PCO STUDY GUIDE

TOPIC:  ACO Duties and Responsibilities



DATE:  19 Dec 01

REFERENCES:  FAR Part 42.302 Contract Administration Functions (70 Functions).  DFARS 242 Contract Administration.  DCMA Directive 1; Contract Management; “One Book”; October 2001.

DEFINITION:  “Contracting officer” means a person with the authority to enter into, administer, and/or terminate contracts and make related determinations and findings.  The term includes certain authorized representatives of the contracting officer acting within the limits of their authority as delegated by the contracting officer.  “Administrative contracting officer (ACO)” refers to a contracting officer who is administering contracts.

“Contracting administration office,” means an office that performs (a) assigned postaward functions related to the administration of contracts and (b) assigned preaward functions.  (FAR 2.101 Definitions) 

KEY INFORMATION:  ACOs serve as “information brokers” for buying agencies during the acquisition cycle and throughout the life of the contract.  Before award of the contract the ACO provides pre-contractual guidance to assist with effective solicitations, identify potential performance risks, and select capable contractors.  After award of the contract the ACO keeps informed of the contractors’ processes to make certain product, cost, and schedule are in compliance with the terms and conditions of the contract.   This entails on-site surveillance and program-specific processes that would be difficult for off-site buying agencies to perform.

When the ACO receives a contract they review it (and have their specialists review it) to determine what needs to be provided in terms of Contract Administration, Engineering, Quality, Software, EVMS, Program Management and Property Administration.  A Memorandum of Agreement (MOA) or Letter of Delegation (LOD) is established between customer and DCMA on services to be provided.  A Post-Award Conference is held if needed.

The ACO puts into effect the agreed to services of the MOA/LOD.  The ACO and their team monitor payments, provide pricing support, negotiate and issue modifications, definitize contracts, verify degree of work complete and delivery schedules (sign off on DD250s), provide engineering analysis of technical efforts, provide property administration, provide overall status of programs, initiate and complete the closeout process of the contract.

ADDITIONAL INFORMATION:  See attached page for some specific duties.

THRESHOLDS:  For contracting officer positions with authority to award or administer contracts above the simplified acquisition threshold, completion of all mandatory contracting courses and two years of experience in a contracting position is required.

TOPIC POC:  Diane Walde, SMC/CLK (310) 363-5693

PK POC:  Leonard Solis, SMC/PK (310) 363-6985

ACO Duties and Responsibilities

The following are some specific ACO duties and responsibilities (The Administrative Contracting Officer or teams members may perform them):

Conduct post-award orientation conferences

Review and evaluate contractor’s proposals

Negotiate forward pricing rate agreements

Establish final indirect cost rates and billing rates

Process progress payments and performance-based payments

Monitor overrun or underrun of estimated cost under cost-reimbursement contracts

Monitor contractor’s financial condition

Process duty-free entry requests

Negotiate prices and execute supplemental agreements for spare parts/other selected items

Process novation and change of name agreements

Perform property administration

Perform production support, surveillance, and status reporting

Perform preaward surveys

Ensure contractor compliance with contractual quality assurance requirements

Perform engineering surveillance

Perform engineering analysis of contractor cost proposals

Review engineering change proposals

Review, approve or disapprove contractor’s purchasing system

Consent to the placement of subcontracts

Ensure timely submission of required reports

Issue administrative changes

Accomplish administrative closeout procedures

  -Verify that final DD250Z has been accepted

  -Determine if any excess funds can be deobligated (Contract Funds Status Report)

  -If any funds will cancel determine if they can be deobligated or billed before loss of funds

  -Obtain plant and property clearance (DD Form 1593)

  -Verify that final patent and royalty report are cleared

  -Verify that classified documents are dispositioned (DD Form 254)

  -Verify there are no outstanding value engineering change proposals

  -All interim or disallowed costs are settled

  -Price revision is completed

  -Subcontracts are settled

  -Prior indirect cost rates are settled

  -Termination docket is completed

  -Contractor submits their final closing statement to ACO

  -Contractor submits their final cost voucher/invoice to ACO for review and approval

  -DCAA audits final cost voucher/invoice

  -Final cost voucher/invoice is sent to DFAS for payment

  -Excess funds are deobligated

  -ACO issues a DD Form 1594 or MOCAS issues a PK9 MILSCAP Transaction

  -Contract files are held at CAO for one year then sent to Laguna Niguel for retention/disposition

 Support the program, product, and project offices regarding program reviews

Deobligate excess funds after final price determination

