsibilities of the Project Officer, wherever possible 
informality should characterize the nature of these contacts or 
meetings. The contractor should feel that AID, while properly 
concerned with the adequacy of his performance, is fully 
prepared to meet AID's obligations under the contract. 

D. Interpretationof Contract Provisions and Disputes 

Normally, the contractor can be expected to deal directly 
with the Contract Officer on the business and financial aspects 
of contract administration. Where the Project Officer, how
ever, receives a request from the contractor involving such 
matters (e. g., the final determination of overhead rates, tech
nical interpretations of contract provisions, etc. ), or where 
disputes with the contractor arise, it is the responsibility of 
the Project Officer to refer such issues, together with all 
pertinent details, to the Contract Officer for consideration and 
resolution. Depending on the nature of the problem, the Legal 
Advisor should be similarly informed. 

Under these circumstances, the Project Officer should 
avoid making any statements to the contractor which, by 
implication or otherwise, could be construed as an official AID 
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position. Action on such matters should be taken only by the 
Contract Officer. 

E. 	 Commodity Procuremeat 

(1) 	 Commodities Procured Under Contracts for 
Services 

Direct AID contracts for services may also authorize 
the contractor to procure needed commodities ( e. g., 
vehicles, laboratory equipment) to be delivered under the 
terms of the contract. Although it is the responsibility of 
the Contract Officer to assure that the prcvisions of the 
contract require compliance with the Agency's commodity 
procurement policies (e.g., regarding competitive pro
curement, source and origin, commodity eligibility, cargo 
preference, etc. ), the Project Office' should be generally 
familiar with these basic policies and their applicability. 
(Detailed guidance in these areas will be found in Hand
book 1, Supplcmcnt B, particularly Chapters 4Ala(4), 
lb and Ic, 4C2, 5Ald, 5B, 5C, 5D, 6D; Handbook 15,
 
Chapvtrs 1, 2, 3, and 5; and Part 7-6.51 o6
 
Handbook 14 (the AIVPR).
 

Prompt procurement and availability of the commodi
ties covered by a contract for services may be critical to 
the effective overall performance of the contractor, partic
ularly overseas. As a phase of his monitoring responsibil
ities, the Project Officer should assure that the contractor 
is procuring such commodities on schedule and in conform
ance with the relevant terms of the contract. The actual 
arrival and appropriate utilization of these items should 
be verified by the Project Officer during the course of his 
site visits and periodic reviews of the contractor's pro
curement and shipping documents. The same monitoring 
responsibilities apply to paragraphs 2, 3, and 4 below. 

(2) Direct Procurement of Project Commodities 

In some cases, the AID Mission itself may procure, 
or arrange for the procurement of, commodities (and 
commodity-related services) required in the implementa
tion of a project. Such procurement is authorized through 
the issuance of a "Project Implementation Order/ 
Commodities" (PIO/C) which provides all data needed to 
fulfill the requirement. 

Under these circumstances, the Project Officer 
assures the preparation and issuance of the PIO/C, includ
ing obtaining such clearances as are required within the 
Mission (e. g., Controller, Executive Officer). He should 
then follow the progress of the procur-ement through actual 
arrival and utilization of the commodities concerned. 
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(Detailed instructions covering the preparation and use 
of the PIO/C (AIDForm 1370-1) are set forth in Appendix 
D7 of Handbook 15.) 

(3) Purchase Orders
 

Purchase orders may also be used in procuring 
supplies and non-personal services not exceeding $10,000, 
pursuant to Subpart 7-3.6 of the AIDPR and Subr rt 1-3.6 
of the FPR. 

(4) Local Cost Financing
 

Inthe umplementation of bilateral projects ab ,id,it
 
is frequently necessary to use appropriated dollars to
 
finance the procurement of goods and services requiring
 
payment inlocal currency. The policies Lpplicable to such
 
procurement are 
Supplement B. 

set forth in Chapter 18 of Handbook 1, 

F. ParticipantTraining Services 

Participant training services 
separately by AID, or may be included 

nay 
as a 

be contracted for 
component of other 

direct AID ,ontracts for services. For guidance relating to the 
former, see Subpart 7- 7. 53 of the AIDPR entitle,.: "Contracts 
for Participant Training. " In either case, questions concerning 
the provision of training services may be referred to the 
Office of International Training (SFT/ 1') , AID/. 

Depending upon the site of the training, the Field Project 
Officer or the AID/W Project Officer, as appropriate, should 
assure that the contractor is providing the required training as 
scheduled and in accordance with the terms of the related 
contract. The adequacy and effectiveness of the training should 
be assessed by the Project Officer during the course of his site 
visits and should be specifically addressed in his written site 
visit reports. 

The Project Officer should also assure contractor compli
ance with such participant training ceporting requirements as 
are specified in the contract, and the timely submission of such 
reports to SET/T. (Furtlher guidance on participant training 
will be found in Handbock 10. ) 

G. Contractor Logistical Support 

Problems relating to the provision, adequacy, or Lin.,lness 
of the logistical support of contractors serving overseas 
frequently confront Field Project Officers. Both the PIO/T and 
Lie resultant contract should have clearly identified what 

(TM 3S:4)
 
9-1-82
 



31
 

specific support (such as visas, housing, transportation, duty 
free privileges, office space and equipment, etc. ) was to be 
provided to the contractor, and whether such support was to be 
provided by AID or the recipient country involved. 

Logistical support, obligations of the recipient country are 
normally set lorth in the related Project Agreeement. Where 
such support is not forthcoming, additional contract costs may 
be incurred,, the work of tho ccntractor unncccsscrily delayed, 
and morale of the contractor's staff adversely affected. 

In such contingencies, the Project Officer should enlist the 
assistance where necessary of such other Mission officers as 
may be appropriate (e. g., Executive Officer, Controller) if 
AID is at fault; or take the matter up with his counterpart in 
the recipient country where the latter is delinquent in meeting 
its commitments to furnish the support required. Where the 
recipient country fails to rectify the situation, the Project 
Officer should report the matter to the Mission Director (or 
other appropriate senior AID officer). (For further guidance 
in this regard, see Appendix U-of Handbook 14.) 

H. ContractorReports 

The Project Officer should assure that the contractor 
submits such reports as are required by the terms of the 
contract. Upon receipt of each report, he is expected to review 
the document with the Contract Officer or Project Committee 
as appropriate and to comment upon the report's adequacy and 
responsiveness. 

Where a contractor report is considered deficient or 
identifies problems, the Project Officer should meet with the 
contractor promptly to discuss the situation. Deficiencies 
should be frankly reviewed with the contractor and courses of 
action to rectify the problems should be suggested by the 
Project Officer. 

Depending upon the nature and significance of the 
problems, the Froject Officer should discuss the situation with 
the Contract Officer and determine whether his immediate 
superi.or and other AID officers (e. g., Legal Advisor, 
Controller) should be alerted and consulted. Where the 
circumstances warrant, the Project Officer should record the 
difficulties in a memorandum to his superior, with a copy to 
the Contract Officer and the contractor. This technique puts 
the contractor on notice that AID considers the matter of some 
importance and expects the contractor to remedy the situation 
promptly. 
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I. Project Officer Status Reports 

As required by the Mission Director or Assistant Admin
istrator (or their designees), the Project Officer is responsible
 
for the preparation and submission of periodic reports on the
 
implementation status of the contract being monitored. These
 
reports should describe briefly the progress achieved by the
 
contractor against the schedules prescribed in the contract,
 
major problems encountered or anticipated, and remedial
 
actions taken or required to resolve such problems. Each
 
report should also provide summary information on the finan
cial status of the contract, including the level of actual and
 
planned disbursements.
 

The highlights of Contractor progress reports and 
site visit reports (see Appendix E ol th6 Suppemei t)
should he drawn upon by the Project Officer in preparing 
these contract implementation status reports intended 
prinarily for internal AIl) use. A copy of each Status 
report s hou1 d be forwarded to the Contract Officer, and 
to such other Mission or AIl)/W officia ls as tlie Project
Officer designates. 

Where an urgent problem, not previously identified in 
prior reports, arises during the course of contract implemen
tation, the Project Officer should prepare a separate memor
andum alerting the responsible Mission or AID/W officer 
concerned (e. g., Legal Advisor, Program Officer, Contract 
Officer), requesting assistance or action to resolve the diffi
culty. 

J. Special Reports 

From time to time, special ad hoc reports may be 
required regarding the status of a contract for purposes of the 
Congressional Prcsentation, public information requirements, 
AID management, or for other reasons. It is the responsibility 
of the Project Officer to prepare or to coordinate the prepara
tion of such reports and to assure their submission on or 
before the deadline prescribed. 

K. Site Visits and Inspections 

Among the more significant aspects of contractor ovcrsight 
are periodic visits by the Project Officer to the contractor's 
office or to the site of the work in progress. The frequercy of 
such visits obviously depends upon a number of factors. Such 
as the size, complexity, and term of the contract; the urgency 
of unresolved issues or problems; the availabiiitv of trvel 
funds; and other priority duties of the Projieoi Officer. Certain 
types of contracts may be suitable Cor selective sampling in the 
scheduling of site visits by the Project Officer. 
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In many cases, particularly where the contract is of major 
significance, however, there is no substitute for personal
observation of the work site to enable the Project Officer to 
obtain first-hand impressions of the contractor's progress and 
to identify incipient problems which may adversely affect his 
performance unless remedied. Normally, such visits should 
be made with the prior knowledge of the contractor, and 
preferably should be undertaken with a representative of the 
contractor to foster the atmosphere of mutuality of interest 
mentioned earlier. 

Merely knowing that such site visits are a phase of the 
Project Officer's oversight functions also serves to help keep
the contractor "on his toes" and may diminish the prospects
of eventually rating the contractor's performance as unsatis
factory or deficient. Site visits properly handled can also pay
dividends in the early diagnosis of impending problems where 
AID can appropriately assist the contractor in their resolution 
before misunderstandings or otherwise avoidable delays may 
arise. 

Where the contract implements a bilateral project agree
ment, the Project Officer should encourage the personal 
participation of the appropriate host country representative in 
site visits. Host country involvement in this phase of the 
monitoring process enhances the contractor's perception of the 
relevance of his efforts to the broader objectives of the related 
project, and keeps the host country informed about the status 
of the contractor's progress. 

As soon as possible after each visit the Projer-t Offi(cer
should prepare a brief report highlighting his observations and 
findings and file a copy of the report in the related contract 
file. (For guidance in the preparation of such reports, see 
Appendix E C' tl i( Sappe1?1QAeUt. ) 

L. Contract Extensions and/or Amendments 

As the AID official most conversant with the day-to-day 
status of the contract, the Project Officer should be in a 
position to anticipte the need for curtailment, extension, or 
amendment of the contract which he is overseeing. In many 
cases, the contractor himself can be expected to alert the 
Project Officer whelre such action appears necessay. Regard
less .)f how the Project Officer becomes aware of this require
ment, he should promptly advise the Contract Officer in writing,
with a cop) to the ap'ropriate AID program budget office if 
additional fundincr may be needed, including his views as to the 
iustificatton for the proposed curtailment, exte.nsion, or amend
min .1:oPrompt notification is essential to avoid the possibility 
of interruption of the work underw.vay, or mi.sunderstandings on 
the part of the contractor. 
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Particular attention should be given to the requirement for 
formally amending the scope of work in any contract so as to 
reflect agreed upon changes in contract implementation. 
Contract extensions and/or amendments require the issuance 
of a PIO/T which shouild be processed in the light of the time 
requirements described in Chapter II A 4. 

P-ending official decision of the Agency, however, under 
no circumstances should the Project Officer lead the contractor 
to believe that such contract extensions or amendments will be 
approved. Informal commitments, explicit or implied, to this 
effe.-t must be scrupulously avoided, particularly where addi
tional funding may be entailed to arrend or extend a contract. 

M. Administrative Approval of Vouchers 

An essential feaiture of.AID's system of management of the 
contracting process is the requirement for administrative 
approval by the "roj(-ct Office, -f -',uchers and supporting 
documentation submitted Ly the --fitractor for payment. This 
administrative approval- - in the form of a prescribed certifica
tion--is suppl-mt-nul to th. normal U. S. Government require
mant for the financ-ial certification of all payment vouchers by 
an authorized c ert'iy in officer.-

The Project Offic,-r is the Al) official who is best and 
most cur.-ently informed concerning'the progress, problems, 
and accomplishments ,f the contractor. As a consequence, he 
is the loi.ical effi, to '!cknowle.d le that the services and/or 
commodities -ovc.u by the contractor's vouchers ha, e .n tact 
been s:aitisfactorily dt livered. Therefore, any request for 
payment iy the ::n'.'a ,.ter requir,,s approval by the Project 
()ffice.r to a ssuru: th .t ' interests arc adequately protected. 
In addition, the r. !1ileneit for such aFpproval beo c ,;s a 
useful me,-ns for "i,. Proilct Offi :er to obtain remedial action 
in any case whr, significant deficiencies in a .,ontractor's 
performance becorn,, known. (Refer to Secticn N below. ) 

For A [1 direct ,'1Itr:cts, the Project Officer's adminis
trative :,pproval re.id5 as follows: 

'I hay-. revilwed the voucher, the rel. ted invoice(s) 
and supporting documentation attachbed thereto. Based on 
this documentation and my personal knowledge of the 
project, I se. n' reason to withhold payment. Therefore, 
the voucher :; admrinistratively approvvd for payment 
subject to thie financial review and certification by the 
paying office. " 

Before app-,r.invm the contractor's final voucher, the 
Project Officer sli ,tild check with the Contract Officer to 
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assure that the contractor has submitted such release form(s) 
as are required pursuant to the provisions of AIDPR 7-16. 851. 

Further guidance for administrative approval of vouchers 
will be found in Handbook 19, Chapter 3H2. 

N. Enforcement and Remedies 

Where the contractor fails to comply with a specific statu
tory or AID policy requirement, as included in the contract, or 
is seriously delinquent in meeting deadlines prescribed in the 
contract, the Project Officer should promptly review the situa
tion with the Contract Officer and discuss the options available 
to resolve the problem. Such discussions should include the 
Legal Advisor to assure that questions of contract interpreta
tion or legal issues are properly addressed. 

A meeting should then be held among the Contract Officer, 
Project Officer, and contractor in an effort to resolve the 
problem informally. If the contractor fails to rectify the situa
tion within a reasonabie period, the Project Officer--in 
consultation with the Contract Officer, Legal Advisor, and 
Controller--shouid then consider withholding approval of the 
contractor's vouchers. 

Other courses of action available to AID under such cir
cunstances include a demand for refund from the contractor, 
or :),ssible termination of the contract a- provided below in 
Chapoter II C 2W. Recour'se to these 3 gnrificant sanctions 
req,).:res close coor'c!Uw::jtion among t,., above mentioned 
offi. as well as the prior approval of':X _:Mission Director 
or ,_.sistant Administrai-o , as appropriate. 

0. Methods of Pa':1;Znt to the Contractor 

,reful considerat':;:, should be give:' t7 the selection of 
th(, IntAithod of financing -K" -irect contractE, Payments to AID
fill 'Q cjnLract irk :o::nerally made g-oodsc, ax.: lor delivered, 
se .;.:S w. c.ver J r, 1d, incurred therel-forn-',., ; u, ;.stS by 
re.-.,i_nr. Common methods of firan-l ;ig direct contracts 
in( ui (1) direc.-..ment ', AI Iu -suant to t;ie terms 
ol -'sV d ',c; cootrars; "'' 1-eder:] he ,.' c Le.ter of Credit 
(I- . ' and (31 ,,e.'t , w .,s b. ; ' urv c;1eek, 

'.n exception t" I. p t y o. p:-'it. uil-, for services 
pe; o01rm,:d: )ods dt'1>''x ,<:i is n-i.di i r r - -rofi" o,..ganiza

m, dtsburstio,..i le ma,' h, adv::Ktd, fundz t . ,..,., a-
ing re-cds. 'heCt -. - i esl. :.. Let.I ,.f Credi, i& one 
m,-..,od wide lv used tO s;- t e'.- idvn ,oi-pr'offt .o-n:rac
tort in sucri i way aF: t. m1uw nii z to . sin ;:,i ,L cash withdrawn 
from. the U.S. Treasurv ... ,uvaince ; .)erating n(-eeds. 
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FRLCs provide the non-profit contractor considerable flexibil
ity and independence in obtaining cash advances for immediate 
disbursement needs. Since the FRLC works through the con
tractor's commercial bank, there is no time lag between the 
request for drawdown and receipt of the cash for disbursement. 
This method of payment is required for financing advance pay
ments where (1) the amount required for advance financing
equals or exceeds $120, 000 per year; (2) there will be a con
iincng relationship with the institution for at least one year;
and (3) the reipient has the ability to maintain proc-edures that 
will minimize the time elapsing between the tralnsfer of funds* 	 and their disbursement. Wher-a mixed dollar and focal 
currency advance is involved under an individual 
contract to a nonprofit organization, the following 
shall apply' 

(a) Only one instrument (either an FRLC anor 
advance by Treasury check) will cheused and only-one 
payment office will provide the advance, and 

(b) I t the foreign currency portion ofC the total 
advance under the contract is less than 50;', an FRLC 
shall he used, or 

(c) If the foreign currency portion of th? 
total advance under the contract is more than 50%,
but more than one foreign currency country is involved, 
an -RLC shall be used, or
 

(d) If the foreign currency portion of the total
 
advance under the contract is more than 50,, but only 
one foreign currency country is involved, an advance 
by Treasury check shall be used. 

Advances by U.S. Treasury check may be used to 
finance a non-profit contractor's need for federal 
funds when the FRLC method of financing is not appro
priate. Periodic advances by Treasury check are to he 
based upon an analysis of the cash requirements of the 
contractor and made only in amounts necessary to meet 
Iminediate disbursement needs. Periodic advances by
Treasury check are generally to he no more than the
 
contractor's cash requirements for a 30-day period
measured from the date of rece i pt unt i 1 the advance 
is 	expended. See ISCIg and 15Clh of Handbook 1,
Supplement I for the definition of "immediate 
dis
bursing needs" For an FRLC and an advance by Treasury

check. (For further guidance on methods of payment,
 
see Handbook 19, Chapter 3K, and AIDPR 7-30.)
 

* 
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P. Correspondence 

As the focal point of contact with the contractor, the

Project Officer will normally be the recipient of letters and
 
memos from the contractor, or from other sources 
 relating
to contract implementation and monitoring. Where toa reply
such correspondence is required, the Project Officer will
respond promptly in writing, or arrange to have the response
prepared by the All) office primarily responsible for the
subject matter involved. Additionally, he should assure that
copies of all such correspondence c rc provided to the Contract 
Officer for incorporation, as necessary, in the official 
contract file. 

Q. Operational Contract File 

In addition to copies of the PIO/T and contract, the 
contract file should contain copies of all documents (amend
ments, letters, memos, cables, reports, etc.) relating to the 
contract. The Project Officer should assure that a contract
file is established for each contract he is monitoring, and that 
such file is maintained on a current basis. 

It should be noted that this is an operational file, with the
official contract file being maintained by the Contract Officer.
The Project Officer should see that copies of all pertinent docu
ments are also included in the official file. 

The maintenance and accessibility of a completely docu
mented, current operational contract file is important for 
several reasons. Such a file (1) serves as an important tool in
effective contract management, (2) facilitates the transfer of
responsibility for contract oversight from the Project Officer to
his successor in the event of the former's reassignment, and
(3) records in AID's "memory" system the accomplishments
under the contract, as well as the lessons learned for the 
general guidance of the Agency as a whole. 

Where a Project Officer is departing from post during the
imple,;-entation of a contract, he should see to it that his
replacement is thoroughly familiar with the operational contract
file, and has a clear conception of the status of the contract, its 
progress, and its problems. Where a Project Officer departs
post prior to the arrival of his replacement, care should be 
taken that the operational contract file is complete, containing
copies of all documents necessary to permit his replacement to 
assume effective monitoring of the contract upon arrival. 
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The Project Officer can assist the process of strengthening
the Agency's "memory" by submitting a copy of any documents
in the contract file which he believes reflect either significant
development accomplishments or major problems of a potentially
recurring nature to the AID/WOffice of Development Information 
and Utilization, Bureau for Scdencc aind Techinology. 

R. Briefings and Presentations 

Because of his special role, the Project Officer may be
required on occasion to brief AID or other officials about the 
progress or problems being encountered in the administration 
of specific contracts. Such briefings or presentations may be
conducted for the benefit of senior AID officials or for external 
groups such as members of Congress, GAO representatives, or 
recipient country officials. 

Depending on the complexity of the contract, the Project
Officer may wish to arrrange the participation of other AIDofficers, such as the senior technical or development officers 
most concerned with the related project which the contractor is 
helping to implement. 
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S. Audits and Investigations 

The Project Officer cooperates with authorized representa
tives of the Inspector General, the General Accounting Office,
Congressional Committees, and other U.S. Government
 
agencies, assuring ready access to pertinent documents relat
ing to the examination of contracts under the Project Officer's
 
purview. 

The Project Officer also serves as the action officer in 
preparing material for the AID response to audit and investi
gative reports relating to the technical or programmatic
 
aspects of such contracts. To the extent that the audits and
 
investigations 
pertain to such issues as overhead or contract
 
financing, the Contract Officer plays a similar role.
 

The material prepared by the Project Officer or the 
Contract Officer is forwarded to the AID office responsible for
 
coordinating the total Agency response to 
the report in ques
tion.
 

The important consideration in these circumstances is that
 
there be prepared as comprehensive and responsive an Agency
 
commentary as the facts warrant.
 

If the auditor's findings appear justified, the Project 
Officer or Contract Officer arranges for appropriate correct
tive action. If the auditor's findings do not appear justified,
the Project Officer or Contract Officer explains in the Agency 
commentary the respects in which such findings are not war
ranted or should be amended. 

T. Waivers and Deviations 

On occasion, and as the contractor proceeds with the 
work, waivers from AID's regulations or standard provisions 
to the contract may become necessary, if not previously
authorized in the planning stage. Such waivers may be needed, 
for example, to expand the authorized sources of procurement, 
to allow more flexibility in travel or shipping arrangements, 
or to deviate for othersome reason from standard AID rules. 

In such circumstances, and where the Project Officer 
determines that a required waiver is warranted, he should 
prepare the request for approval of the exception, including a 
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statement of justification. Depending upon the nature of the 
waiver, the Project Officer should submit the request to the 
AID/W or Mission office authorized to approve the exception. 

The most frequent types of waivers and deviations in 
contract administration are as follows: 

(1) Non-competitive Procurement 

Refer to discussion in Chapter II B 3 above, Approval 
Procedures for Non-competitive Procurement. 

(2) Contractor and Other Eligibility Rules 

Information concerning waivers on AID policies and 
procedures relating to the eligibililty of commodities; 
source and nationality of suppliers and contractors; 
eligibility of suppliers' and contractors' certificates; 
commingling; marine insurance; conditions for authorizing 
advance and progress payments; and local ccst financing 
will be found in the respective chapters of Handbook 1, 
Supplement B, which deal with these subjects. 

(3) Salaries of Contractor Employees 

The limitations on salary levels for contractor 
personnel may be found inAIDPR 7-7. 5501-5, 7-7. 55024, 
7-15.2, 7-1S.3, and 7-15.6. 

Where it is deemed essential to pay a contract 
employee a base annual salary plus overseas recruitment 
incentive, if any, which exceeds the maximum level 
authorized for grade FS-1 employees, the Project 
Officer should prepare a memorandum of justification for 
approval by the Mission Director or Assistant Administra
tor, as appropriate, in accordance with the provisions of 
AIDPR 7- 15. 205-6 or 7- 15. 309-7. 

All other salary approvals for direct contract 
employees are at the discretion of the Contract Officer. 

(4) Other Provisions of the AIDPR 

Any deviations that are deemed essential or appro
priate from other provisions of the AIDPR are the respon
sibility of the Contract Officer ,crsuant to the provisions 
of AIDPR 7-1. 107-3. He obtains approval from the head 
of the procuring activity. Tn a field Mission, the head of 
the procuring activity is the Mission Director, to the 
extent of his delegation of direct contracting authority. At 
AID/W the heads of the procuring activity are the 
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Assistant to the Administrator for Management and

Director, Office of Contract Management. 

the 

It will be noted that deviations originating in the field
Missions or AID/Wat pursuant to AIDPR 7-1. 107-3require, prior to submission for approval by the head of 
the procuring activity: 

(a) written comments from the Office of Contract
Management, Support Division (Policy Branch), 
AID/W; and 

(b) coordination with the Office of General Counsel, 
as appropriate. 

U. ContractorPerformance Evaluation Report 
An essential feature of AID's system of contract management is the requirement periodicfor contractor performance

evaluation reports. The initial report covers the first sixmonth period of contractor performance from the date the
contract is signed. Thereafter, these reports are to be pre
pared annually.
 

The Project Officer, based on his observance of the contractorts performance and review of the contractor's progress
reports, should be well qualified to prepare these required
reports. His overall assessment in these reports should be
consistent with 
his prior actions in administratively approvingthe contractor's payment vouchers (as required in oaragraph M 
above).
 

Submitting an unsatisfactory evaluation report, however, isnot a desirable solution to problems arising from inadequate ordeficient contractor performance. hisIn monitoring of acontract, the Project Officer should have become aware of suchproblems prior to the need to submit performance evaluationreports, and should have been working with the contractor toassist him appropriately in resolving such difficulties. 

Where desired improvement in the contractor's performance cannot be achieved, however, there may be no alternative
other than to submit an unsatisfacatory evaluation report. Ifthis aspect of AID's management is to be meaningful, forthrightness on the part of the Project Officer is essential. Anunsatisfactory evaluation report should be reviewed in advance 
by the Contract Officer. 

Objectivity and candor in reports concerning the performance of contractors is a particularly important aspect of theProject Officer's monitoring responsibilities. Such reports 
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enable the Agency to review its prior experience with a spe
cific contractor when contemplating additional work for which 
the contractor is being considered. Hence, superficial or per
functory performance evaluation reports are neither adequate 
nor acceptable. 

Where submission of an unsatisfactory evaluation report 
is deemed necessary, the Project Officer should identify and 
document the specific contractor deficiencies which warranted 
the unfavorable appraisal. He should keep in mind that the 
contractor may be expected to challenge such an evaluation, 
and that an unsatisfactory performance rating may also serve 
as the basis for an adverse determination by the Contract 
Officer regarding the "responsibility" of the contractor or the 
possible suspension or debarment of the contractor. 

Contractor Performance Evaluation Reports (AID Form 
1420- 43) should be prepared in accordance with the instructions 
in Handbook 14, Appendix C, with copies submitted both to the 
AID/W Offices of Contract Management and Small and Disad
vantaged Business Utilization (PRE/SDB). Copies of completed 

Contractor Performance Evaluation Reports on file in AID/W 
may be obtained from PRE/SDB. 

It should be noted that it is the responsibility of the 
Contract Officer to furnish the contractor with a copy of an 
unsatisfactory evaluation report and request his comments 
thereon prior to final review and approval 
pre. cribed in paragraph 5 (b) of Appendix C, 

of the report, as 
Handbook 14. 

V. Project Evaluation Summary 

In addition to evaluating the performance of the contractor, 
the Project Officer also plays a role in the preparation of the 
Project Evaluation Summary (PES), which is concerned with 
the project as whole. The PES is signed by the Mission 
Director or the head of the AID/W office responsible for the 
project. The timing of project evaluations requiring a PES is 
keyed to the approved project evaluation schedule. 

For further guidance, refer to Chapter 5, Section 5F and 
to Appendix 5N of Handbook 3. 

W. Contract Closeout and Termination Procedures 

On or before 90 days following completion of the work 
under a contract, the Office of Contract Management in AID/W 
initiates action to close out the contract officially. This entails 
the completion of several prescribed forms by various AID 
offices (e.g., the InspectOk Gencril, inaiincial INanagement, 
Security, etc. ) confirming that all substantive and administra
tive actions required by either the contractor or AID have been 
satisfactorily taken. 
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As his part in the closeout of a contract, the Project 
Officer prepares and submits AID Form 1420-15A "Technical 
Office Checklist" to the Support Services Branch, Office of 
Contract Management, AID/W. For further guidance, refer 
to AID Handbook 14, Appendix G, page G- 1, which describes 
the contract closeout procedures. 

All direct AID contracts contain a provision authorizing 
termination for the convenience of the United States Govern
ment or for default by the contractor. In extreme cases, a 
contract may be terminated for default as, for example, where 
a contractor's performance is so deficient as to constitute a 
breach of the contract. 

Under circumstances where the Project Officer believes 
that a contract should be terminated prior to completion, he 
should document his conclusions and should review the situa
tion promptly with both the Contract Officer and the Legal 
Advisor. Where the facts warrant, the Contract Officer takes 
appropriate action to terminate the contract pursuant to the 
relevant provisions of the FPR and the AIDPR. 

Summary Statement of Project and Contract Officer 
Functions 

A summary statement covering the respective roles of the 
Project and Contract Officers in the management of AID direct 
contracts will be found in Appendix A o6 this Supplenent. 
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GRANTS AND COOPERATIVE AGREEMENTS
 

CHAFFER 11 

PARTA 

1. INTRODUCTION 

A. Grants Not Covered by This Guidebook: 

(1) Grant-Financed Bilateral Projects. These are 
government-to-government grants, usually for technical 
assistance, covered by bilateral project agreements be
tween AID and host countries. (See Handbook 3, Project 
Assistance. ) 

(2) Grants to international organizations and pro
grams, fifsued pursuant to Section 301 of the FAA. Funds 
for such grants are earmarked in the AID appropriations 
legislation, and are programmed and administered by the 
State Department. (There are, however, a number of 
grants to international organizations issued by AID pursu
ant to other sections of the FAA. These are the grants that 
are the subject of Chapter 5 of Handbook 13. Guidance for 
the Project Officer in managing the latter category of 
grants to international organizations is included in this 
Chapter. ) 

(3) Grants to implement the program of the Anitui'ca,
schools and hospitals abroad, under Section 214-o--Fe 
FAA. Refer to Handbook 1B, Chapter 16A and Handbook 3, * 
C-apt er 6. 

(4) Title II, Pl, 480 Grants, which are described in 
detail in Handbook 9. In tisinstance, the Project Officer 
is referred to as the Food for Peace Officer. 

(5) Disaster Assistance Grants, which are described 
in detail in Handbook 8. In this instance, the Project 
Officer is referred to as the Mission Disaster Relief 
Officer. 
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B. GrantsCovered by This Guidebook 

The policies, procedures, and regulations governing the 
categories of non- governmental grants to which this Guide
book applies will be found set forth in detail in Handbook 13; 
Handbook 1B, Chapter 16; and in Chapter 6 of Handbook 3. 
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CATEGORIES OF GRANTS
 

CHAPTER III 

PART B 

1. SECTION 122(d) GRATI'S
 

(See Handbook 13, Chapter 1, Appendix IG and Chapter 4) 

Guidance on Institutional Grants to U.S. research and educational 
institutions authorized by Sec. 122(d) of the Foreign Assistance Act
 
(formerly Sec. 211(d) has been transferred from Chapter 2 of
 
Handbook 13 to Chapter 1, Appendix IG, paragraph 4 and to Chapter 4, 
paragraph 4A3a(8).
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2. SPECIFIC SUPPORT GRANTS 
(See Handbook 1B, Chapter 16B; Handbook 3, Chapter 6;

and Handbook 13, Chapters 1 and 4. ) 

Specific support grants provide assistance for all or a
portion of a discrete program or project proposed by an organ
ization applying for support. 

The program or project aided by a specific support grant
is clearly definable in terms of what the grant funds are to 
support. The grantee justifies, in advance, the proposed costs
of each element of the program or project. The program or 
project may cover a short period of time--such as a grant of
three months duration to support a conference, or a longer
period such as a two year project to develop educational 
materials for cooperatives. The program description of any
specific support grant should clearly state the purpose and 
scope of the project as w-ll as its project implementation plan. 

Handbook 13, Chapters 1B2 and 4C, explains the selection
criteria and procedures used in awarding a specific support
grant. Again, the procurement policies as well as the fiscal 
and management policies of the proposed grantee must be 
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acceptable to AID. In addition, the grantee is required to
 
follow certain AID policies such as sources of procurement,
 
use of U. S. flag carriers, and procurement of restricted
 
commodities and services. (See Handbook ILB, Chapter
 
16Bib. 

S lHandbook 13, Chapter 4, Appendix 4C, Standiard Provision 15,
contains special rules that apply where procurement of goods 
and services undcr a specific support grant total less than 
$250,000. The rules that apply to procurements of a total of 
$250,000 or more appear in Standard Provision 10, Appendix 4C, 
Handbook 13. When procuremcnts are iwide in the cooperating 
country, the rules in Standard Provision 17, Appendix 4C, * 
Handbook 13, apply. 

AI) makes grant funds and subventions (F[, '80 i.ommodi
ties, ocean freight reimbursenent funds, and e_,xcess property) 
available to private and voluntary ormanizations (PVOs). 
Organizations wishing to h! eligible to seek sLWh assistance 
from AID must first meet certain conditions for registration 
with AID-as a private and voluntary or -an izati on. (See Iland
book 3, Chapter 6 Appendix C. 

The more significant categories of specific support grants 
are as follows: 

A. Matching Grants 

A matching grant is awarded to carry out a discrete, 
clearly conceived, evaluable, field-oriented program in a 
number of countries whose scope is normally a broad functional 
area like community-ba s-d health services or small enterprise 
development. 

Matching grants are awarded only to those PVOs with well 
established d evelopmn ent programs and with a demonstrated 
ability to raise funds in the private sector. These grants are 
matching in the sense that All) will pay no more than 50 percent 
of the cost of each program. 

B. Operational Program Grants (OPGs) 

This program enables PVOs to carry out specific programs 
in individual countries and occasionally in regions. An 01C is 
typically a two or three year program. Like the matching 
grant program, a progral-I funded by an OPG must be fully 
compatible with AID's legislative mandate. Twenty- five 
percent of the ._:ost of Lini OPG must come from nol- AID 
sources. (See AIDTO Circular A-342 of June 25, 1976.) 
Typically, the A [D management of the grant relationship is a 
field function performed at the AID miission. 

9 Revised 
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Like the matching grant program, OPGs encompass the
entire range of the program areas contained in AID's legisla
tive priorities, such as agricultural development, income 
generation, health, and small enterprise development. The 
OPGs and the matching grant program represent the most field
oriented of AID's grant relationships with PVOs. These organ
izations normally approach the AID field missions directly for 
support of their programs. 

C. Development Program Grants(DPGs) 

DPGs have been made to assist PVOs requiring further
strengthening in their ability to become effective development
agencies. Assistance has been provided in such areas as 
program development or evaluation. While this program has 
been discontinued for any new PVO applicants, AID is making
grants to a very limited number of such organizations to 
complete the work started under a DPG where past performance 
so justifies. 

D. Other Specific Support Grants 

Other specific support grants are made to PVOs such as,
for example, the Population Council, to carry out particular
technical programs in fields such as family planning or health. 

Specific support grants are also made for individual
project support, such as a conference or special training.
Individuals may also receive grants of this type. These would 
most often be to support an individual doing research. 

E. Grants Made Pursuantto Title XII 

The Title XII amendment to the FAA deals with the need to
involve U. S. universities more intensively and consistently in 
U. S. bilateral development assistance in the fields of agricul
ture, food, nutrition, and rural development. It provides a new
and closer link between land grant universities and other 
eligible institutions and AID. 

The legislation provides for the creation of the Board of 
International Food and Agricultural Development (BIFAD)
which, together with its subordinate committees and support
staff, participates actively with AID in formulating policy,
defining problems, and carrying out the planning, design,
implementation, and evaluation of activities coming within the 
scope of Title XII. 

(1) Matching Formula University Strengthening Grants 

This program seeks to strengthen eligible universities 
to enable them to carry out programs that will build the 
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institutional capacities of the agriculturally developing 
countries; participate in long-term collaborative university 
research on food production, distribution, storage, 
marketing, and consumption; participate in the inter
national network of agricultural science; conduct research 
projects identified for specific problem-solving needs; and 
develop and strengthen national research systems in the 
developing -ountries. 

Excluding overhead, AIl) will match, on a one-to-one 
basis, university expenditures for strengthening grants in 
an amountup to ten percent of the dollar value of university 
activity eligible under this program, up to a ceiling of 
$300, 000 annually per university. However, if under the 
formuia the university, during the first five years of a 
program, is eligible for a matching grant of less than 
$100, '00 per year, AID will still provide a grant of up to 
$100,000 annually to the extent it is matched by the 
university's own contribution. 

(2) 	 M\Iinority Institution University Strnthen ing
Grants 

Minority universities which meet certain criteria 
prescribed in Section 298 (c) of Title XII of the FAA are 
eligible to receive support grants from AID, without 
matching requirements, for approved programs of univer
sity expenditures in a tot:al amount of up to $500, 000 for 
periods of up to fivc years. 

The objectives -t" this prograni arc twofold: () to 
draw the participating minority universities into an early 
involvement wtli All) and 1311'AI) in Title XIJ development 
assistance activitics; and (2) to prepare the minority 
univer sity to qualify for pa rti ., in the ma ing 
formula program for strungtiieni i grants. 

(:) 	 Collaborative Reseairch Support_Progran (CRS0) 

A CHSP is an arrange '-,.l w h facilitates .ollabora 
tion among U. S. univers Li_:-,, U, U. S. 1)epartment of 
Comm2r.e, the U.S. Department of I',g'icultlrc, inte
national agricultural research centers, other' research 
institutions, private agencies and ndustry, and universi
ties and other research uIstitutions in developing 
countries. 

Through procedures involving All), IFIAI), and the 
Joint Res('arch Committee (RC() under _131I,'A ., collabora
tion amonl institutions suchi as described abo\', Is carried 
out on a problem-oriented bas is in a c mm,, in:te !rated 
research and development program-i to solvC priority food, 
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nutrition, or rural development problems. CRSP grants 
are approved for periods of up to five years, with program 
approval. renewed each year. 

A key feature of the CRSP is the designation of a non
governmental administrative "management entity" with 
appropriate legal status. The management entity might be 
a U. S. university, an administrative unit within a univer
sity, a special consortium of universities, or other body 
representing the participating institutions. 

The functions of the management entity are to admin
ister the resources contributed by AID and to oversee the 
individual project comprising the program. The manage
ment entity receives and administers AID grant funds for 
the CRSP and enters into sub-grants or contracts with 
collaborating U. S. and developing country institutions for 
their respective projects, according to the program plan. 
The management entity coordinates the effective imple
mentation of the program and is responsible for imple
menting the budgetary plans, including the contributions 
of the participating institutions to their projects. 

3. GRANTS i'O PUBLIC INTERNATIONAL ORGANIZATIONS 

(See Handbook 13, Chapter 5; and Handbook 1, Supplement B, 
Chapter 16C. ) 

Grants in this category are made to public international 
organizations created by international agreement and having 
membership consisting primarily of national governments or 
public agencies thereof, and in which the United States partic
ipates pursuant to a treaty or under the authority of an act of 
Congress authorizing such participation or making an appro
priation therefor. 

Such grants are made only to support specific activities 
undertaken by the international organizations. Examples of 
such grants are those made to the World Health Organization
(WHO) or to the Organization of American States (OAS). Also 
included in this category are those made by AID to the Inter
national Committee of the Red Cross (ICRC). 

AID may use such grants to initiate a new project or 
activity or to expand an ongoing program in which it has a 
special interest and a preference that it be handled by an 
international organization rather than by AID directly. How
ever, AID may not use a grant to a public international 
organization to supplement voluntary contributions to those 
organizations which are authorized pursuant to Section 301 of 
the FAA. 
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Where AID is not the sole contributor to a project of a 
public international organization, AID relies on that organiza
tion's own procurement and auditing policies and procedures. 

However, when AID is the sole contributor to such a 
project, appropriate AID procurement and audit policies apply, 
unless waived. When AID is the largest contributor to such a 
project, AID, with the concurrence of the Department of State, 
may elect to negotiate the application of selected procurement 
and audit policies. 

As previously indicated, this Guidebook does not cover 
grants in the form of voluntary contributions made under 
Section 301 (e. g., contributions to the United Nations Develop
ment Program). Funds for such voluntary contributions are 
earmarked in the AID appropriations legislation, and are 
programmed and administered by the Bureau of International 
Organization Affairs (1O) of the State Department. Grants in 
this category are generally, but not always, made in order to 
provide general support for budgets of the international organi
zations. 

4. COOPERATIVE AGREEMENTS 

(See Handbook 1B, Chapter 25E3; Handbook 13, Chapter 6.) 

The cooperative agreement authorizes a form of assistance 
that includes substantial AID involvement, unlike other types of 
grants. In determining whether to use a grant or a cooperative 
agreement to fund a program, the Grant Officer must first 
decide whether the intention is to support or stimulate the 
proposed grantee's own program or to manage another program
authorized by the FAA. If this is the intention, and the recip
ient can be expected to run its program in accordance with the 
grant agreement without substantial involvement by AID, then 
a grant, not a cooperative agreement, is the instrument which 
should be used to provide the assistance. 

Where, however, the intention 9 to support or stimulate 
.the proposed grantee's own program, and where AID expects to 
become substantially involved in that program, then a coopera
tive agi eement is in order. For example, a cooperative 
agreement may be used to fund a multi-year program of an 
organization such as a university, international research 
center, private and voluntary organization, or other entity 
which complements a field of endeavor of active interest to 
AID. Problems in the less developed countries related to 
access to land, water, and natural resources, and to off-farm 
employment generation are examples of the subject matter of 
some current cooperative agreements. The cooperative 
agreement provides for the active participation by AID at 
various stages in the program being funded. 
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The programming and implementation processes de
scribed below for grants essentially apply also to cooperative
agreements. Excepting the extent to which there is a greater
degree of AID involvement in a cooperative agreement, the 
Project Officer and Grant Officer play roles similar to those 
under grants. 

AID's greater involvement in cooperative agreements,
however, means that the Project Officer must assume a nore 
active role both in planning and monitoring the implementation
of those instruments. For example, the cooperative agreemint 
may provide for the Project Officer's prior review and
approval of each annual work plan or one stage of work before 
work can begin on a subsequent stage; prior review and
approval of the substantive provisions of subordinate agree
ments or contracts; concuri-ence for staff appointments;
monitoring to permit specified kinds of direction or redirec
tion of the work because of the inter-relationships with other 
AID-financed projects; and joint participation in other aspects
of implementation and evaluation. 

The Project Officer should assure that the extent of AID's
involvement in a program or activity funded by a cooperative
agreement is spelled out in the agreement itself. In order to
learn the nature of his specific responsibilities, the Project
Officer should become thoroughly familiar with the contents of
the cooperative agreement, including the standard provisions
thereto, as well as with other relevant project documents. 
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PRE-GRANT AWARD FUNCTIONS 

CHAPTER III 

PART C 

1. ROLE OF PROJECT OFFICER PRIOR TO GRANT AWARD 

As indicated above, the various categories of grants are 
discussed in some detail in AID Handbooks 1, 3, and 13. In 
view of the widely differing nature of these grants, a detailed 
discussion of the Project Officer's responsibilities related to 
each type of instrument would mean the i-epetition of much de
tail either now available or currently being developed for these 
Handbooks, and would makc the Guidebook unwieldy. 

It will be useful, however, to review certain general 
areas of responsibility shared by Project Officers in the devel
opment of all types of grants. 

A grant is initiated by an application from an organization 
or institution, demonstrating its interest and capacity to per
form development activities consonant with the objectives of 
the FAA. The application may be solicited or may be sought by 
AID either competitively or non-competitively as appropriate to 
program needs. 

The Federal Grant and Cooperative Agreement Act of 1977 
seeks to "encourage competition, where deemed appropriate,
in the award of grants and cooperative agreements. Selection 
procedures for grants and cooperative agreements will be found 
in Handbook 13, Chapters 1B2 and 4B. 

The Project Officer in the first instance wili determine, 
or as a member of a committee participate in th determination 
of, the consistency of the prospective grantee's proposal with 
the relevant country or regional development strategy. A de
termination needs to be made that the proposal represents a 
more effective and efficient means of helping to carry out the 
strategy than a contract, or other type of assistance. 

A grant should not be used as a substitute for a contract,
thereby circumventing the carefully defined rules and proce
dures set forth in AID's procurement regulations, If it is 
determined that a grant and not a contract is the appropriate
form of assistance, a choice must be made as between a grant
oi a cooperative agreement. 
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In the administration of grants, AID must rely almost 
entirely on the grant agreement, the program, the integrity, 
the procedures, and the competence of the grantee. The 
Project Officer will help the Grant Officer to determine 
whether the proposed grantee is well financed and managed, 
and capable of efficient planning, organizing, staffing, direct
ing, controlling, and coordinating the program (including 
acceptable audit, procurement, and evaluation policies and 
procedures). An accurate determination of the financial and 
managerial capability of the prospective grantee may help to 
avoid serious problems during the implementation of the grant. 

For procedures governing survey team evaluations prior 
to the avard of specific support grants, refer to Handbook 13, 
Chapter 3Bld and Chapter 4C5b. 

For unsolicited applications meeting AID's criteria, the 
Project Officer, either individually or as a member of a com
mittee, should prepare a Project Identification Document 
(PID), or the equivalent thereof, after the application has been 
received and reviewed. (See Handbook 3, Chapters 4 and 6.) 
Based on the completeness of the application, it may be advis
able to prepare the PID in collaboration with the proposed 
grantee. The PID describes the project and its estimated cost, 
discusses any policy issues, states the problem or objective 
to be addressed, identifies proposed benefits, and justifies the 
proposed activity. Where the application has been solicited, 
the PID or equivalent document precedes the application. 

Following approval of the PID, the Project Paper (PP), 
or its equivalent, should be prepared by the Project Officer, 
either individually or as a member of a project committee. 
(See Handbook 3, Chapters 5 and 6. ) Again, collaboration with 
the proposed grantee in the preparation of the PP may be 
advisable. 

In preparing the PP, the Project Officer- should obtain the 
implementation plan of the prospective grantee, showing how 
the proposed objectives of the grant will be achieved. In the 
absence of a well conceived, feasible plan of implementation, 
the Project Officer's problems in monitoring the grant may 
well prove insurmountable. 

The PP should describe the grant identified in the PID in 
greater detail, and prvide analyses including an explanation 
of how the problem or objective ddressed by the grant will be 
dealt with. For this reason, emphasis in the Project Paper 
should be directed to such concerns as administrative feasibil
ity, the plan of implementation (including clear benchmarks 
which permit an objectivu verification of progress), the re
sponsibility for monitoring, and evaluation arrangements. 
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When the activity has been approved in a Project Paper or 
equivalent document, and hasbeen authorized, it is the respon
sibility of the Project Officer to initiate and clear the PIO/T 
authorizing the Grant Officer to enter into such an agreement. 
The specific PIO!T requirements vary somewhat according to 
the type of grant. Therefore, the Project Officer should refer 
to the chapter in Handbook 13 which deals with the kind of 
grant under consideration. Every PIO/T should contain some 
form of benchmarks to serve as evaluation indices. (Specific 
guidance for the preparation of the PIO/T for grants will be 
found in Attachmevnt A to Appendix C o4 this Guidebook. 

On receipt of the PIO/T and a signed application from the 
prospective grantee, negotiations are conducted on possible 
program changes, terms, conditions, and the budget. The 
principal representatives of AID in this process are the Grant 
Officer, who is in charge of the negotiations and who bears the 
responsibility for drafting and executing the grant agreement, 
and the Project Officer. Other AID officials as appropriate, 
such as the program officer at a Mission or a desk officer at 
AID/W, may attend if their presence is considered useful. 

It is essential that the Project Officer make no commit
ment, express or implied, to the proposed grantee, either 
prior to or during the negotiations, even though the Project 
Officer may have assisted the proposed grantee in developing 
the technical aspects of its application. Only the Grant Officer 
is authorized to make commitments to the proposed grantee 
on behalf of AID. 

It is likewise essential that the position of AID with respect 
to the points under negotiation be determined and agreed upon 
prior to the negotiations. Disagreements among the AID staff 
during the negotiations with a proposed grantee are to be 
avoided. 

The actual contents of the agreement vary according to the 
type of grant. For further guidance, the appropriate chapter 
in Handbook 13 in which the type of grant under consideration 
is discussed should be consulted. 

When the grant agreement has been drafted, copies are 
provided to the grantee. The Grant Officer, in consultation 
with the Project Officer, may schedule a meeting with the 
grantee to review the grant terms and to insure that the 
grantee fully understands what is expected of it. The meeting 
should include as representatives from the grantee organiza
tion the individual primarily responsbile for the program and 
the individual representing the business or financial section 
of the organization. 
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On this occasion, there should be carefully explained to the 
representatives of the grantee the respective roles of the 
Project Officer and Grant Officer in the implementation of the 
grant. These roles are discussed below. 
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POST-GRANT AWARD FUNCTIONS 

CHAPTER III 

PART D 

As 	indicated above, the case of grants, reliance is placed
primarily on the grantee organization to carry out its own pro
gram as approved byAID. For this reason the degree of moni
monitoring is expected to be materially less than that exercised 
where a direct AID contract is involved. 

However, a grant is by no means a "hands off" operation, 
and there are areas where a reasonable degree of oversight 
must be maintained by AID to assure that the grant program is 
successfully carried out. 

1. 	 ROLE OF THE GRANT OFFICER IN GRANT
 
IMPLEMENTATION
 

Oversight of a grant is shared between the Project Officer 
and the Grant Officer. While there is a clear division of respon
sibility between these two officials, their functions are closely 
related and cannot be performed in a vacuum. Close operation 
is obviously required between the Grant Officer and the Project 
Officer. 

Following his role as the negotiator and drafter of the grant 
agreement, the Grant Officer becomes responsible for the inter
pretation of all provisions of the grant agreement and for the 
resolution of questions which may arise in connection with the 
financing of the agreement. 

Examples of some of the Grant Officer's more significant 
areas of direct concern are the final determination of overhead 
rates, requests of the grantee for deviations from AID pro
curement procedures, travel and procurement policies, refunds 
of excess advance payments under a Federal Reserve Letter 
of Credit or refunds of costs reimbursed to the grantee in 
excess of those provided for in the grant agreement, and ap
proval of agreements subordinate to the grant agreement. 

The Grant Officer receives the grantee's periodic financial 
and audit reports, analyzes them, and informs the Project 
Officer of any problems of significance that are reflected by 
these reports. 

It is customary for the grantee to communicate directly with 
the Grant Officer on the above matters. 
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2. 	 ROLE OF THE PROJECTOFFICER IN MONITORING 
GRANTS 

The Project Officer is in direct communication with the 
grantee on all program or technical matters relating to the 
grant, such as questions that may be raised by the grantee on 
program direction or specific implementation problems. The 
nature of the relationship between the Project Officer and the 
grantee will be governed in large measure by the provisions of 
the grant or cooperative agreement. With respect to the extent 
of the Project Officer's involvement in the latter, refer to the 
discussion under Chapter III B4 of this Guidebook. 

Thus, where a grantee's operations are carried out in a 
foreign country, the Project Officer, either personally or acting 
through the Field Project Officer in a field Mission, may assist 
the grantee's representatives in meeting key country officials 
who are concerned with the project. If a grant agreement should 
provide for logistical support in a foreign country, the Field 
Project Officer will see to it that such support is provided. 

To define his level of involvement in the affairs of the 
grantee, it is essential that the Project Officer become thor
oughly familiar with the grant agreement and its standard pro
visions. Examples of such provisions would be the requirement 
that all requests by the grantee for international travel be re
ferred to the Project Officer for prior approval in order that 
the AID field Mission may be so informed, or the requirement 
that the grantee deliver to the Project Officer a copy of all pub
lished works developed under the grant. 

There are other general areas of oversight where involve
ment with the grantee is expected, irrespective of the nature of 
the grant: 

A. 	 Liaison With Grantee 

The Project Officer receives and answers, or arranges for 
replies to, correspondence relating to implementation and pro
grammatic management of the grant. As indicated above, cor
respondence relating to the financial management of the grant 
is handled directly by the Grant Officer. 

As circumstances warrant, the Project Officer should hold 
meetings or discussions with the grantee with regard to any as
pect of grant implementation. 

B. 	 Interpretationof Grant Provisions and Disputes 

When substantive questions come to the attention of the 
Project Officer requiring technical interpretations of any pro
visions of the grant agreement, or where disputes with the 
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grantee arise, it is the responsibility of the Project Officer to 
refer such issues to the Grant Officer for his consideration 
and resolution. Under such circumstances, the Project Officer 
should avoid making statements to the grantee which, expressly 
or by implication, could be construed as an official AID posi
tion, pending receipt of guidance from the Grant Officer. 

C. Grantee Reports 

The Project Officer assures that the grantee submits such 
reports as are required by the terms of the grant agreement. 
Upon receipt of each report, he is expected to review the docu
ment and comment upon its adequacy and responsiveness. 

Where a grantee report is considered deficient or identifies 
problems, the Project Officer should meet with the grantee 
promptly to discuss the situation. Deficiencies should be frankly 
reviewed with the grantee and courses of action to rectify the 
problems should be suggested by the Project Officer. Depend
ing upon the nature and significance of the problems, the Pro
ject Officer should determine whether his immediate superior 
should be alerted and consulted. In such cases, the Project 
Officer may wish to record the difficulties in a memorandum to 
his superior, with a copy to the Grant Officer and to the 
grantee. This technique puts the grantee on notice that AID con
siders the matter of some importance and expects the grantee 
to remedy the situation. 

As indicated above, the periodic financial and audit reports
required by the grant agreement are directly submitted by the 
grantee to the Grant Officer. Nevertheless, the Project Officer 
reviews copies of those reports in order to measure physical 
progress under the grant against the expenditure of time and 
money. 

D. Reports of the Project Officer 

As required by the Mission Director or Assistant Adminis
trator (or their designees), the Project Officer is responsible 
for the preparation and submission of periodic reports on the 
implementation status of the grant being monitored. These 
reports should describe briefly the progress achieved by the 
grantee, major problems encountered or anticipated, and re
medial actions taken or required to resolve such problems. 

The highlights of grantee progress reports and site visit 
reports (see Appendix I of this Guidebook) should be drawn 
upon by the Project Officer in prepar:ing these grant iinple
inentation status reports intended primarily for internal All) 
use. A copy of each status report should be forwarded to the 
Grant Officer, in addition to such other Mission or AID/W 
officials as the Project Officer designates. 
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Where a substantive problem requiring the urgent attention 
of AID arises during the course of grant implementation, the 
Project Officer should prepare a separate memorandum alert
ing the responsible Mission Officer concerned (e. g., Legal 
Advisor, Program Offic er, Grant Officer) requesting assistance 
or action to resolve the difficulty. 

E. Site Visits 

Among the more significant aspects of the oversight of 
grants are periodic visits by the Project Officer to the site 
where work under the grant is being performed. Scheduling 
such visits obviously depends upon a number of factors, such 
as the size, complexity, and term of the grant, the availability
of travel funds, and other priority duties of the Project Officer. 

In many cases, however, where the grant is of major sig
nificance, observation at the work site is important to enable 
the Project Officer to obtain first-hand impressions of the 
grantee's progress and to identify incipient problems which may 
adversely affect its performance unless remedied. Such visits 
should be made with the prior knowledge of the grantee, and 
the Project Officer should be accompanied by a representative 
or representatives of the grantee. 

A'here work is performed in the field under a grant admin
istered at AID/W, the AID/W Project Officer should request 
site visits by the Field Project Officer designated for the pro
ject. 

As soon as possible after each visit the Project Officer 
should prepare a brief report highlighting his observations and 
findings and file a copy of the report in the related grant file. 
See Appendix E for guidance in the preparation of such reports. 

Merely knowing that such site visits are a phase of the 
Project Officer's oversight functions also helps to keep the 
grantee "on his toes. " Site visits properly handled can pay
dividends in the early diagnosis of impending problems where 
AID can appropriately assist the grantee in their resolution be
fore misunderstandings or other avoidable delays arise. 

F. Grant Extension and/or Amendments 

As the AID official most conversant with the day-to-day 
status of the grant, the Project Officer should be in a position 
to anticipate the desirability for curtailment, extension, or 
amendment of the grant which he is overseeing. In most cases, 
the grantee itself can be expected to apply for more assistance 
or necessary changes in the terms of the grant. Regardless of 
how the Project Officer becomes aware of this requirement, he 
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should promptly advise the Grant Officer in writing, with a copy 
to the appropriate program budget office if additional funding 
may be needed, including his views as to the justification for 
the proposed curtailment, extension, or amendment. Pending
official decision of Agency, however, under no circumstances 
should the Project Officer lead the grantee to believe that such 
grant extensions or amendments will be approved. Informal 
commitments, explicit or implied, to this effect must be scru
pulously avoided, particularly where additional funding may be 
entailed to amend or extend a grant. 

Grant extensions and/or amendments require the issuance 
of a PIO/T which should be processed in the light of the time 
requirements described in Chapter II A 4 o6 thi Guidebook. 

G. Administrative Approval of Vouchers 

An essential feature of AID's system of management of the 
grant process is the requirement for administrative approval
by the Project Officer of vouchers submitted by the grantee for 
payment. This administrative approval--in the form of a pre
scribed certification--is supplemental to the normal U.S. 
Government requirement for the financial certification of all 
payment vouchers by an authorized certifying officer. 

The Project Officer is the AID official who is best and most 
currently informed concerning the progress, problems, and 
accomplishments of the grantee. As a consequence, he Ls the 
logical official to determine that the grantee's activities are 
proceeding satisfactorily. Therefore, any request for payment
by the grantee requires approval by the Project Officer to as
sure that AID's interests are adequately protected. In addition, 
the requirement for such approval becomes a possible means 
for the Project Officer to obtain remedial action in any case 
where deficiencies in the grantee's performance become known, 
and correction cannot otherwise be obtained. 

For grants, the Project Officer's administrative approval 
reads as follows: 

"I have reviewed the voucher, the related invoice(s) and 
supporting documentation attached thereto. Based on this 
documentation and my personal knowledge of the project,
I see no reason to withhold payment . Therefore, the 
voucher is administratively approved for payment subject 
to the financial review and certification by the paying of
fice. " 

Further guidance for the administrative approval of vouch
ers will be found in Handbook 19, Chapter 3112. 
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H. Methods of Payment to the Grantee 

Payments to grantees may be made by advances of AID 
funds or by the direct reimbursement procedure. Effective 
cash management requires that advances to grantees be kept to 
the minimum amount needed for their immediate disbursement 
needs. Advance payments should be based upon an analysis of 
the cash required under the grant, taking into consideration the 
reimbursement cycle. The timing and amount of cash advances 
should be close as is administratively feasible to the actual 
disbursements by the grantee. 

The Federal Reserve Letter of Credit (FRLC)is one method 
widely used in grant administration to permit advances in such 
a way as to minimize the amount of cash withdrawn from the 
U.S. Treasury in advance of specific operating needs. FRLCs 
provide the grantee considerable flexibility and independence in 
obtaining cash advances for their immediate disbursement 
needs. Since the FRLC works through the grantee's commer
cial bank, there is no time lag betwean the request for draw
down and receipt of the cash for disbursement. This method of 
payment is required for financing advance payments where: 
(1) the amount required for advance financing equals or exceeds 
$120,000 per year; (2) there will be a -ontinuing relationship 
with the institution for at least one year; (3) the recipient has 
the ability to maintain procedures that will minirnize th time 
elapsing between the transfer of funds and their disbursement; 
and (4) the recipient's financial management system meets the 
OMB Circular A-110 standards for fund control and accounts
bility. 

When a mixcd dollar and local currency advance is involved 
under an individual grant or cooperative agreement to a 
nonprofit organization, the following shall apply: 

(a) Oily one instrumient (either an FRLC or an advance 
by Treasury check) will be used a'id only one payment office 
will provide the advance, and 

(b) Ifthe foreign currency portion of the total 
advance under the grant or cooperative agreement is less than 
50%, an FRLC shall be used, or 

(c) If the foreign currency portion of the total 
advance under the grant or cooperative agreement is more than 
50%, but more than one foreign currency country is involved,
 
and FRLC shall be used, or 

(d) I the foreign currency portion of the total 
advance under the grant or cooperative agreement is more than 
50%, but only one foreign currency country is involved, an 
advance by ''reasury check shall be used. 
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Advances by U. S. Treasury check may be used to finance 
a grantee's need for federal funds when the FRLC method of 
financing is not appropriate. Periodic advances by Treasury 
check are to be based upon an analysis of the cash requirements 
of the grantee and made only in amounts necessary to meet iimodiate
disbursement needs. Periodic advances by Treasury check are 
generally to be no more than the grantee's cash requirements for 
a 30 day period measured from the date of receipt until the 
advance is expended. See 15CIg and 15Clh of Handbook 1, Supple
ment B, for the definition of "immediate disbursing needs" for an 
FRLC and an advance by Treasury check. (For further guidance on 
methods of payment, see Chapter 1, paragraph 10 of flandbook 13.) 

Under the direct reimbursement method of financing, AID 
reimburses the grantee for eligible expenses already paid by 
the grantee using its own funds. This method of payment is 
used for construction grants and for those grants where the 
major portion of the program is accomplished through private 
market financing or federal loans. The direct reimbursement 
method is also used when the grantee's financial management 
system does not meet the standards prescribed by OIB Circu
lar A- 110. 

(For further guidance on methods of payment, see Handbook
 
19, Chapter 3K; Handbook 13, Chapter IN10; and Handbook 1B,
 
Chapter 15. ) 

1. Operational Grant File 

The Projeut Officer is responsible for ensuring that a 
properly documented, permanent operational file for each grant 
is established, rnd that it contains all basic documents and re
ports relating to the grant. Included will be such documents 
as the grant proposal, the PID, the PP (or equivalent docu
ments), the PIO/T, and the grant agreement. Also included 
will be the periodic reports submitted by the grantee, AID eval
uation and audit reports, correspondence with the grantee, and 
copies of AID memoranda which the Grant Officer or the Pro
ject Officer has written or received about the grant. 

It should be noted that this is an operational file, with the 
official file being maintained by the Grant Officer. The Project 
Officer should see that copies of all pertinent documents are 
included in the official file. 

The maintenance and accessibility of a completely docu
mented and current operational grant file is important fer sev
eral reasons. Such a file () serves as an essential tool in 
effective grant management; (2) facilitates the transfer of re
sponsibility for grant oversight from the Project Officer to his 
successor in the event of the former's reassignment; and 
(3) records in AID's "memory" system the accomplishments 
under the grant, as well as the lessons learned for the general 
guidance of the Agency as a whole. 
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The Project Officer can assist the process of strengthening 
the Agency's "memory" by submitting a copy of any documents 
in the grant file which he believes reflect either significant 
development accomplishments or major problems of a potenti

* 	 ally recurring nature to the Dcvclopmient Information Utilization 
Services, Bureau for Science and TecNology, AID/W. 

Where a Project Officer is departing from post during the 
implementation of a grant, he should see to it that his replace
ment is thoroughly familiar with the operational grant file, and 
has a clear conception of the status of the grant, its progress, 
and its problems. Where a Project Officer departs from post 
prior to the arrival of the replacement, care should be taken 
that the operational grant file is complete, containing copies of 
all documents necessary to permit the replacement to assume 
effective monitoring of the grant upon arrival. 

J. 	 Briefings apd Presentations 

Because of his special role, the Project Officer may be 
required on occasion to brief AI[) or other officials about the 
progress or problems being encountered in the administration 
of specific grants. Such briefings or presentations may be con
ducted for the benefit of senior AID officials or for external 
groups suc-h as members of the Congress, GAO representa
tives, or recipient country officials. 

All such briefings should be conducted with the full coop
eration, and, if possible, the participation of the grantee. 

Depending on the complexity of the grant, the Project 
Officer may wish to arrange for the participation of other AID 
officers, such as the senior technical or development officers 
most concerned with the grant. 

K. Audits and Investigations 

The Project Officer cooperates with authorized representa
tives of the IDbSpcctwt General, the General Accounting Office, 
Congressional Cornmittes, and other U.S. Government agen
cies, assuring ready access to pertinent documents relating to 
the; examination of grants under the Project Officer's purview. 

Thu Project Officec also serves as the action officer in 
preparing material for the AID response to audit and investiga
tive reports relating to the technical or programmatic aspects 
of such grants. To thue>tent that the audits and in estigations 
pertain to suwh issues as overlead or grant financing, the 
Grant Officur plays a similar role. 
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The material prepareJ by the Project Officer and the Grant 
Officer is forwarded to the AID office responsible for coordinat
irg the total Agency response to the report in question. 

The important consideration in these circumstances is that 
there be prepared as comprehensive and responsive an Agency 
commentary as the facts warrant. 

If the auditors' findings appear justified, the Project 
Officer or Grant Officer arranges for appropriate corrective 
action. If the auditors' findings do not appear justified, the 
Project Officer or Grant Officer explains in the Agency com
mentary the respects in which such findings are not warranted 
or should be amended. 

L. Waivers and Deviations 

On occasion, as the grantee proceeds with its project,
waivers or deviations may be necessary from the standard pro
visions that are a part of each general or specific support 
grant, or of each cooperative agreement, or from policies or 
procedures set forth in Handbook 13. 

As the Project Officer perceives the need for waivers or 
deviations in grants or cooperative agreements, he forwards 
the request for approval of the exception to the Grant Officer 
together with a justification for the exception. Whether the re
quest originates in a field Mission or at AID/W, the Grant 
Officer submits the request by action memorandum to the 
Director, M/SIiR/cM. Handbook 13, Chapter 1E, provides the 
necessary guidance on this point. 

Where the need for a waiver (e. g., procurement source, 
salary levels, etc. ) becomes apparent during the review of the 
grantee's project proposal and prior to AID's entering into a 
grant, the Project Officer is responsible for obtaining the 
necessary approvals. (See Handbook 13, Chapter lU5.)
This approach will reduce the achinistrative burden and 
allow maximum flexibility for operational decisions during the 
period of performance under the grant. 

M. Evaluations 

AID policy requires that all projects, including those fi
nanced by grants or cooper'ative agreements, be evaluated 
periodically during their implementation in terms of their effi
ciency, effectiveness, and significance in contributing" to the 
accomplishment of project objectives. At the conclusion of 
each evaluation there is submitted a ''Project Evaluation Sum
mary" (PES) as described in Handbook 3, Chapter 5F, and 
Appendix 5N. 
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It is important that there be developed a preplanned evalu
ation strategy, which is normally included in the Project Paper 
or equivalent document. The e-raluation strategy should pro
vide for participation by the grantee, and, where appropriate,
by officials of the host government. The evaluations should be 
timed to coincide with the grantee's application for continued 
support.
 

Private and Voluntary Organizations (PVOs) normally
conduct their own evaluations during implementation, with the 
participation of the host country and/or the counterpart or co
operating organizatior within the host country. While the PVO 
is expected to follow AID guidelines, the above mentioned 
"Project Evaluation Summary" form is not a requirement.
However, the PVO is expected to provide a copy of each evalu
ation to the Project Officer. (See Handbook 3, Chapter 6, Ap
pendix 6A and Annex 2 to Attachment B uf that Appendix.) 

N. Closeout, Suspension, and Termination 

(See Handbook 13, Chapters 1Q, IR, and 4F.) 

When a grantee has completed its activities in accordance 
with the provisions of the grant agreement, the Project Officer 
so notifies the Grant Officer, who follows the closeout proce
dures set forth in Handbook 13. 

Suspension of a grant may be requested by the Project
Officer pending corrective action by the grantee, or pending a
decision to terminate the grant. The recommendation to termi
nate a grant agreement in whole or in part is also a responsi
bility of the Project Officer, and the decision is taken by the 
Grant Officer whenever it is determined that the grantee has
failed to comply with the conditions of the grant agreement, and
that other corrective action is not feasible. 

Termination by the Grant Officer of a grant agreement in 
whole or in part for convenience may occur when the Project
Officer and the grantee agree that continuation of the project
would not produce beneficial results commensurate with the 
further expenditure of funds. 

Summary Statement of Project and Grant Officer Functions 

A summary statement covering the respective roles of the 
Project and Grant Officers in the management of grants and 
cooperative agreements will be found in Appendix B 0 th/t&S 
Guidebook.
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ROLES OF PROJECT AND CONTRACT OFICERS IN

MANAGEMENT OF AID DIRECT CONTRACTS
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MANAGEMENT OF DIRECT AID CONTRACTS 

ROLES OF PROJECT AND CONTRACT OFFICERS
 

FUNCTION PROJECT OFFICER CONTRACT OFFICER 

A. Project Planning
 

1. Country Development Strategy Statement Participates. Not involved. 
(CDSS) and/or Sector 7nalysis 

2. Project Identification Document (PID) Participates. Not involved. 

3. Project Paper (PP) 
 Participates. 
 Should be consulted where
(including implementation, financial direct AID contract(s) areand evaluation plans) anticipated in implementa

tion phase.
 

4. Project Agreement Negotiation/Execution Participates. Not involved. 

B. Pre-contract Award 

1. Project Implementation Order (PIO/T) Prepares or has prepared. Provides advice where(including scope of work) direct AID contracting is 

proposed.
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FUNCTION PROJECT OFFICER CONTRACT OFFICER 

2. Small and/or Minority Business 
Prospective Participation 

Consults AID/W Office of Small 
and Disadvantaged Business 
Utilization for availability and 
capabilities of such firms. 

Not involved. 

3. Procurement by Formal Advertising Participates 
of bids. 

in technical evaluation Upon issuance of PIO/T, pro
ceeds with solicitation and 
bid opening. Participates in 
evaluation of bids. 

4. Competitive Negotiation (1) Consults Contractor's Index 
and includes list of potential 
contractors in PIO/T. 

(2) Assists in preparation of the 
"Request for Proposal" (RFP), and 
serves as Chairman of Proposal 
Evaluation Committee. 

Prepares and issues RFP and 
arranges for publication of 
RFP synopsis by U.S. Depart
ment of Commerce. Partici
pates in evaluation of pro
posals. 

5. Procurement of Architect 
(A&E) Services 

- Engineer Serves as member of the Evaluation 
Board which reviews and evaluates 
qualified firms and prepares a 
selection memorandum recommending 
three or more highly qualified firms. 

Serves as member 
tion Board. 

of Evalua
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FUNCTION PROJECT OFFICER CON- ACT OFFICER 

6. Educational Institutions 
(including International Research 
Centers) 

(1) where nature of work to be per-
formed requires use of an educational 
institution, makes determination to 
this effect. 

Prepares and issues requests 
for technical proposals 
(RFTP), and serves as member 
of Evaluation Committee. 

(2) Prepares selection of criteria for 
evaluation of potential contractors, 
and list of latter with statement of 
qualifications, and forwards with PIO/T. 

(3) Serves as 
Committee. 

Chairman of Evaluation 

7. Collaborative Assistance 

For projects where it has been determined 
(a) that a continuing collaborative 
relationship between AID, the recipient 
country, and the contractor is required 
from project design through completion; 

and (b) that the s.rvices of an educa
tional institution, an international 
research institution, or a cooperative 
development organization is required. 

(1) Establishes and serves as Chairman 
of an Evaluation Panel to determine 
that the project qualifies for collab-
orative assistance, to establish eval-
uation and selection criteria, and to 
prepare a list of prospective institu-
tions. 

(2) Assists the Contract Officer in 
preparation of requests for expressions 
of interest by prospective institutions. 

Serves as member of the 
Evaluation Panel. Obtains 
expressions of interest from 
prospective institutions, 
and forwards to the Evalua
tion Panel for selection 
recommendation. 

*" Revised 

(3) Prepares written selection recom
mendation. 
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FUNCTION PROJECT OFFICER CONTRACT OFFICER 

8. Negotiation without Solicitation of Prepares written justification describ- Determines validity ofCompetitive Proposals ing the circumstances which preclude justification. 
obtaining competitive solicitations. 

Procurement may be undertaken without
 
formal solicitation of competition under
 
the following circumstances: where it is
 
essential to obtain the services of a
 
specific individual; in the case of
 
unsolicited proposals; for mission pro
curement where the estimated cost of
 
poocZ05 m services is less than l70,000;
 
in the case of a contractor with "pre
dominant canability"; where goods or
 
services needed are obtainable only from
 
a single source: or in the case of
 
emergencies where unacceptable delays
 
or costs would othervise result.
 

C. Contract Negotiation and Award 
 Participates in negotiations. Negotiates and awards
 

contract. 

D. D-st-Contract Award Monitoring 

1. Relations with Host Country. If contract under a bilateral Participates as 
project agreement, assures 
 appropriate.
 
host country participation in 
appropriate phases of the (TM 3S:4)
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FUNCTION PROJECT OFFICER CONTRACT OFFICER 

2. Initial Meeting with Contractor (1) Becomes fully familiar with 
project objectives, scope of work, 
and terms of contract (including 
contractor's detailed work schedule 
and financial plan). 

As available, may par
ticipate in initial 
briefing of contractor 
representative. 

(2) Meets with contractor represen
tative, assures that contractor 
has clear understanding of scope of 
work and contract provisions, and 
explains Project Officer role and 
responsibilities for monitoring 
progress. 

3. Liaison with Contractor (1) Arranges to have contractor 
meet key AID and/or cooperating 
country officials substantially 
involved in project. 

Not involved. 

(2) Holds periodic meetings/ 
discussions with contractor to 
review progress, identify problems, 
and determine actions needed to 
facilitate contractor performance. 

Not involved. 

(TM 3S:4) 
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NC
 

4. 


5. 


6. 


7. 


FUNCTION 


Interpretation of Contract Provisions 

and Disputes 


Commodity Procurement 


Participant Training Services 


Contractor Logistical Support 


PROJECT OFFICER 


Where questions requiring contract 

interpretation or where disputes 

arise, refers issue(s) to the 

Contract Officer and/or repre-

sentative of the General 

Counsel. 


If contract involves commodity 

procurement, assures that con
tractor procures on schedule,
 
and verifies arrival and
 
utilization of commodities.
 

If contract involves participant 

training, assures that contractor
 
provides required training, and
 
assesses adequacy and effectiveness
 
of training provided.
 

Assures that AID (and cooperating 

country where involved) is providing,
 
or arranging to provide, support of
 
the contractor as stipulated in the
 
contract.
 

CONTRACT OFFICER
 

Provides required inter
pretation and resolves
 
disputes in collaboration
 
with appropriate representa
tive of the General Counsel's
 
Office where necessary.
 

Not involved.
 

Not involved.
 

Not involved.
 

(TM 3S:4)
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FUNCTION PROJECT OFFICER CONTRACT OFFICER 

8. Contractor Reports (1) Assures that contractor sub-
mits reports required by the terms of 
the contract. Reviews and evaluates 
each report as to its adequacy and 
responsiveness, and assures dis
tribution to AID offices concerned. 

Receives and notes copy 
of report. 

(2) Discusses inadequacies or 
problems with the contractor. 

9. Contract Status Reports As required, prepares periodic 
reports on the status of the 
contract. 

Notes and files in official 
contract file. 

10. Special Reports (1) Where circumstances warrant, 
prepares separate memorandum alert-
ing responsible AID office (e.g. 

GC, SER/CM, Program Office, etc.) 
of substantive problems or issues, 
and requests assistance or action to 
resolve such problems or issues. 

Takes action where problems 
or issues are within Contract 
Officer's responsibilities 

and authorities. 

(2) As needs develop, prepares 
status reports for Congressional 
Presentation, public information, 
etc. 

Not involved. 

(TM 3S:4)
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FUNCTION 	 PROJECT OFFICER CONTRACT OFFICER
 

11. Site Visits 	 As necessary, visits site of the Not involved.
 
con1+-actor's work to permit first

hand observation of work underway.
 

12. Contract Extension and/or Amendments 	 Advises Contract Officer when an Acts to extend or amend
 
extension or amendment of the con- the contract.
 
tract is required.
 

13. Administrative Approval of Contractor 	 Prior to disbursement, reviews con- Not involved.
 
Vouchers 	 tractor vouchers and based on the
 

documentation and personal knowledge
 

of the contract, administratively
 
approves such vouchers for payment.
 

14. 	 Enforcement and Remedies Where contractor defaults or is Participates in review
 
seriously delinquent, reviews of possible courses of
 
situation with Contract Officer action. Where facts
 
and Legal Advisor to determine warrant, takes action
 
appropriate course of action, to terminate contract.
 

15. 	 Correspondence Receives and answers (3r arranges Takes action on corres
for replies to) correspondence pondence relating to
 

relating to contract management. 	 contract interpretation
 
and disputes.
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FUNCTION 
 PROJECT OFFICER 
 CONTRACT OFFICER
 

16. Contract File 
 Maintains or arranges for main- Maintains official
 
tenance of operational contract contract file.
 
file.
 

17. Briefings/Presentations 
 As required, briefs AID officials, Not involved.
 
members of Congress, GAO represen
tatives, host country officials,
 
etc. on the status of the related
 
contract.
 

18. Audit/Investigative Reports 
 Serves as primary action officer in Participates where such
 
reviewing and responding to 1G, GAO, reports relate to role
 
Congressional Committee 
or other and responsibilities of
 
external reports relating to perform- the Contract Officer.
 
ance of the contractor.
 

19. Waivers 
 Prepares and submits justification Approves or disapproves
 
for waivers of AID regulations to waiver requests relating

AID office authorized to approve to contract provisions.
 
such exceptions.
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FUNCTION PROJECT OFFICER CONTPACT OFFICER 

20. Contractor Performance Evaluation 
Report (AID Form 1420-43) 

Completes and submits AID Form 
1420-43 at intervals required in 
instructions attached to form. 

Acknowledges receipt and 
review by signing the 
report and retains copy 
for official contract file 
(Note: the Office of Small 
and Disadvantaged Business 
Utilization maintains AID's 
central file of contactor 
reports for Agency-wide 
reference). 

21. Project Evaluation Summary 
(PES) (AID Form 1330-15) 

Participates in the prepara-
tion of the PES (to be signed 
by the AID/W senior officer re
sponsible for the project or by 
the Mission Director). PES 
is to be submitted at intervals 

required in the project Evaluation 
Plan. 

Not involved. 

22. Contract Close Out Reports Prepares and submits AiD Form 1420-
15A-Part I, relating to the com-
pletion of work by the contractor. 

Assures that all required 
close out reports have been 
submitted. 

(TM 3S:4) 
9-1-82 



APPENDIX B
 

SUMMARY FUNCTIONAL SCHEMATIC 

ROLES OF PROJECT AND GRANT OFFICERS IN
 
MANAGEMENT OF AID GRANTS AND COOPERATIVE
 

AGREEMENTS
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MANAGEMENT OF GRANTS AND COOPERATIVE AGREEMENTS
 

ROLES OF PROJECT AND GRANT OFFICERS
 

FUNCTION 
 PROJECT OFFICER 


A. 	 Project Planning
 

1. 	Country Development Strategy State-
 Participates. 

ment (CDSS) and/or Sector Analysis
 

2. 	 Identify Problem and Options for 
 Participates. 

Solutions
 

3. 	Determine Selection Methodology and Recommends. 

Suitability of Individual or Institution
 

4. 	Project Identification Document 
 Participates. 

(P!D), or Eauivalent Document
 

5. 	Project Paper (PP) or Equivalent Participates.

Document 
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GRANT OFFICER
 

Not 	Involved.
 

Not 	Involved.
 

Participates.
 

Not 	Involved.
 

Should be Consulted
 
Where Grant or Coopera
tive Agreement Contem
plated.
 

(TM 3S:4) 
9-1-82 



Appendix B, Page 2
 

FUNCTION PROJECT 	OFFICER 
 GRANT OFFICER
 

B. 	Pre-Grant Award
 

1. 	Project Implementation Order (PIO/T) Prepares or has prepared. Participates.
 

C. 	Grant Negotiations and Award Participates. Negotiates and awards grant.
 

D. 	Post-Grant Award Monitoring
 

1. 	Detail work Plan Participates as Not involved.
 
(For cooperative agreements only) appropriate.
 

2. 	Liaison witi t-rantee Maintains contact with grantee In direct contact with
 
on all technical or program- grantee on all financial
 
matic matters, management matters.
 

3. 	Interpretation of Grant Where questions requiring Provides required
 
Provisions and Disputes 	 grant interpretation or where interpretation and
 

disputes arise, refers resolves disputes, in
 
issue(s) to the Grant Officer collaboration with
 
and/or representative of the appropriate representative
 
General Counsel. of the General Counsel's
 

Office whe!re necessary.
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GRANT OFFICER 

4. Grantee Reports (1) Assures that the grantee 
submits reports required 
by the terms of the grant. 
Reviews and evaluates 
each report as to its ade-
quacy and responsiveness, 
and assures distribution to 
AID offices concerned. 

Periodic financial and 
audit reports required by 
the grant agreement are 
submitted directly to 
the Grant Officer, with 
copies to the Project 
Officer. 

(2) Discusses inadequacies or 
problems with grantee. 

5. Special Reports (1) Where circumstances warrant, 
prepares separate memoran-
dum alerting responsible AID 
office (e.g., GC, SER/CM, 
Program Office, etc.) of 
substantive problems or issues, 
and requests assistance or 
action to resolve such pro
blems or issues. 

Takes action where problems 
or issues are within Grant 
Officer's responsibilities 
and authorities. 

(2) As need-- develop, prepares 
status reports for Congression
al Presentation, public infor
mation, etc. 

(TM 3S:4) 
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FUNCTION 
 PROJECT OFFICER 	 GRANT OFFICER
 

6. 	Site Visits As necessary, visits site Not Involved.
 
of the grantee's work to
 
permit first-hand observa
tion of progress.
 

7. 	Grant Extension and/or Advises Grant Officer when 
 Acts to extend or amend
 
Amendments an extension to the grant 
 grant agreement.
 

agreement and/or additional
 
funding is required.
 

8. 	Administrative Approval Prior to disbursement, Not Involved.
 
of Vouchers reviews grantee's vouchers,
 

and based on the documenta
tion and personal knowledge
 
of the grant, administratively
 
approves such vouchers for
 
payment.
 

9. 	Grant File Maintains or arranges for Maintains official
 
maintenance of operational grant file
grant file.
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GRANT OFFICER 

10. Briefings/Presentations As required, briefs AID 
officials, members of 
Congress, GAO representa
tives, host country officials, 
etc. on the status of the rela
ted grant. 

Not Involved. 

11. Audits and Investigative Reports Serves as primary action 
officer in reviewing and 
responding to IG, GAO, 
Congressional Ccmmittees or 

othez external reports 
relating to performance 
of the grantee. 

Participates where such 
reports relate to role and 
responsibilities of the 
Grant Officer. 

12. Waivers Acts to obtain waivers and 
deviations considered appro-
priate where need for waivers 
or deviations becomes known 
during the review of grantee's 
proposal. Subsequent request 
for waivers or deviations are 
referred to Grant Officer for 
action. 

Acts to obtain waivers 
and deviations at request 
of the Project Officer. 
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FUNCTION PROJECT OFFICER GRANT OFFICER 

13. Project Evaluation Summary (PES) 
(AID Form 1330-15) 

Participates in prepara-
tion of the PES, to be 
submitted at intervals 
required in the project 
Evaluation Plan. Private and 
Voluntary Organizations (PVOs) 
prepare own evaluations and 
submit them to Project Officer. 

Not Involved. 

14. Closeout, Suspension and 
Termination 

Notifies Grant Off5.zer when 
grantee has achieved its 
objectives, or when grant is 
to be suspended or terminated, 

Works with Project 
Officer to closeout, 
suspend or terminate 
grant. 
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GUIDANCE ON PIO/7is AND SCOPES OF WORK
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GUIDANCE PERTAINING TO NATURE AND CONTENT OF SCOPES
 
OF WORK FOR AID PIO/Ts ANDRESULTANT CONTRACTS
 

introduction
 

The most essential part of any contract is the statement of
 
work or services to be performed. 't is the statement of
 
work which constitutes the essence of 
the agreement between
 
the parties on what is to be done and fundamentally binds
 
the contractor ond the government in their respective obli
gations. While standard provisions or "boiler plate" clauses 
further JeCine rights and responsibilities and elaborate on 
what happens in particular circumstances, it is the statement 
of work which spells out project objectives and the steps
which will be taken to achieve them. It is recognized that 
any contract must be read in its. entirety, but the statement 
of work stands out as being of prime importance and must be 
thoughtFully and carefully prepared by project 
technical
 
personnel and scrutinized by contracting personnel
 

Joint Responsibility of Agency Personnel
 

It is the joint responsibility of project technical officers,
 
,rogram and backstop officers, and contracting personnel to
 
develop a "contractable" statement of work which will 
ensure
 
that AID's requirements are fulfilled. All parties should
 
be working toward the objective of defining the required

work or services in a manner 
that is mutually understood and
 
that can be understood by contractor:s and third parties who
 
may subsequently evaluate results 
or be asked to intervene
 
in the event of a dispute. The statement should leave no
 
question as to the intent of the parties. There is a tcl
 
forv to try to save time in defining the statement of work
 
for the PIO/T, with the idea that everything can be straight
ened out during negotiations or once there is a contract.
 
However, time spent drafting a good PIO/T scope of work is
 
more than compensated for a time saved in the later stages
 
of contract negotiation and contract administration. This
 
is r.articularly true in the case of statements of work 
in
cl ed in PIO/Ts submitted to AID/W by field activities, in
 
these instances, the channels of cDmmunications are long and
 
drawn out and questions regarding inadequate statements of
 
work are difficult and time-consuming to resolve. Not only
 
is administrative time lost while attempting to clarify what
 
is intended, but in many cases program implementation is de
layed as a consequence. Therefore, the drafter',; objective
 
should be to write PIO/T scopes of work that are sufficiently

explicit and comprehensive to be included in the contract
 
without revision.
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Style
 

In developing statments of work, the drafter's language
 
should be clear and concise so that it can be understood
 
by all parties. Words which have multiple meanings, are
 
too generic, or are so parochial that only a very limited
 
audience will understand them, should be avoided. Direct,
 
mandatory language (e.g., shall, must, ihas to) shoula be
 
used in preference to indirect, non-mandatory language (e.g.,
 
should, ought, is expected to). The drafters should put
 
themselves in the position of contractors and read the state
ments of work in the context of "what does it say I have to
 
do." If what is stated in mandatory language is less than
 
what the project dictates, then the statement must be re
drafted until the two conform. It is only what we require
 
contractors to do that we can legitimately expect to receive.
 
We should not rely on professional ethics to get the Agency
 
more than it specifically asks for.
 

Format
 

The goal of the drafter should be to arrange the statement
 
in a logical and readable manner that accentuates the most
 
important elements and conveys to the contractor exactly
 
what must be done to reach the objectives of the project.
 
There are several accepted techniques for logically arrang
ing a statement of work. The one most prevalent in AID is
 
to first state the contract objective and then enumerate the
 
specific work or services the contractor must perform to
 
achieve that objective. It is suggested that this practice
 
be followed except in unusual circumstances. In describing
 
the specific work or services to be performed by the con
tractor the text should be arranged methodically (e.g.,
 
chronologically, by priority, or by function). The simplest,
 
and generally most readable, method for lengthy work state
ments is to arrange tasks chronologically. Having first
 
stated the objective, this leads the reader in logical se
quence through the steps which will be taken to reach that
 
objective. Another method is to state the tasks in order of
 
importance - this method is particularly suited for "level
 
of effort" type contracts which will be discussed later.
 
Still a third method is to list the major tasks by funb
tional area, treating the ancillary tasks under each func
tion heading - this is particularly suited for large con
tracts covering a multitude of diverse tasks which the
 
contractor is ultimatley responsible for coordinating and
 
synthesizing. Whichever method is used, the goal. of the
 
drafter should be to arrange the statement in a logical
 
and readable manner that accentuates the most important
 
elements and conveys to the contractor exactly what must
 
be done to reach the objectives of the project.
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Level of Effort vs. Completion Type Contracts
 

It was earlier stated that listing tasks in order of impor
tance is particularly suited for level of effort type con
tracts. A d.tinction has to be made between level of
 
effort type cost contracts and completion type cost contracts.
 

In a completion type contract the contractor is responsible

for accomplishing a clearly defined task or an output. 
 (In
 
some instances this may be a final report of research or
 
investigatory results.) For accomplishing the task the
 
contractor is reimbursed for costs incurred and sometimes
 
receives a fixed fee, if appropriate. (Fees are generally
 
not applicable in dealing with non-profit organizations.)

The contractor makes every effort to accomplish the task
 
within the estimated cost initially negotiated. Howexver, if
 
the contract cannot be completed within the estimated cost,
 
AID can elect to increase the estimated cost, extend the
 
contract, and require additional work to obtain the original

results with no increase in fee, or let the contract expire.
 

In a level of effort type contract, the statement of work
 
is stated in general terms, usually in terms of the objec
tive or target to be accomplished, and the contractor agrees

to provide specified inputs, usually in work months of iden
tified effort, for a stated period of time in pursuit of
 
that objective or target. If the contractor expends the
 
level of effort called for in that period of time in a satis
factory manner, then he is reimbursed costs and receives the
 
fixed fee, if any, negotiated in advance. (It is not neces
sary for the contractor to ever attain the objective or
 
target.) Any subsequent requests by AID for additional
 
effort require the negotiation of new cost and fee arrange
ments.
 

The completion type contract is preferable when the work
 
itself or specific output segments can be defined with suf
ficient precision to permit the development of estimates
 
within which prospective contractors can reasonably be ex
pected to complete the work. However, in research and devel
opment and other projects where the end product itself cannot
 
be defined with precision but the objective can, a level of
 
effort type contract may be preferable in that it provides
 
more 
flexibility for conduct of the contractor's effort.
 
Whichever type contract is ultimately decided on, the work
 
statement should be specific and detailed as 
to what we want
 
the contractor to do, and when we want it done.
 

In some cases this may require that the work be divided into
 
discreet phases of accomplishment, each of which must be com
pleted and approved before the contractor may proceed to the
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next. For example, a single contract could be divided into
 
stages of situation assessment, tests, evaluation, and per
formance. The advantage of this approach is 
that it estab
lishes specified points that permit periodic evaluation of
 
the contractor's progress and permits correction of false
 
starts. Unfortunately it is not practical in every situa
tion, as when a multitude of tasks must be performed simul
taneously and the results are interdependent.
 

Drafting the PIO/T
 

AID's instrument for conveying the scope of work is presently

the PIO/T. It is the document which tells the contracting

office what is to be included in the request for proposals

and the contract. Attachment A is a copy of the PIO/T work
sheet (AID Form 1350-lX) and instruction sheets on how to
 
prepare a PIO/T (AID 1350-IA). Rather than restate the in
structions for preparing PIO/Ts, a few points will be high
lighted. First, although the space provided in Block 19-A
 
for stating objectives is minimal, the drafter should not be
 
constrained and the use of attachments or continuation sheets
 
is encouraged and expected. 
 This section may require a full
 
page to adequately state the objective of the contract.
 
Second, a frequent omission in PIO/Ts which sometimes has
 
disastrous effects is 
failure to state language requirements

in Block 19-C(3). Third, while not directly related to the
 
technical services required, it is very important that the
 
logistic support to be provided is enumerated on page 3 of
 
the PIO/T. This is necessary for contractors to realistic
ally price proposals, and it eliminates subsequent contract
 
changes and morale problems when conditions encountered do
 
not coincide with what was expected. Fourth, the technicians
 
required, their proficiency, and the estimated duration of
 
their services should be specified whenever possible. This
 
will give contractors an idea of the project's magnitude

and enable them to determine whether they can furnish per
sonnel with the qualifications required. Lastly, the reports

to be submitted should be specified including the format,
 
style, addressees, and number of copies. It is important

that report due dates be keyed to specific progress indi
cators in the contract, thereby furthering their value as a
 
management tool for monitoring contractor performance. In
 
providing the above types of information, PIO/T drafters
 
should be as detailed and explicit as possible and not in
hibited by the space provided on the PIO/T form. It is
 
better to provide too much information than not enough,

and continuation sheets and addenda should be used as 
ap
propriate.
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The Statement of Work
 

In developing the statement of work the drafter should first
 
decide what is wanted from the contractor - is it an end
 
product or service capable of accomplishment or is it a
 
specified amount of effort directed toward accomplishment
 
of a goal? Having distinguished between the two, the drafter
 
is in a better position to then define the specific work or
 
services which the contractor will be required to provide.
 

lf the Jraftcr decides that what is wanted is 
an end product
 
or service capable of accomplishment, then that end product

should be defined in detail. 
 In most cases this can be done
 
by first stating in general terms what the end product is 
and
 
then with more specificity describing it 
from the standpoint

of what it is supposed to accomplish, how it is supposed to
 
function, '.ihat characteristics it must have, i.e., 
all of
 
the attributes it 
must possess to distinguish it from a sim
ilar, let different, end item or service. As with any end
 
product or service, the person describing the service should
 
indicate when it is required, 1iow it will interface with
 
other services, and the purpose for which it will be ulti
mately' used.
 

If the drafter decides that what is 
needed is essentially

research or other effort directed toward an ultimate goal

(e.g., project identification, advice and assistance to 
a
 
host country institution), then the services should be de
fined in terms of the contractor inputs desired toward accom
plishment of that goal. l'or example, the goal may be 
to
 
develop a 
type of corn which will produce high yield in an
 
arid climate with a 
short growing season. Obviously this
 
goal has 
to be further defined to indicate where the corn
 
is going to be grown, what trade-offs are acceptable - i.e.,
 
must 
it have a certain nutritional content, be able 
to with
stand certain diseases, 
)e capable of limited storage, etc.?
 
However, what is of equal importance in this type of state
ment or work is to specify what inputs the contractor is re
quired to use toward accomplishment of the goal. Should the
 
contractor limit research to known hybrids; 
should he employ
 
six researchers or 
ten; should the researchers be Ph.D.s 
if so, should they have a particular research background;
 
should six varieties of corn be tested or 
should new strains
 
be developed; should yields be planted 
at random or should
 
different planting techniques and sites be utilized? The
 
more able we are at defining the constraints and contractor
 
inputs, the better able we 
are to direct the research to
ward the specific goal we have in mind. If, as 
sometimes
 
happens, we 
don't want to direct the avenues of research
 
but want to give the contractor latitude toward accomplish
ment of the goal, 
then it is essential that definition of
 
the goal be given added emphasis so that the contractor
 
knows exactly where he should be headed.
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In drafting either of the types of contract statements of
 
work described above, the drafter should provide the con
tractor adequate background information regarding why the
 
services are needed and describing what, if anything, has
 
been tried before. In addition, the drafter must indicate
 
how the contractor should coordinate with the Agency and
 
what the respective roles and obligations are of the two
 
contractual parties. Who will provide commodities, logistic
 
support, travel approvals; what financial and progress re
ports are needed; what is the extent of subcontracting per
mitted; will the contractor work under the technical direc
tion of the project manager? All of these questions should
 
be answered so that there is no misunderstandin
 

Summary
 

The statement or scope of work is one of the most important.
 
elements of the contract and requires the particular atten
tion of everyone involved in the contracting process to
 
eliminate delays and misunderstanding before and after con
tract award. PIO/Ts shc Id be drafted bearing in mind the
 
above criteria and the instructions provided with the PIO/T
 
form. As a last check for substance and clarity, PIO/T
 
drafters should place themselves in the position of con
tractors and other third parties and reread the statement
 
of work to see if it conveys the requirements and expected
 
results to an uninformed reader. A renewed emphasis in pre
paring better statements of work by all involved will ulti
mately result in better project accomplishment for the Agency.
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FORM AID 1350-1. 9INSTRUCTIONS ON COMPLETING 


PROJECT IMPLE.-NIATION ORDER,'TECENICAL SERVICES (P10/ )
 

NOTE: Discretion must be exercised in the handling of completed PIO/T's.
 
Estimated financing data ;'ni.:ding detaile budget) shall not under any
 

b2 given t: csec tivo contractors and grantees.
 

Instructions for completinS,; the P1O/T form AID 1350-1, and using the 
Continuato: Sheet, for:m AID 1300-1, are as follows: 

A. iage Number I (face sheet) - Blocks 1 through 17: 

Block I - Cooperating Countrv. Insert the name of the country, region
 
or interregional program benefiting from the assistance.
 

Block 2 - "IO /T Nunber. insert the complete PIO/T number (reference
 
Handbook 16).
 

Block 3 - Origi mal or Amendment Numbe-r. Check the box if this is an
 
original PI/OT or, if an amendment to a previously issued PIO/T, insert the
 
number af the aendmon t. Amendmants are nimbeioed consecutLively a cai:nst 'acha
 
originu! PTO/T.
 

Block 4 -Project/Activitv Number and Title. Insert the complete number 
and ttle of thie project as entered on the face sheet of the Project Agree
ment or other obligating document; add subtitle, if any. For a technical 
support activity, insert the number and title that was used in the Activity 
Description and authorizing documentation (refere.ce Handbook 18). For 
projects financed by loan funds, insert the Loan >;,,nber and Disbursement
 
Authorization Number in this block.
 

* :>ilock 5 - Avrc'ariation Symbol. Cite the current Appropriation Symbol 
used for the related Project Agreement, Activity Description or Allotment 
Advice issued for interregioaal programs for the AID funds which are to be 
charged for the amounts shown in Block 12A(4). If the PIO/T is to be financed 
from more than one appropriation and allotment, insert the word ''u* c" 
in this block and indicate in Block 14A whether: (i) one specified 
will be charged for all ccsts until the funds are exhausted and then another 
specified allotment will be charged, or (ii) each bill will be charf:, to 
each of the allotments on a specified percentage or other basis, or (iii) all 
commodities :ill be charged to one specified allotment and all other costs to 
a different specified allotment, etc. In cases of multiple funding, a complete 
listing of the number cf each appropriation/allotment, indicating the amount 
applicable to each, shall be included in Block 14A. 

Block 6 - Allotment Symbol and Charge. Insert the allotment symbol used 
on the related Project Agreement or Activity Description or other obligating 
document. ,When more than one allotment is utilized, insert the word "multiple", 
and follow the procedure outlined in Block 5 above. 

Block 7 - Obligation Status. Mark "Administrative Reservation" if the 
services are not funded by a Project Agreement or other obligating document 
indicating that funds will require revalidation before implementing document is 
full'y executed. Mark the box indicating "Implementing Document" if the services 
are funded by a Project Agreement or other obli ating document. 

AID 1350-lA (1-78) 
 Page 1 of 8
 

* NOTE: The tOwls "aMlotivmt" and "aMotment sboe." have been , eptaced by 
the 4Won "budget allowance" and "budgoit plan code," rwspec.tivety. 

http:refere.ce


Block 8 - Project Assistance Completion Date. 
 Insert the project assis
tance completion date (see Handbook 3, Chapter 10)
 

Block 9 - Authorized Agent. Insert in 
this block the name of the Authorized
A~ent, such as 
(1) AID/W, (2) AID/W through 
 (a named
 
U.S. Government agency), or (3) Mission.
 

Block 10 
- PIO/T Conformance with PRO/AG. If applicable, insert number
 
and date of project agreement; if not applicable, insert "N/A".
 

Block 11A 
- Type of Ar:tion and Governing Handbook. Mark "AID Contract"

when AID is to negotiate and 
execute a contract or amendment to a contract,

mark "P_: k/RSSA" when a Participating Agency Service Agreement or 
a Resources

Support Service Agreement is planned or extended, mark "AID Grant" when AID is 
to
 
execute a grant; and mark "Other" for special situations not separately

identified in this block and provide 
an explanation in Block 14A.
 

Block lIB - ContracL/Grant/PASA/RSSA Reference Number. 
If Block 3 indicates
that PIO/T is an amendment, then insert 
the appropriate contract/grant/PASA/RSSA
 
number which implemented the original PIO/T.
 

Block 12A - Estimated Financing. Blocks 12A and 12B must show the maximum
amount of AID funds which may be committed pursuant 
to the PIO/T (or amended

PIO/T) and which are 
required to finLance the services, as well as the related
 
equipment and supplies 
to be procured during the funding period specified

in Block 14A. The requirements for filling in Lines 12A and 12B are 
identical
 
except Line 12A shows the AID commitments of U.S. Dollar funds and Line 12B shows
 
the commitment of U.S. owned local currency funds available for program uses

under this PIO/T. If this is an original PIO/T, the dollar and local currency

amounts on Lines 12A and 12B 
are entered both in Column 
(2), Increase and

Column (4), Total to Date. 
When amounts appear in Block 12A(2) and 12B(2), 
a

detailed explanation of the individual components shall be provided in a

"Detailed Budget in Support of Increased Funding"; Block 21A will be marked;

and the estimate, following the format provided herein, will be attached to 
the
 
PIO/T.
 

Block 13 
- Mission References. Insert appropi~iate references, including

identifying numbers to authorizing messages.
 

Block 14A - Instructions to Authorized Agents. Explain "other" when marked
in Block 11A. 
 Indicate the expected period of time for which implementing docu
ment (contract, grant, PASA/RSSA, etc.) 
is intended to cover, including when

services are to 
start and finish (Target date and/or "no later than" dates 
o

identified). 
 State any other special requirements which may bear on the pro
curement to be effected under the PIO/T. 
 Include, when pertinent, an explanation

of timing (i.e. when will services be required 
to mesh with other projects, etc.)

exigencies, priorities, or exceptional factors of relevance. 
Insert also, when

appropriate, details on multiple appropriations or allotments.
 

If the PIO/T provides additional funds for continuing services, with no 
change

in the scope of work, then indicate and identify the services by prior-year

PIO/T Number, by contract or PASA number or by other appropriate reference.
When the PIO/T is for a PASA covering a simple detail or for extension of contract,

grant or PASA which is describabla in a few sentences, use 
this block to summarize
 

AID 1350-IA (1-78) 
 Page 2 of 8
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the purpose of the PIO/T. In such cases, only page 1 of the PIO/T need be
 
completed.
 

For all competitive procurements, list suggested sources (i.e., commercial firms,
 
nonprofit or educational institutions), include the Evaluation Criteria to
 
be used in evaluating proposals and mark Block 21B). For noncompetitive
 
procurements, note here and attach Justification for Noncompetitive Procurement
 
and mark Block 21C.
 

Block 14B --Address of Voucher Paying Office. Insert the paying office
 
which will be responsible for paying vouchers submitted against this PIO/T.
 

Block 15 - Clearances. The initiating officer (e.g., Project Officer)
 
normally signs and dates in Block 15A. 
The project management officer in the
 
mission, bureau, or office signs Block 15B. If appropriate, Block 15C is signed
 
by the individual responsible for coordinating the logistic support. The mission
 
Controller or AID/W funds control officer signs in Block 15D. 
 Other appropriate
 
clearances may be shown in Block 15E (i.e., 
the mission, desk, contracting
 
officer).
 

Block 16 - Signature Block for the Cooperating Country. On each mission
 
or AID/W issued PIO/T under which the cooperating country supplies monetary,
 
logistic, or in-kind support which is not specified in a Project Agreement in
 
the permanent records of the Mission, obtain the signature of the authorized
 
representative of the cooperating country or borrower/grantee. The counter
signed copy must be retained in the permanent records of the mission.
 

Block 17 - For the Agency for International Development. For a mission
 
issued PIO/T, obtain the signaturE of the Mission Director, or his designee, as
 
authorized by a written delegation of authority. For an AID/W issued PIO/T,
 
insert the signature of the Assistant Administrator, or his designee, pursuant
 
to a written delegation of authority. The signature of the Mission Director
 
or Assistant A6ministrator, or their designee, indicates that all necessary
 
clearances have been obtained and the PIO/T has been approved and issued on
 
the date indicated.
 

Page Number 2 - Blocks 18 through 21:
 

Block 18 - Scope of Technical Services. Insert the number of the attachment
 
which provides the clear, adequately detailed, concise description of the required
 
technical services (see format for Scope of Technical Services provided herein)
 

Block 19A - Language Requirements. (1) Indicate the language(s) and the
 
proficiency levels (speaking and reading -- "S" and "R") required of the
 
technicians in order to perform effectively using the policy and definitions
 
set forth in AID Handbook 28. For eximple, if French is the language required
 
at the "2" speaking and reiding levels, "French S-2, 
R-2" shall be indicated
 
on the PIO/T. If language proficiency is not essential, enter "none required".
 
(2) When a language requirement is shown on a PIO/T, the technician's proficiency
 
will be tested through the Office of Personnel. Management, Training and Develop
ment Division (N/PM/TD) AID/W, to determine whether or not he/she meets that * 
requirement. If the language requ [rement is not met, language training may be 
authorized by the ContracLing Officer, with 0he concurrence of the appropriate 
Bureau(s) and scheduled by M/PM/TD. Funds should be provided for language 
training, if required. 
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Block 19B - Access to Classified Information. Indicate which contracr-r, RSSA
 
or PASA employees, if any, will require access to restricted premises or
 
classified material. If such access is necessary, state the level of security
 
clearance that will be required.
 

Block 19C - Duty Post and Duration of Technician's Services. Identify sites 
where the services are to be performed (i.e., the duty posts and period of time 
the technicicr's services will be required) Wlen soma services are to be per
formed at locations other than the principal site, identify such locations 
and any unusual factors (such as climatic conditions, limited accessibility,
 
etc.), the number of months of technician's services required at each site,
 
the needs for field travel, and other relevant factors (especially when
 
these might have a significant bearing on costs, the physical requirements
 
of technicians or their willingness to accept the assignment).
 

Block 19D - Dependents. Insert a checkmark in one of the two boxes to in-
dicate whether dependents will be permitted to accompany the employees of 
the contractor or participating agency. This determination often will effect 
the ability of the contractor or agency to recruit necessary personnel. 

Block 19E - Waivers. Mark block if waivers have been approved to allow 
services or commodities to be procured from other than U.S. sources, list 
each in space provided and also mark Block 21E. 

Block 19F - Cooperating Country Acceptance. Mark box which applies to
 
services required by PIO/T.
 

Block 19C - Other. If marked, specify additional or alternative special
 
provisions which apply.
 

Block 20 - Background Information. Insert a listing and description of
 
sources, if any, of pe. tinent background information which might be useful
 
to the Authorized Agent or of assistance to a prospective contractor in pre
paring proposals or bids or, if selected, in actually performing the technical
 
services covered by the PIO/T. Listed sources may include articles, surveys,
 
technical reports, telegrams, airgrams, memoranda from AID files, or, when it
 
is known that Post Reports are obsolete or not available, sources of information
 
of the type that normally would be in such reports. Cccasionally, the Mission
 
may find it advisable to summarize local conditions and facilities in an
 
attachment to the PIO/T.
 

Block 21 - Attachments Accompanying PIO/T. Mark all boxes which apply to
 
the PIO/T. If Block 21E is marked and more than one waiver is listed in
 
Block 19E, identify each waiver as a separate attachment and insert total number
 
of waivers attached in the blank ptovided.
 

C. Page Number 3 - Blocks 22 and 23:
 

Block 22 - Relationship of Contractor or Participating Agency to Cooperating
 
-- Country and to AID. In the following blocks, list those relationships which
 

will provide the technician with a clear picture of expected relationships
 
and contacts.
 

Block 22A - Relationships and Responsibilities: (1) Insert the name of the
 
cooperating-country agency and/or institution for which the proposed technical
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services are to be provided. Describe, generally, the organizational structure
 
(attach an .rranization chart, if available). Indicate the particular areas
 
within the avency and/or institution which will be the direct points of 
contact
 
Or the technicians. State insofar as practicable, the lines of authority
 

ano supervi-;cry', responsibility as 
they may affect the supplier. Identify also,
 
as aprarl:n, other national 
or local agencies and institutions which will
 
benefit diroctly or indirectly from the services to 
be provided; (2) Indicate
 
the administrative and operational responsibilities of the contractor or par
ticipatin agency and his employees in relation 
to the mission. (Identify
 
and explain joint or divided responsibilities).
 

Blcck 22B - Cooperating-Countrv Liaison Official. 
 Insert the title and
 
address of the cooperating-country official responsible for maintaining liaison
 
with the contractor or participating agency.
 

Block 22C - AID Liaison Officials. Insert the 
title and location of the
 
designated AID/W 
 and mission liaison officials.
 

2 3 
Block - Log stic Support. AID policy concerning the provision of
 
logistic support by the contractor, the cooperating country, and the mission
 
under a contract is set forth in Handbook 14.
 

Block 23A - Specific Items. Indicate any logistic support that either the

rission or the cooperating country will furnish 
a cortractor or a participating
 
agency, or that a contractor is expccted to provide or arrange 
for himself, by

marking the corresponding space. The information provided here must be reliable
 
as w.el1 as 
explicit for each category, since price estimates and commitments
 
(both by AID to the contractor/grantee/participating agency and by the supplier

to his employees) will be based upon it. 
The PIO/T and the Project Agreement
must agree as to specific ite.s of logistic support to be provided by the mission 
and the cooperating country.
 

Logistic support anticipated from the cooperating country is to be confirmed
 
before submission of 
the PIO/T and fully specified within it. Coopernting

countries are 
to be aware of, and have accepted, their obligations as stated in
 
this block, and are to be in a position 
to fulfill them. Promised facilities,

when possible, are to be approvel by the mission 
to assure that they are suitable
 
to the anticipated needs of the supplicr and 
are in acceptable condition.
 

Block 23B - Additional Facilities Available From Other Sources. 
Check
 
appropriate bo:-: if these facilities are definitely available for the supplier's

(contractor, grantee/PASA/RSSA) employees. Include 
a listing of any other
 
facilities which are definitely available for 
use of the supplier's employees.

In addition, list those 
facilities whosu availabil.ity for AID contractor/grantee/

PASA/RSSA employee use 
is not vet determined, and state whether the Mission intends
 
to exercise its best efforts 
to obtain such privilege for AID-direct-contract
 
personnel use.
 

D. Preparation of Attachments Listed in BlocK 21:
 

1. Detailed Budget in Support of Increased Funding. The detailed estimated
 
budget should be prepared on plain white paper generally following the format
 
provided in these instructions. In order to obtain reasonable and equitable

funding amounts for inclusion in 
a contract, grant, PASA or other implementing

document, it is essential that 
a clear understanding of the rationale behind
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all estimates be presented in the budget attached to the P!O/T. The
 
authorized agent must be able to distinguish between verifiable data submitted
 
and judgemental factors which have been included in the estimates submitted.
 
The budget attachment should be prepared substantially as follows:
 

Identification. The top right-hand corner should contain the Attach
ment Number applicable to the PIO/T being prepared and immediately thereunder
 
the PIO/T Number so that if the documents become separated they can be readily
 
identified.
 

Period of Performance. Immediately following the title "BUDGET",
 
state the period 1-or which the funds provided by he PIO/I are expected to
 
begin and end.
 

Salaries. List each individual technician required to perform
 
technical services indicating desired profession and acceptable level or
 
standards within the profession or non-professional classification. For
 
each individual, list; (i) work-months required (one work-month equals 21.7 days)
 
and/or percentage of time expected to be devoted to work during the period
 
stated above and (ii) anticipated salary.
 

Fringe Benefits. Indicate the percentage used to compute estimate
 
and provide estimated total.
 

Consultant(s). List each consultant required for the project indicating

(i) the specialty field, (ii) the work-months required and (iii) the anticipated
 
rate per workday. If applicable, add a note here that "fees include travel
 
and transportation costs".
 

Travel and Transportation. Indicate how many round or one-way trips
 
are expected and identify destination. Indicate estimated travel costs for
 
dependents, if appropriate. Also, include expected transportation for household
 
effects and baggage and vehicles. Add an allowance for estimated storage
 
ii long term assignments are anticipated. If orientation or language training
 
i appropriate, ilnclude funding for correspondent travel.
 

Allcwances. Identify appropriate allowances and expldin basis for
 
est iaI-'. '.Ilowances include such items as per diem, post differencial, ed
ucati :.,qurters, separate maintenance, language training, orientation, etc.
 

3H.iipmr-nt, Vehicles, Materials and Supplins. List type of known
 
equipment, vehi::le. and other materials/supplies required to be purchased
 
for project use with funds provided in PIO/T plus the estimated cost of each.
 

Participants Training. List fields in which participants will be trained,
 
length of trainirg period, and where training is planned. Explain basis of
 
estimates (e.g.. travel included/excluded, subsistance allowance, tuition per
 
participant, etc.".
 

Subcontract~s). Identify type of work to be subcontracted indicating
 
percentage of the tcal scope of work and anticipated amount of each subcontract.
 

Other Direct Cos9ts. List all other direct costs, such as medical 
examinations, communicatr n, etc. 
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Overhead. Indicate the 
rate used to compute the overhead estimate and
 
provide basis for computation.
 

Fixed Fee or Profit. Explain the process by which the fixed fee 
or
 
profit was estimated and state the dollar estimate in column provided.
 

Grand Total. 
 Add column totals or category totals, whichever is suitable.
 

2. 
Evaluation Criteria for Competitive Procurement. For a competitive
 
procurement provide the criteria which can be used to evaluate proposais

which will be submitted in response to 
a Request for Proposals (RFP). The
 
various factors of the criteria should be listed in order of importance and/or

numerical weights (based on a total scale of 100) should be assigned 
to each
 
element. Criteria may include such things as (i) General Quality and Res
ponsiveness of Proposal (e.g. completeness/thoroughness, responsiveness to
 
all terms and conditions; etc.); (ii) Organization, Personnel and Facilities
 
(e.g. evidence of good organization/management practice, qualifications/
 
availability of personnel, experience in similar or related fields, record
 
of past performance, etc.); 
(iii) Technical approach (e.g. understanding of
 
project, proposed work plan, staffing pattern, scheduling/ability to meet
 
schedules, etc.) and (iv) cost factors 
(e.g. necessity of various cost elements
 
reasonableness of amounts 
estimated for necessary costs, etc.). Evaluation
 
Criteria shall be prepared on 
plain white bond with attachment number and PIO/T

number identified in the upper right-hand corner.
 

3. Justification for Noncompetitive Procurement. 
 Attach the approved Justi
fication for NoncompetitLve Procurement which was 
prepared in conformance
 
with the instructions contained in AIDPR 7-3.101--50 
(Handbook 14). Identify

the attachment number in the upper right-hand corner and indicate PIO/T
 
number directly thereunder.
 

4. Statement of Work. The Statement of Work shall be prepared on plain whit.
 
bond and identified in the upper right-hand corner in the general format
 
attached. The Statement should be so written in the active rather than the
 
passive voice and in a contractible manner so that the Statement of Work can
 
be incorporated into the contract/grant/PASA or other implementing document.
 

The Statement of Work is probably the most 
important single document written.
 
The attachment needed here is a document which clearly spells our AID's
 
requirement. 
 It should be written with enough specificity that there will be
 
no doubt of what is desired. It must provide for clear target dates which
 
must be met, goals, and objectives for a particular project. Vague descrip
tions should always be avoided.
 

Enumerate all obligations of the Government (e.g., Government furnished equip
ment, services, etc.). If progress is dependent upon AID approval before
 
proceeding from one stage to another, this must be stated. 
 Intentions cannot
 
be read into work statements, therefore, close all loopholes. 
 To be legal and
 
binding, an agreement must be complete. 
Not only for reasons of legality, but
 
for every practical application, it is necessary that details be complete.
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Some unkncwm auartities will always cxist. The easy out is to use ",,hen 
required" or "as necessary", "maximum possible use of existing", "where 
teaqible", and similar meaningless words. This practice speeds up the writing, 
but catches up vith you, first when you try to estimate the job and asain 
during performance of the contract. 
Very often you can get an immediate deci
sion, if ycu try, on number (such as number of specimens to be tested) or date
 
due, instead of writing, "as required". When immediate decisions cannot be
 
made, it is usualLy possible to include a procedure by which the decision will
 
be made. This does not have to be complicated. It can be merely a statenent
 
such as "as approved by the contracting officer" or "at the contractor's dis
cretLionl
 

Specify progress, final, or other reports required of the contractor, grantee,
 
or participating agency indicating (1) frequency (e.g., quarterly, monthly, ad hoc,
 
and/or final), (2) content and format, (3) language translation requirements,
 
if other than English, (4) number of copies and (5) desired distribution
 
to 
>.ission, AID/W cooperating country government, project manager, and con
tracting/grant officer. Two copies of each PASA/RSSA report 
must be provided to
 
M'/SER/CAI,!/'SOL)/1FA; three copies of each contractor or grantee report must be providei 
to SSr/TUJ/,MI. Ehe appropriate project activity, PIO/ T, and contract/grant/RSSA/ 
PASA number is to be indicated on each report. See Sections 7-7.5001-16 and 
7-7.5501-13 of AID Handbook 14 for standardized report requirements for AID
 
contracts). Reference Handbook 13 for st-ndardized reporting requirements
 
for grants. Report requirements are to be analyzed carefully and tailored
 
to the needs of each project. Reports should be comprehensive enough to
 
allow them to be used in evaluating both project progress and contractor/
 
grantee performance.
 

5. .,'aivers. Attach all 
approved waivers. Identify the attachment number in
 
the upper right-hand corner and indicate PIO/T number directly thereunder.
 

E. Continuation Sheet, Form AID 1300-1. 
 When the space provided in an indi
vidual block on the PI/T is insufficient to insert the required data, a note
 
shall be made in that block, "continued on AID Form 1300-1, Page Itand
 
said form shall be attached to the PIO/T.
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Worksheet 
AID 	1350-1X 
 1.Cooperating Country
(1-781 	 DEPARTMENT OF STATE 


AGENCY 
 Page 1 of Pages
FOR 

INTERNATIONAL DEVELOPMENT 2. PIO'T No. 3. 	 E] Original or 
Amendment No. 

PIO/T PROJECT IMPLEMENTATION 4. Project/Activity No. and Title
 

ORDER/TECHNICAL
 
SERVICES
 

0) DISTRIBUTION 5. Appropriation Symbol 	 16. Allotment Symbol and Charge 

U 

Ci 	 7. Obligation StatusS-	 8. Prolect Assistance Completion Date0 Administrative Reservation El Implementing Document (Mo.. Day, Yr.) 

9. Authorized Agent 10. This PIO/T is in full conformance with PRO/AG 

- 'o 	 Date 
= 1 Ia. Type of Action and Governing AID Handbook I lb. Contract/Grant/PASA/RSSA 

t 	 Reference Number If this is anw3 	 El AID Contract El PASARSSA El AID Grant El Other Amendmentl 

(HE 14) (HE 12) (HO 13) 
C;U0 
.0 C 

E M 12. Estimated Financing (A detailed budget in,support of column (2) is attached as attachment no. )
 

i/n D-	 (1)Previous Total (2) Increase (3)Decrease (4)Total to Date 

C (1 
A. Dollars 

E Maximum 
-J -3 AID
 
. -0 Financing B. U.S.-Owned 

Local Currency 
4

Q 13. Mission 1 a. Instructioiis to Authorized AgentE 4- References 

0)0
 

J4 


-


14b. Address of Voucher Paying Office 

15. Clearances-Include typed name, office symbol, telephone number and date for all clearances. 

A. The prolet officer certifies that the specifications Phone No. B.The statement of work lies wlthn the purview Date 
In the statement of work are technically ,dequate Dt of the initiating and approved agency programs 

C. 	 Date D. Funds for the services requested are aisailable 

E. 
 Date
 

16. For the cooperating country: The terms and conditions set forth herein 17. For the Agency for International Development 
are hereby agreed to 

Signature Date Signature Date 

Tidle 	 Title
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Worksheet 
AIC 1350-i1 I.Coowerit'' Cou'trv 	 12. PIOiT No. 
(1. ) 1 rj 	 P Page 2 of Pages 

PIO/T 4. Project, Act-tv No. awd Tole 

SCOPE OF WORK
 

8.lTHF :;C(U'- Of Tt-CHN;C-IL SEFIVICES REQUIED FOR THIS PROJECT ARE DESCRIBED IN 
ATTACHMENT NUMBER 
HERETO EN ITLED "STATEMENT OF WORK". 

19.SPECIAt. 	 PROVISIONS 

A. 	 LANGUAGE REQUIREMENTS S-_ECIF-__
 
(IF MARKED, TESTING MUST PF ACCOMPLISHED BY AID TO ASSURE DESIRED LEVEL OF PROFICIENCY)
 

B. [ 	 ACCESS TO CLASSIFIED INFORMATION [1WILL LiWILL NOT BE REQUIRED BY TECHNICIAN(S). 

C. 	 DUlY POST(,;) AND DURATION OF TECHNICIANS" SERVICES AT POST(S) (MONTI-:S) 

D. [ 	 DEPENDENTS L!WILL [-]WILL NOT BE PERMITTED TO ACCOMPANY TECHNICIAN. 

'E. 	 WAIVFHI() (lAVE BEEN APPROVED TO ALLOW THE PURCHASE OF THE FOLLOWING ITEM(S) (COPY OF APPROVED 
WAIVER I'S AITACHED) 

F. 	 COOPERATING COUNTRY ACCEPTANCE OF THIS PROJECT (AP,'LICABLE TO AID/W PROJECTS ONLY)
 

LHHAS BE EN OBTAINED l HAS NOT BEEN OBTAINED
 

Li IS NOT APPLICABLE TO SERVICES REQUIRED BY PIO/T
 

G. L 	 OTHER (SPECIFY) 

20.1BACKGROUND INFORMATION (ADDITIONAL INFORMATION USEFUL TO AUTHORIZED AGENT) 

21.SUMMARY OF ATTACHMENTS ACCOMPANY THE PIO/T (INDICATE ATTACHMENT NUMBER IN BLANK) 

LI DETAILED BUDGET IN SUPPORT OF INCREASED FUNDING (BLOCK 12) 

[] _ EVALUATION CRIrERIA FOR COMPETITIVE PROCUREMENT (BLOCK 14)
 

] _ JUSTIFICATION FOR NON-COMPETITIVE PROCUREMFNT (BLOCK 14)
 

0 __ _ STATEMENT OF WORK (BLOCK 18)
 

0 WAIVER(S) (BLOCK 19) (SPECIFY NUMBER) 
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Worksheet 

AID 1350-1X 
(1-18) 

PIO/T 

1. Cooperating Country 

4. Project/Activity No. and TItl3 

i/T No. 

- Page 3 of Pages 

22. Relationship of Contractor or Participating Agency to Cooperating Country and to AID 

A. Relationships and Responsibilities 

B. Cooperating Country Liaison Official 

C. AID Liaison Otrlcials 

23. Povisions for Logistic Support 

A. Specific Items (Insert "X" it applicable column at right. 
If entr' needs qualification, insert asterisk and explain 
helow in C. "'Corments") 

Il) Office Space 

(2) Office Equipment 

13) Housing and Utilities 

(41 Furniture 

(5) Household Equipment (Stove. Refrig., etc.) 

(6) Transportation in Cooperating Country 

(7) Transportation To and From Country 

(8) Interpreter Services/Secretarial 

19) Medical Facilities 

(10) Vehicles (official) 

(111) Travel Arrangements/Tickets 

(OTHER (12)
SPECIFY)_ 

(13) 

(141 

115) 

B. Additional Facilities Available From Other Sources 

LOGISTIC SUPPORT
IN KIND 

SUPPLIED BY 

COOPER-
AID ATING 

COUNTRY 

-3) 

PROM LOCAL CURRENCY 

SUPPLIED BY 

COOPER-

AID ATING 
COUNTRY 

TO BE 

PROVIDED 

OR 
ARRANGED 

B Y 
SUPPLIER 

D APO/FPO El PX El COMMISSARY 

El OTHER (Specify, e.g., duly free entry, tax exemption) 
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GOVERN T COST ESTIMATING
 

Development of an independent government cost estimate is an essential
 
element in the procurement process. First, it provides a basis to
 
determine that a requirement can be fulfilled within availablr funding.
 
Seccndly, it provides a benchmark against which technical and cost pro
posals can be evaluated in both a competitive and non-competitive
 
situation.
 

The initial government estimate of project costs begias with the Project
 
Identification Document (PID) and is further refined in the Project Paper
 
(PP) and/or Project Agreement (PROAG). The estimates contained in these
 
documents are necessarily broad and usually cover projects in which
 
multiple methods may be used to accomplish project objectives.
 

The Project Implementation Order (PIO) is the document which is used to
 
identify specific segments of the total project which will be accomplished
 
by sources external to AID. It is in this document that a detailed esti-
mate of costs is extremely important. A detailed budget is a required
 
item in the Project Implementation Order.
 

There are several methods available for estimating costs however, none
 
takes the place of an item by item analysis based on those categories of
 
costs shown in the "Work Sheet" (Attachment 13A.)
 

The following comments are provided to assist you in preparation of a
 
truly independent cost estimate and to acquaint you with the sources within
 
AID that can provide valuable input into the process:
 

I. Salaries
 

The majority of AID contracts are for technical assistance which
 
consists primarily of obtaining the services of various individuals. As
 
such, the majority of costs are concerned with personnel. The estimate of
 
total effort involved in a contract then is of paramount importance. This
 
estimate should consider the following:
 

A. How many months of effort are required by individual
 
areas of expertise. This should be further broken down
 
by those who will be in the field and those who will be
 
in the home office backstopping the effort;
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B. Salary ranges should be established for each
 
area of expertise expressed in terms of the equivalant
 
GS/FS salary scale for the level of expertise required.
 
Ranges of dollar salaries should be small enough to
 
provide meaningful data;
 

C. For multiyear projects a salary inflator should
 
be used. 7% has proven to closely approximate actual
 
increases;
 

D. Information on salary ranges can be obtained from
 
several sources such as OPT, CM, and LNGR; and
 

E. If the use of cooperating country nationals is
 
cont.emplated, the number of man months and types of
 
services should be shown. Salary ranges can be ob
tained from the AID missions in each country in which
 
contract performance is involved.
 

II. Fringe Benefits
 

Fringe benefits are those items such as sick and annual leave,
 
health insurance, life insurance, workmens compensation, etc.,which are
 
provided to employees by employers. These benefits are usually expressed
 
as a percentage of base salaries and are shown as a seperate cost. (In
 
Eome cases fringe benefits are included in overhead rates.)
 

While fringe benefits vary from contractor to
 
contractor for estimating purposes 22% of base
 
salaries has shown to be an average. This rate is
 
never applied to consultant costs; and
 

III. Consultants
 

Because of the need for many different desciplines in AID Projects
 
contractors must normally augment their permanent staff with short term
 
consultants.
 

A. The total number of days for each consultant
 
should be shown. A daily rate should be shown for
 
each consultant. If approximate daily rates are
 
unknown $180 a day may be used for estimating purposes.
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IV. Overhead
 

Overhead or indirect costs are those costs which are
incurred by the contractor in the general 
 operation of the organization
and which cannot be identified to a specific contract. 
 They involve
 
facilities, company officers' 
salaries, utilities, rents, public

relations, etc. Overhead costs are expressed as a percentage of* 	 some base which distributes these costs equitably among projects. Each
organization's overhead independentlyis established in accordance
 
with its own accounting 
 system and therefore is not comparable toother organizations. For estimating purposes only, the following

average overhead rates (excluding consultants) are furnished:
 

A. "University 'on campus' rates average 40% of modified 
total direct costs which normally consists of salaries
 
and wages, fringe benefits, materials and supplieo. services,

travel, and subgrants and subcontracts up to $25,0U0 each. 
'Off campus' rates usually run approximately 15 percentage
points below 'on campus' rates because this type of
effort does not require as much indirect cost support." 

B. Commercial rates average 1000 of 	direct salaries 
and wages;
 

C If noncompetitive procurement is contemplated
M/SlR/CM/Sl/OSCB maintains rates on most contractors and 
can provide them by phone. 

V. Travel, Transportation and Per l)iem 

Travel and transportation are typically the third largest

cost behind salaries and overhead. The cost of round trip air fares
 
can be 
 obtained from M/SIER/MO/TTM or the airlines. Transportation

costs can be obtained from M/SLR/MO/TTM or the Mission. Per diem
 
rates are contained in Section 925 of the Standardized Regulations

(Government Civilians, Foreign Areas).
 

A. Travel should be expressed as the number of round 
trips by each individual. It should be broken down
by domestic and international. I f local in-country
travel is involved by other than project or privately
owned vehicles this should also be shown. 

B. Transportation of household effects should be based 
on the maximum allowable (11,000 lbs.) for each long-term
field employee as vell as the unaccompanied airfreight
maximum of 700 WK;. for the average family of four. 

VI. Allowances and Differentials
 

In general contractors receive the same allowances 
as 	AID direct
 
hires. The specific allowances are outlined under AIDPR 7-7.5002-7. 
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Rates for allowances and differentials are contained in Section 920 of
 
the Standardized Regulations (Government Civilians, Foreign Areas). 
 For
 
those allowances based on family size an average family of four should
 
be used.
 

VII. Other Direct Costs 

This is a miscellaneous category for small costs such as
telephone, telegraph, and reproduction or printing. A typical contract 
allows for $50-100 a month for field to home office communication. This
 
may increase based on the type of services required. Printing and re
production are based on the reports and data required by AID in the
 
contract. A basis for estimating these costs may be obtained from M/SER/MO/
Publications. 

VIII. Equipment, Vehicles, Materials, & Supplies 

All major items of equipment, materials, and supplies not 
furnished by AID or the cooperating country should be shown. M/SER/COM and/or
M/SER/MO can assist in providing estimates. M/SER/MO can provide estimates 
for vehicle cost. 

IX. Participant Training Costs
 

SET/IT can provide basic costs per participant. If academic
 
training is involved, tutition a.d fees should be obtained from universities
 
which are representative of those which would be used by contractor.
 

X. Subcontractor
 

The need for - subcontractor may or may not be known at the
 
PIO stage. 
 If not known then the costs should already be included in
 
categories I - IX. If 
a specific area is known to require a subcontract
 
then the subcontract cost bhould be itemized in the same manner as indicated
 
in items I - IX.
 

XI. Royalties
 

This category is seldom applicable to AID contracts and would
 
not be known until identified by the proposer.
 

XII. General and Administrative Rate
 

Some commercial firms segregate part of their overhead costs
 
into this category. Use of the 100% overhead rate should compensate for
 
this item.
 

XIII. Fixed Fee or Profit
 

This category applies to commercial firms and some non-profits

who charge a minimal fee. The Federal Procurement Regulations place a
 
legal maximum of 10% of total cost on cost plus fixed fee contracts for non-REV 
services. It is suggested that the 10% be used for estimating purpose.
The actual fee will be negotiated by the Contract Officer. 
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Attachment A to Appendix E
 

SAMPLE
 

REPORT OF SITE VISIT
 

Report 	Number 
 Related Project Title
 

Date of Report 
 Project Number
 

Contractor or Grantee 
 Project Officer
 

Contract or Grant Number Contract or Grant Officer
 

Officials Participating in Site Visit:
 
(names and titles, if inspection made by a team)
 

Discussions Held With:
 

1. 	Key Contractor/Grantee Staff: 
 (names and titles)
 

2. 	Other Officials: (names and titles)
 
(Host Country Officials; Officials of other organizations or institutions)
 

I. 	Summary of Contractor/Grantee Progress
 

(This section should discuss briefly actual 
versus 	planned progress of the
 
contractor or grantee. 
Major 	issues or problems identified should be highlighted. Particular attention should be given to issues or 
problems which
would adversely affect achievement of the related project objectives).
 

II. Conclusions and Recommendations
 

(This section should be 
a concise summary discussing the overall performance

of the 	contractor or grantee, together with the remedial actions needed, by

whom, and by when. Recommendations requiring the attention of the Mission
Director, hssistant Administrator, or other senior AID officers should be

included when warranted by the circumstances).
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III. Substantive Elements of the Contract/Grant
 

(This section of the report should discuss briefly the nature and extent of the
 
progress and/or problems noted with respect to each of the following elements,
 
if applicable, under the terms of the related contract or grant. Indicate
 
whether the services or corninodities required are being provided satisfactorily
 
and on schedule. Where serious delays have occurred or are anticipated, identify
 
the reason(s) therefor and the action proposed, if any, to offset slippage or 
to
 
re-schedule. Remedial action proposed should identify who is expected to take
 
such action and by when. Note particularly delays or problems which may
 
substantively affect the terms of the contract or grant).
 

1. Advisory Services and Reports
 

2. Engineering and/or Construction
 

3. Procurement of Commodities
 

4. Training Services 

5. Logistical Support 

(Whether to be provided by the contractor/grantee; AID; or the recipient 
country.) 

6. Other (specify)
 

IV. Financial Status of the Contract/Grant
 

(This section should summarize the status of commitments and disbursements and
 
the extent to which disbursements reflect satisfactory or lagging progress.

Problems relating to the establishment of letters of commitment or credit;

advances; progress payments; or other financial arrangements should be
 
identified).
 

V. Contractor/Grantee Organization and Management
 

(This section should include a brief assessment of the general competence and

efficiency of the contractor or grantee, with particular emphasis upon staffing

problems, if any. Awareness by the contractor or grantee of the relationship

of their activities to the broader objectives of the related project, ifany,
should also be noted and discussed).
 

VI. Contractor/Grantee Relations
 

(This section should identify briefly the nature and effectiveness of the
 
contractor or grantee relations, as indicated below).
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1. Relations with AID/W, USAID, or both where involved
 

2. Relations with Assistance Recipient
 
(Recipient country agency; other organization/institution)
 

Note:
 

Distribution of Site Visit Reports should include, 
as a minimum, the AID

official to whom the Project Officer reports, the Contract or Grant Officer
 
involved, the heads of offices responsible for taking action on the specific

issues or problems identified, and the related contract or grant file. 
 Copies

should also be sent to the Mission Director and/or Assistant Administrator
 
where the substance of the report so warrants.
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APPENDIX F, Page 1
 

SELECTED REFERENCE DOCUMENTS
 

Document 


1) 	Part V-li 


2) 	Part VI - 5 

3) 	Part VII - 2 

4) 	Supplement A 

TM 1:13, PD -6 


pp. 1 - 8 


5) Supplement A 

TM 1:6, PD - 37 

& Attachment 


6) 	Supplement B 


Subject
 

HANDBOOK I - POLICY
 

Policy regarding Contracts and
 
Grants to Private and Voluntary
 
Organizations
 

General Policy on Program Evalua
tion
 

General Policy on Commodity Pro
curement
 

Collaborative Assistance for
 
Direct Contracts for Technical
 
Assistance
 

Guidelines Governing Choice
 
between Direct, Contract and
 
Participating Agency Hire
 

Procurement Policies and Pro-

Chater 12, pp. 2  10 cedures for Administration of 

Direct Contracts 

7) Supplement B 
Chapter 16 

Procurement Policies and Pro
cedures for Administration 
of Grants 

8) Supplement B 
Chapter 25 

Criteria for Choice of Implemen
tation Instrument under Direct 
Contract and Grant Procedures 

HANDBOOK 3 - PROJECT ASSISTANCE 

HANDBOOK 5 - DELEGATIONS OF AUTHORITY 

Delegations of Authority 	 Redelegation of Authority con
99.1.1 	(AS AMENDED) cerning Contracting and Related
 

Functions
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APPENDIX F, Page 2
 

Document Subject 

HANDBOOK 13 - GRANTS 

1) Chapter 1, p. 8 Definition and Role of Project 
Officer in the Administration of 
Grants 

2) Chapter 1, pp. 21 - 23 Monitoring and Reporting Require
ments of Grant Recipients 

3) Chapter 1, p. 22 Project Officer Site Visits 

4) Chapter 1, p. 23 Required Methods of Payment to 
Grant Recipients 

5) Chapter 1, pp. 26 - 28 Closeout, Suspension and Termina
tion of Grants 

6) Chapter 1, p.38 Project Officer and Grantee Geo
graphic Source Waivers 
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 3
 

Documents 
 Subject
 

Chapter 4 - Specific Support Grants 

7) 

8) 

P. 6 - 1 

Appendix 4c, p. 11 

Role of Project Offi( 

Officer in Specific ! 

Notification of ProjE 

for Travel - Specific 
Grants 

rant 

rants 

er 

Chapter 5 - Grants to Public International Organi2 

16) Chapter 5, pp. 3-4 


HANDBOOK 14 

1) Appendix C 

2) Appendix G 

3) Appendix H 

4) AIDPR 7-1.704-5 


5) AIDPR 7-1.451-4 


6) AIDPR, Part 7-2 


7) AIDPR, Part 7-3 


8) AIDPR, 7-3.101-50 


9) AIDPR, Part 7-4 


10) AIDPR 7-4.910 


11) AIDPR 7-4.10 


12) AIDPR 7-4.56 


Processing Grants to
 
International Organi2
 

PROCUREMENT REGULATIONS
 

Conti-actor Performanc 
tion Report 

Contract Closeout Pro 
Checklists 

id 

Use of Collaborative 
Method of AID Direct 
for Technical Assista 

;e 

Role of Project Offic 
curement for Small Eu 

Delegation of Procure 
bilities to "Specifie 

lonsi
nates' 

Procurement by Formal ing 

Procurement by Negoti 

Justification for Non 
Negotiation 

ive 

Special Types and Met] 
curement 

ro-

Project Officer Certi 
 in
 
Unsolicited Proposals
 

Architect/Enqineer Sei
 

Role of Project Office E2c
tion Procedures for NE 
Direct Contracts for Tecnnica±
 
Assistance
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APPENDIX F, I
 

Document 


13) AIDPR 7-4.57 


14) AIDPR 7-4.58 


15) AIDPR 7-7 


16) AIDPR 7-8 


HANDBOOK 1.9 


1) Chapter 3, pp. 5 - 7 


2) Chapter 3, pp. 3,10 


Manual Order 1305.1.1 

October 26, 	1970 


AIDTO Circular 2 

Jan. 3, 1976 


AIDTO Circular A 154 

March 18, 1975 


Federal Grant and Coopera-

tive Aqreement Act of 1977 

(Public Law 95-224) 


Implementation of Federal 

Grant and Cooperative Aqree
ment Act of 1977 - Final
 
OMB Guidance, August 1978
 

Subject
 

Selection Procedures for
 
tional Institutions and I
 
national Research CenterE
 

Collaborative Assistance :r
 
Selection Procedures
 

Contract Clauses
 

Termination of Contracts
 

- FINANCIAL 	MANAGEMENT
 

Project Officer Administi
 
Certification of Vouchers
 

- 16 	 Documentation and Procedu
 
Requirements for Contract
 

OTHER REFERENCES
 

Project Management Handbc 
Technical Assistance 

Role of Mission Director, 
Officer, Development Offi 
Assistant Development Off 

Concept and Responsibilit 
Project Officer, Developm 
Officers and Assistant De 
ment Officers. 

Contracts, Grants and Coo 
Agreements; Relationship 
Government and Contractor 
for Procurement Transacti 

Ll 
,ts 
its 

for Cooperative Agreement 

Guidance to Federal Agenc 

tions of Higher Education is, 
and Other Non-Profit Orga 

Contractina for Non-Pro- Aid Staff Traininq Manual 

curement Personnel M/SER/CM, AID/W 
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