Memorandum 
To:

From:

Subject:
Designation as Project Officer for Grant/Cooperative Agreement



Agreement #:

You have been designated as the Project Officer for the above referenced agreement.

FUNCTIONS AND DUTIES 
By this designation, you are authorized to take any action that could lawfully be performed by a Grants Officer unless specifically prohibited by the terms of the agreement or other referenced documents.  This authority cannot be further delegated and includes the following responsibilities:

a. Ensure that the recipient performs the technical requirements of the agreement in accordance with its terms, conditions, and specifications.  Answer technical questions, address issues, and ensure compliance with all technical aspects of the assigned agreement.

b. Monitor that work is not performed outside the scope or funding in the agreement.

c. Review all proposed requests for modifications and provide comments and/or approval to the Program Official.
d. Ensure that all financial and performance reporting requirements are met as specified in the Section III of the agreement.  Monitor receipt of report, including interim and final reports.  Review reports for adequacy, accuracy, and timeliness.  Notify the Program Official if reports are not submitted in a timely manner or do not provide proper information.

e. Coordinate and communicate as needed with the Program Official and with the recipient’s agreement coordinator.  Work with the recipient’s agreement coordinator to set up and conduct meetings as needed.

f. Ensure that advanced payment are not authorized unless they (1) have been authorized in the agreement and (2) include a justification of expenditures to your satisfaction.  Note:  advanced payments shall be made no sooner than 14 days prior to an expected outlay by the recipient.

g. Review the final financial & performance reports and the status of any government-owned equipment in possession of the recipient prior to agreement close-out.

h. Assist your Program Official in verifying and tracking expenditure of funds.

i. Monitor expiration dates, determine if extensions are needed, and contact your Program Official 60 days in advance of expiration to request extensions.
j. Monitor the status/usage of any government equipment identified in the agreement.

LIMITATIONS

Under this appointment, you are not authorized under any circumstances to perform any of the following:

a. Take any action which may change the funding, scope, reporting requirements, or other essential terms and conditions of the agreement.  Such changes require a written agreement modification signed by your ARD.
b. Make commitments on behalf of the recipient.  This means making commitments with vendors, sub-grantees, or private landowners.  Only an authorized official of the recipient organization may make those commitments.
c. Direct recipient personnel.  When lines of authority and responsibility blur, the recipient may be viewed as an agent of the federal government acting at its direction, thereby exposing the federal government to lawsuits for injury or wrongful action actually conducted by the recipient.  Remember that under agreements, the lines of responsibility must remain clear at all times.
d. Serve in the capacity of an official of the recipient organization.  Sometimes, however, Service personnel are requested to serve in an advisory capacity on boards of nonprofit organizations or planning committees.  In such cases, the Service official must request a review by the Service’s Division of Human Resources to ensure there are not restrictions or conflicts of interest unless written approval has been obtained per 212 FW 4 and provided to the Program Official.

TERM OF DESIGNATION

This designation as Project Officer shall remain in effect through the life of the agreement unless revoked sooner by the Program Official.  Such termination of the designation shall be in writing.  A copy of the designation will be provided to the recipient.

RECORDS AND REPORTS

You are required to maintain adequate records to sufficiently record the performance of your duties as Project Officer during the life of this agreement, to ensure required reports and records are provided by the recipient, and to distribute such records as applicable.  Problems should be brought to the immediate attention of the Program Official.  An official change in Project Officer must be done through a modification to the agreement.  You may not redelegate your Project Officer duties.  If your role as Project Officer changes before completion of the agreement, please turn your records over to the successor Project Officer or obtain disposition instructions from the Program Official.

ETHICAL RESPONSIBILITIES

See “Standards of Ethical Conduct for Employees of the Executive Branch” (5 CFR 2635.201) and Service Manual Chapter 212 FW 4.

PROJECT OFFICER ACKNOWLEDGMENT

Please sign a copy of the delegation, ask your supervisor to sign, and return to the issuer within 10 days of receipt.

__________________________________


________________

Project Officer Signature




Date

PROJECT OFFICER’S SUPERVISOR ACKNOWLEDGMENT

__________________________________


_________________

Project Officer’s Supervisor Signature


Date

