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	U.S. DEPARTMENT OF COMMERCE

Eastern Region Acquisition Division


Norfolk Federal Building 

200 Granby Street, Room 815

Norfolk, VA 23510


MEMORANDUM FOR:
(insert P/OC name) 
                                                (title)
FROM:

      
(insert name)




Contracting Officer
SUBJECT:  

      
Appointment, Delegation Memorandum 




(P/OC) for ____ {Order Number} _______________
1. You have been designated P/OC for the subject purchase order for (insert description of supplies/services) with (insert contractor name).  Please acknowledge receipt of this memorandum and one (1) copy of the purchase order by signing and returning a duplicate copy of this memorandum to me.  

2. The following are guidelines that you should follow in administering the purchase/delivery order.

a. Maintain contact with the Vendor and follow the progress of the work, immediately notifying the Contracting Officer if difficulties or situations arise, which may hinder or delay performance.

b. Assist the Vendor in interpreting technical requirements of the scope of work of the purchase order.  Differences of opinion shall be referred to the Contracting Officer for resolution.

c. Promptly process all invoices against this purchase order.  The vendor has been notified that invoices against this award document shall be submitted as follows:

The Contractor shall submit an original invoice and three copies (or electronic invoice, if authorized) to the address designated in the contract to receive invoices. An invoice must include— 

(i) 
Name and address of the Contractor; 

(ii) 
Invoice date and number; 

(iii) 
Contract number, contract line item number and, if applicable, the order

number; 

(iv) 
Description, quantity, unit of measure, unit price and extended price of the items delivered; 

(v) 
Shipping number and date of shipment, including the bill of lading number and weight of shipment if shipped on Government bill of lading; 

(vi) 
Terms of any discount for prompt payment offered; 

(vii) 
Name and address of official to whom payment is to be sent; and

(viii) 
Name, title, and phone number of person to notify in event of defective

invoice.

If you cannot accept the product or service for any reason, please contact either the Contracting Officer or me immediately.  Do not approve the invoice or submit the receiving report until the issue is resolved.  Notify the invoice processing office that the product or service has not been accepted and the invoice should not be processed until the matter is resolved.

3. Maintain adequate records to sufficiently describe the performance of your duties as P/OC during the life of this contract.  As a minimum, the P/OC file should contain copies of the following:

a. P/OC appointment, delegation & debriefing memorandum and acknowledgement.

b. Purchase Order and any modifications.

c. All purchase order correspondence.

d. Records of P/OC inspections.

e. Records of conversations with the vendor.

f. Invoices/vouchers.

4. The P/OC does not have authority to:

a. Execute or agree to any changes in the purchase order specification, delivery schedule, or other terms and conditions of the contract.
b. Make or infer legal interpretations on the scope or intent of the purchase order.

c. Levy or impose upon the Vendor any task or permit any substitution not specifically provided for in the purchase order.

d. Give direction to the Vendor or to employees of the Vendor except as provided in the purchase order.

e. Offer advice to the Vendor which may adversely affect performance, compromise the rights of the Government, provide the basis of a claim for constructive change, or impact any pending or future Contracting Officer determination as to fault or negligence.

f. Authorize work outside the scope of the purchase order.

g. Resolve any dispute concerning a question of fact or law arising under the purchase order.

h. Further delegate the above responsibilities.
5. Coordinate site entry for Contractor personnel, if applicable.

6. If  the contractor’s system(s) interconnect to the DOC network, or the contract is for services where sensitive DOC information is stored, manipulated or transmitted by the contractor, the POC is responsible for the following:

a. Ensure the review by DOC IT Security Professionals of Contractor’s IT Security, to include review of the Security Plan (SP) and Certification and Accreditation (C&A) Package where required by contract, to ascertain acceptability, and ensure the performance of NIST SP800-26 based assessments for all interconnected systems and service providers.

b. Work with the appropriate DOC/NOAA IT Security Manager/Officer to bring about certification and accreditation of the contractor system, as required.

c. Ensure all interconnections are approved in writing by all affected system Authorizing Officials for the DOC/NOAA Network.  Approval must be supported by a DOC/NOAA provided network.  Approval must be supported by a DOC/NOAA provided NIST SP 800-26 Assessment demonstrating contractor’s compliance with DOC and NOAA policies and procedures.

I hereby certify receipt of this memorandum and copy of the purchase order.

______________________________________

________________________
P/OC







Date
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