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Role and Responsibilities of the Project Officer as Authorized


Representative of the Contracting Officer

14100.
BACKGROUND

The Project Officer's (PO) role and responsibilities can be found in the Department of Health and Human Services' Acquisition Regulation (HHSAR) at §342.7002(C)(2).  HHSAR contains all formal policies and procedures governing the acquisition process and describes relationships between the Department's contracting offices and contractors.  There are frequent references to the specific duties of POs throughout the document.

14110.
DEFINITIONS

Section H-1 of the PRO contract provides the following definitions for the Contracting Officer and the PO:

A.
Contracting Officer, is the person executing the contract with you on behalf of the Government with the authority to enter into, administer, and/or terminate the contract and make determinations and findings.  The term also refers to, except as otherwise provided in the contract, the authorized representative of the Contracting Officer acting within the limits of his/her authority as delegated by the Contracting Officer.  The Contracting Officer, who is located in HCFA's central office, is identified on the OMB Solicitation of Contract Form.

B.
Project Officer, is the person representing the Government for purposes of technical monitoring and evaluation of your performance.  POs are located in HCFA's regional offices.  The name of your PO appears in the final signed contract.  You will be notified by the Contracting Officer, (by a contract modification), if the PO changes during the course of your contract.

14120.
RESPONSIBILITIES OF THE PROJECT OFFICER

Performance of work under the contract is subject to the technical direction of the PO as described in the Technical Direction section in your contract.  Technical guidance that is outside the scope of the contract may only be given by the Contracting Officer.  Resolve any questions you have regarding whether specific guidance falls within or outside the scope of the contract through discussions with the Contracting Officer.

The PO is responsible for:

o
Serving as a non-voting resource person participating in the proposal evaluation process;

o
Assuming responsibility for writing the technical evaluation;

o
Serving as the technical evaluation panel chairperson;

o
Participating in the negotiation of PRO contracts;

o
Working cooperatively with the Office of Peer Review to meet contracting schedule deadlines;

o
Providing advice and consultation on the Scope of Work and the articles and services to be furnished under the provisions of your contract;
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o
Providing information to you which assists in the interpretation of the work and services to be furnished;

o
Reviewing and, where required by the contract, approving reports and other technical information to be delivered by you under the contract;

o
Monitoring your performance in order to assure contract requirements are met;

o
Performing evaluation of your performance by conducting periodic reviews;

o
Directing you to prepare a plan for corrective action whenever deficiencies are identified in your performance in meeting the requirements of your contract.  These procedures are fully explained in §§15400-15420;

o
Making recommendations to the Health Standards and Quality Bureau regarding contract modifications you submit;

o
Making specific recommendations to the Contracting Officer to enforce the performance provisions of the contract, including withholding of funds and termination of the contract;

o
Reviewing and recommending approval of invoices, except those with significant unexplained variances, errors, or unanswered questions on your monthly vouchers;

o
Reviewing all annual audits and financial statements submitted as required under the terms of your contract; and

o
Analyzing all audit findings and submitting recommendations to the Contracting Officer for resolving findings.
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