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I. BACKGROUND

The General Services Administration Federal Acquisition Service’s Network Services contracts are multiple-award indefinite delivery, indefinite quantity vehicles; their implementation and the ordering procedures established are subject to the regulatory requirements of the Federal Acquisition Regulation (FAR).

Pursuant to FAR Subpart 16.5, and with limited exceptions, all orders over $3,000 must have a Fair Opportunity assessment documented by an agency Contracting Officer(CO).   Since agencies may place thousands of network services orders that exceed $3,000, they must have a mechanism that will enable them to manage and administer the workload associated with this large volume of telecommunications orders.  In order to ensure that the ordering process is timely, efficient, follows procurement regulations, and allows the agencies to meet mission requirements, additional trained individuals may be identified who can assist the agency contracting officers and telecommunications managers in responsibly meeting their day to day requirements.    

II.  PURPOSE

This document provides supplemental guidance in the establishment of titles, roles, and responsibilities of telecommunications services ordering officials.   Specific questions associated with the ordering requirements particular to specific Network Services Contracts should be directed to the responsible GSA Contracting Officer for that contract.  
III.  SCOPE
These guidelines apply to individuals who have been appointed as Designated Agency Representatives (DARs), who have been authorized, in accordance with agency regulations and policies, to place orders for telecommunications services under a Network Services contract.  The Network Services contracts specify that the contractor may only accept orders from authorized personnel.   In addition, these guidelines apply to the agency’s appointing authority and the agency’s DAR Administrator.  

Agencies may establish more stringent guidelines, standards, or procedures to meet specific agency regulatory, policy, or procedural requirements.   In addition, agencies may refine the provisions of this document for specific activities within their purview, as long as the provisions are in conformance with this document, the contract requirements, and any other applicable policies and laws.

IV.  DAR
A.  DESCRIPTION AND RESPONSIBILITIES

Agencies have authority to designate individuals who are authorized to place orders under Network Services contracts for their agency, consistent with the Fair Opportunity Decision made by the Agency Contracting Officer.  The Network Services contracts refer to these individuals as Designated Agency Representatives (DARs).   

The DAR is responsible for performing in accordance with the terms and conditions of the contract, with any rules, regulations, and conditions promulgated and enforced by their agency, as well as with any limitations/authorities specified in the DAR appointment document. 

B.  APPOINTMENT

No single, specific classification series or grade level is required for this responsibility.  It is left to the discretion of each agency to appoint the DARs based upon that agency’s own requirements and the technical expertise deemed necessary to fulfill the agency’s needs.  Agencies should pay special attention to requirements for DARs during continuity of operations (COOP) and consider appointing an appropriate number of DARs who are part of COOP staff.
However, all DARS must be appointed in writing by an individual with commensurate authority, in accordance with agency regulations and policies (hereafter referred to as the agency appointing authority).  Appointments shall be in writing and 

the appointment letter for each DAR must be addressed to the selected network services contractor with a copy to the GSA Program Management Office (PMO). The appointment letter shall specify the Agency’s name, the name of the DAR Administrator, the DARs’ names, phone numbers and email addresses, the Network Services contracts under which each DAR is authorized to place orders, agency hierarchy codes or billing account codes for which each DAR is authorized to place orders, and any restriction of the type, dollar value, geographic location or other limitations placed on the DAR by the agency.  (See Appendix A for a sample appointment letter.)

C.   REQUIRED TRAINING

It is the responsibility of each agency to ensure that each DAR has completed appropriate training, and has the necessary skills and technical expertise to carry out the duties assigned.

V.  DAR ADMINISTRATOR

A.  DESCRIPTION
A DAR Administrator is an employee of a Government agency (not a contractor) who compiles, tracks, disseminates, and maintains an up-to-date listing of all DARs and their ordering authority specific to their agency.  The DAR Administrator provides the listing (and any updates) to both the Network Services contractor and GSA. 

The agency appointing authority appoints DAR Administrators.  Based upon an agency’s structure there may be more than one DAR Administrator.  The agency will identify the DAR Administrator(s) (and any subsequent changes to those designated as DAR Administrator(s)) to the Network Services contractor as well as to GSA.  Agencies should pay special attention to requirements for DAR Administrators during continuity of operations (COOP) and consider appointing a DAR Administrator who is part of COOP staff.

B.  ROLES AND RESPONSIBILITIES
The DAR Administrator maintains a list of DARs authorized to place orders on Network Services contracts, the hierarchy code(s) or billing account code(s) against which they can order, type of service(s), dollar limit, and any other limits placed on their ordering authority.  The DAR Administrator will specify to the network services contractor (in writing) the authority granted to each DAR and provide the contractor any changes to that authority.  The DAR Administrator performs this administration through the DAR List and User Registration, in accordance with procedures outlined in the applicable network services contract.  (For example, see Section C.3.5.1, Direct Ordering of the Networx Universal contract).  

The DAR Administrator provides agency hierarchy codes or billing account codes for the Agency to their Network Services contractors.

DAR Administrators provide necessary instruction or training to DARs to (1) ensure that DARs are fully aware of the Agency’s requirements and those limitations placed upon their ordering authority and (2) understand the ordering procedures specific to the contracts for which DAR authority has been provided them.  

C.  APPOINTMENT

The DAR Administrator must be appointed in writing by the agency appointing authority, in accordance with agency regulations and policies.  Appointments shall be in writing and 

the appointment letter for each DAR Administrator must be addressed to the selected network services contractor with a copy to the GSA Program Management Office (PMO).  The appointment letter shall specify the DAR Administrator’s name, phone number and email address, the same information for any Alternate DAR Administrator(s), the agency hierarchy codes or billing account codes for which the DAR Administrator is authorized to appoint DARs, the Agency and Bureau name for whom the DAR Administrator has authority, and the Networx contractor to whom the Agency sent the appointment notification.  (See Appendix B for a sample appointment letter.)

DAR Administrators may also be appointed to function as DARs.
Appendix A:  Sample Appointment Letter for DAR

Ms./Mr. [fill in name]

Manager, Government Contracts

[Contractor’s name

And address]

RE:  Networx Universal or Networx Enterprise Designated Agency Representative (DAR) Notification

Dear Ms./Mr. [fill in name]:

The purpose of this letter is to notify [fill in contractor’s name] of the [new or change in] appointment of [fill in name or refer to enclosed list] as our Agency’s DAR personnel. This delegation of authority shall not exceed the bounds of the authority stated in the contract.

 [DAR Administrator’s name] is the only official with [Agency name] signature authority to assign DARs as agents to place orders with your business office under the [fill in network services contract name] contract.  This supersedes all previous signature authority notification.  The enclosed list of authorized DARs has been refreshed and supersedes all previous lists submitted on behalf of [Agency name].

This letter fulfills [Agency name] requirements in accordance with the GSA [fill in name of network services contract], Sections C.3 and G (See Sections C.3.5.1.2.1.2, G.1.1.1.1 and G.1.1.1.2 of the Networx contract for examples).  Please be reminded that [contractor’s name]is not to accept telecommunications service orders, changes to service orders, or any other service requests by [Agency name] personnel except as authorized herein.  Should you have any questions, please contact [POC].

Sincerely,

Agency Appointing Authority 
cc:  GSA (PMO) 

Enclosed list of DARs should contain the fields in the linked file below.

DAR Appointment Template
Appendix B:  Sample Appointment Letter for DAR Administrator

Ms./Mr. [fill in name]

Manager, Government Contracts

[Contractor’s name

And address]

RE:  Appointment of Networx Universal or Networx Enterprise Designated Agency Representative (DAR) Administrator

Dear Ms./Mr. [fill in name]:

The purpose of this letter is to notify [fill in contractor’s name] of the [new or change in] appointment of [fill in name] as our Agency’s DAR Administrator. This delegation of authority shall not exceed the bounds of the authority stated in the contract.

 [DAR Administrator’s name] is the only official with [Agency name] signature authority to assign DARs as agents to place orders with your business office under the [fill in network services contract name] contract and for the following AHCs or billing account codes [fill in codes authorized].  You may contact the DAR Administrator by phone, [fill in phone number], or email, [fill in email address].  This supersedes all previous signature authority notification.  

[Identify any alternate DAR Administrator(s), if appointed, and same information as paragraph above.]

This letter fulfills [Agency name] requirements in accordance with the GSA [fill in name of network services contract], Sections C.3 and G (See Sections C.3.5.1.2.1.2, G.1.1.1.1 and G.1.1.1.2 of the Networx contract for examples).  Please be reminded that [contractor’s name]is not to accept telecommunications service orders, changes to service orders, or any other service requests by [Agency name] personnel except as authorized by the DAR Administrator appointed herein.  Should you have any questions, please contact [POC].

Sincerely,

Agency Appointing Authority 
cc:  GSA (PMO) 
Appendix C:  Sample Format for DAR Administration

The file below is an example of what one Agency uses to administer its list of DARs.  It is provided for other Agencies to use at their discretion.

Sample DAR Assignments
www.gsa.gov
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