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How To ...

@ Ask questions
»“?” button on CLU-IN page

@ Control slides as presentation
proceeds

» manually advance slides

4 Review archived sessions

»

& Contact instructors

€ When you registered, you were directed to this seminar's specific URL, which is

the front page of today's seminar. The Front Page of the Web cast contains a
short abstract of today's session. We have also included pictures and short
biosketches of the presenters. Please note the presenters' e-mail addresses are
hotlinked on that page in case you have any questions for one of them after
today's presentation.

For those of you joining us via the phone lines, we request that you put your
phone on mute for the seminar. We will have Q&A sessions at which point you
are welcome to take your phone off mute and ask the question. If you do not
have a mute button on your phone, we ask that you take a moment RIGHT NOW
to hit *6 to place your phone on MUTE. When we get to the question and answer
periods you can hit #6 to unmute the phone. This will greatly reduce the
background noises that can disrupt the quality of the audio transmission.

€ Also, please do not put us on HOLD. Many organizations have hold music or

advertisements that can be very disruptive to the call. Again, keep us on MUTE.
DO NOT put us on HOLD.

€ Also, if you experience technical difficulties with the audio stream, you may use

the ? icon to alert us to the technical difficulties you are encountering. Please
include a telephone number where you can be reached and we will try to help
you troubleshoot your problem.
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*

Instructor contact information:

Don Lininger, U.S. EPA
Phone: (913) 551-7724

Fax: (913) 551-7948

E-mail: lininger.don@epa.gov

Rich Messimer, U.S. EPA

Phone: (304) 234-0239

Fax: (304) 234-0259

E-mail: messimer.richard@epa.gov
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Review of Module 1 — Introduction

& Introductions of instructors

& Overview of workshop
& RSC Resources
¢ IMH Handbook overview

Notes € This slide presents an overview of the items discussed in Module 1.
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Introduction of Instructors

# Instructor — Don Lininger
» On-Scene Coordinator, EPA Region 7

» Major responses — Columbia Shuttle disaster,
Hurricane Katrina, Kansas tornadoes,
Mississippi River flooding

# Instructor — Rich Messimer
» Field Accountant, EPA Region 3

» Major responses — Washington D.C. anthrax
response, Columbia Shuttle disaster, Hurricane
Katrina

Notes € Instructor — Don Lininger: Don is an On-Scene Coordinator (OSC) in EPA

2N Region 7. He has been with EPA since 1988 and has assisted with or
k / coordinated many response actions, including major responses in Region 7 and
Region 6.

€ Instructor — Rich Messimer: Rich is a field accountant with the Removal
Program in EPA Region 3. He has 20 years of experience assisting OSCs in the
field with tracking and reviewing contractor costs during large response actions.
Rich as been involved in a number of major incidents in Region 3, Region 4, and
Region 6.
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Overview of Workshop

# Objectives
» Describe capabilities of START and ERRS
» Describe how contractor costs are documented

» Explain interaction between EPA and
contractors

& Core ER

Objectives: The overall objective of this workshop is to familiarize the
participants with the capabilities of EPA’s two major response contracts, the
Superfund Technical Assessment and Response Team (START) and the
Emergency Rapid Response Services (ERRS) contract, and to provide guidance
on how to interact with contractor personnel. The workshop was designed for
RSCs and very new OSCs that have not yet taken the OSC warrant course.

Core ER: Cross-training on response contracts among regions is important to
EPA. The Core ER now has criteria for contracts in backup Regions.

The Core ER states “Region has critical response contracts (e.g., START,
ERRS, BOAs) posted electronically so that response personnel from other
regions can access them. Contact numbers including Project Officer (CO), CO
and key contract personnel are also posted.” Each Region will be evaluated on
how well it meets these criteria.
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RSC Resources

# Incident Management Handbook
& OSC Toolbox Guide
& Reference page in Appendix

# Select policy and guidance in Appendix

Notes € RSC Resources: The major resources for this course are the Incident

N\ Management Handbook, OSC Toolbox Guide, and Web page references cited in

k / the workshop materials. A reference guide page is located at the end of the
manual in the Appendix along with copies of several shorter references.
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IMH Handbook Overview

U.S. ENVIRONMENTAL PROTECTION AGENCY

INCIDENT MANAGEMENT
HANDBOOK

INCIDENT COMMAND SYSTEM (ICS)

REPORT OIL AND CHEMICAL SPILLS
1-800-424-8802

2007 EDITION

Notes € The instructor will review the purpose and contents of the IMH. The IMH is
available at: http://www.epaosc.net/site profile.asp?site id=963.
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ICS Question

What piece of driving advice applies very well to
working in the ICS?

a. Remember to watch what’s coming up behind
you.

b. Keep your eyes on the road and your hands
upon the wheel.

c. Stay in your lane.
d. Put the pedal to the metal.

September 2008
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Any Questions?
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Module 2:

Overview of Response Contracts
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Review of Module 2 - Overview of
Response Contracts

€ General capabilities
@ Contract type
& Contract teams

¢ Performance Work
Statements

@ Ordering work

¢ COR and CO/PO
responsibilities

4 Contractor duties during
major incident

Notes € Module 2 describes the major response contracts, START and ERRS, and
z discusses 1) the general capabilities of the response contracts, 2) the contract
\\ type, 3) the prime and team subcontractor team, 4) Performance Work Statement
v (PWS), 5) how work is ordered, 6) contracting officer representative (COR) and
CO/PO responsibilities, and 7) contractor duties during major incidents.
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EPA Contract Personnel

@ On-Scene Coordinator (OSC)

# Contracting officer representative (COR)
& Task order project officer (TOPO)

# Project officer (PO)

& Contracting officer (CO)

Which of the above personnel may
an RSC member also be?

€ OSC: A predesignated Federal official who oversees response activities at oil

spills and hazardous substance releases. The OSC ensures that the response is
appropriate and timely, while minimizing environmental damage and protecting
public health. Warrant authority provides the OSC with limited contracting
authority to bind the Government financially for the procurement of essential
goods and services to support a Federal response. Warranted OSCs are
permitted to enter into contracts and make related determinations and findings
subject to the limitations of their warrant.

COR: An authorized representative of the contracting officer who acts within the
limits of their authority as delegated by the contracting officer. OSCs and RSCs
may also be CORs.

TOPO: The TOPO is the EPA PO responsible for monitoring a specific task
order under a contract. The TOPO is the link between the program and the PO
and CO. The TOPO assists with developing statements of work, budgeting, and
monitoring of TDDs or site-specific task orders issued under the contract level
task order for which they are responsible.

PO: The PO is the link between the program and the CO. The PO assists CORs
with developing statements of work, budgeting, and monitoring. The PO assists
the CO with quality and cost tracking, COIl reviews, invoice approvals, and many
other contract level operations.

CO: A person with the authority to enter into, administer, and/or terminate
contracts and make determinations and findings. The term includes certain
authorized representatives of the contracting officer acting within the limits of
their authority as delegated by the CO.

September 2008
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Notes

4
N

Contract Terminology

@ Daily work order (DWO)

@ Technical directive document (TDD)

& Task Order

@ Conflict of interest (COl)

# General and Administrative (G&A)

4 Indefinite delivery/indefinite quantity (ID/IQ)

& Performance work statement (PWS)

4 DWO: A tool used by EPA to provide technical direction (consistent with the

contract SOW) to contractors on a daily basis. Under performance-based
contacting, the contractor is responsible for drafting the DWO for review and
approval by the OSC.

TDD: The mechanism by which EPA initiates or amends services required under
a contract consistent with the SOW. TDDs are used on the START contract in
some Regions.

Task Order: A mechanism by which EPA initiates or amends services under a
contract consistent with the SOW. Task orders are used to cover broad types of
activities, such as emergency response task order or site assessment task order,
under the START contract, and are also used for site-specific activities under the
ERRS and START contract.

COl: Actual and potential personal or organizational situations that preclude a

contractor from working on a specific site, in accordance with the provisions of

the contract and the Federal Acquisition Regulations, and as determined by the
CO.

G&A: Costs of the contractor not directly identified with a specific project or
contract. G&A include corporate services, marketing, and bid and proposal
costs. Depending on the contract, G&A may be added as a percentage of other
direct costs and are included in the fixed loaded labor and equipment rates under
START and ERRS contracts.

ID/IQ: A type of contract under that allows for the delivery of services and
materials at fixed labor and equipment rates.
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€ PWS: This describes the work that can be performed under the contract and is
usually broken down by major task and relevant subtasks. The PWS is used to
issue individual statements of work for TDDs under START or task orders under
ERRS.
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General Capabilities of Response
Contracts

@ General START capabilities
» Technical assessment and advice

» Personnel are science-based

€ General ERRS capabilities
» Conduct cleanup response operations
» Personnel are operations-based

Notes € General START capabilities: The START contract is designed to provide

" technical assessment support and technical and documentation support for

k / response activities. START contractors provide technical advice during response
activities and conduct air monitoring, modeling, photo and video documentation,
and written documentation during emergency responses and long-term removal
actions. START contractors conduct removal site evaluations and make
recommendations regarding the findings for EPA’s consideration. START
contractors are typically biologists, chemists, engineers, hydrogeologists,
geologists, and environmental scientists. START contractors also provide
technical expertise such as certified industrial hygienists, toxicologists, risk
assessors, and structural engineers.

€ General ERRS capabilities: The ERRS contract is designed to provide for the
conduct of the cleanup removal activities, such as moving containers,
consolidating waste, excavating soil, clearing and grubbing, removing waste
materials from tanks and other containers, and arranging for treatment and
disposal of waste materials. ERRS contractors are typically heavy equipment
operators, technicians, foreman, and response managers. Many ERRS
personnel do not have scientific educational backgrounds, but have strong
operational experience and knowledge.
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START/ERRS Contract Type

& 1D/1Q time and materials
& Fixed labor rates
® Fixed equipment rates

& Some regions have fixed-price components for
START

Notes 4 ID/IQ time and materials: The START and ERRS contracts are indefinite

N\ delivery/indefinite quantity (ID/IQ) time and materials contracts. EPA is not able

k / to define delivery and quantity of services it may require because of the nature of
the work to be conducted. EPA therefore agrees to pay for the time and cost of
materials necessary to conduct the work it requires at the agreed-on rates. Each
project has a dollar and hour ceiling that the contractor may not exceed. These
types of contracts require more oversight than fixed-price contracts because of
the less well-defined nature of the work.

€ Fixed labor rates: Labor rates for the START and ERRS contracts are fixed
and are fully loaded with program management costs, routine equipment costs,
general services and administration (G&A), fringe, overhead, and fee (profit).
The labor rates vary for the personnel working on the contract, depending on
expertise, experience, and the type of work they will be conducting.

€ Fixed equipment rates: Routine equipment rates are fixed in the START and
ERRS contracts and differ for daily, weekly, and monthly usage. Daily rates are
used until a week of use has occurred, when weekly rates are used. Weekly
rates are used until a month of use has occurred, when monthly rates are used.

€4 Some regions have fixed-price components for START: Some regions have
fixed price components in their START contracts. For example, Region 4 has a
fixed-price component for site assessment work. The amount of the fixed price
varies depending on the complexity of the site assessment.
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Notes
N\
N\

START/ERRS Contract Teams

Prime -
Contractor

e )
Team Team Team
Subcontractor L Subcontractorj Subcontractor

Non-team
Subcontractors

€ Prime START and ERRS Contractors: Each region has at least one START
prime contractor, and some regions may have two. One is usually a small,
disadvantaged business, and the other is a large business. Each region has at
least one ERRS prime contractors, and some regions may have more than one.
Each prime contractor, whether START or ERRS, has a number of team
subcontractors as part of its contracting team.

€ Team Subcontractors: The team subcontractors are part of the prime START
and ERRS contractors’ teams. The prime contractor is responsible for the quality
and timeliness of each team subcontractor’s work. Team subcontractors may be
used for specialized projects or to provide geographical coverage in the region.
Team subcontractor costs are included in the prime START and ERRS
contractors’ invoices.

€ Non-team Subcontractors: The prime START and ERRS contractors may also
let subcontracts for certain types of work, such as analytical services, drilling
services, or other specialty work. The prime START and ERRS contractors must
use federal procurement regulations to issue subcontracts and, in some cases,
must obtain CO approval. Most large businesses have an approved
procurement system that is audited by a cognizant federal auditing agency.

€ Regional START and ERRS prime contractors: The table entitled “EPA
Response Contract” is include as Item 2 in the Appendix and lists the START
and ERRS prime contractors for each region and provides the CO contact for
each contract. The list of START and ERRS contracts changes as old contracts
end and new contractors are selected. The following Web site should be
checked for updates to this list:

http://www.epa.gov/oamsrpod/ersc/bpal/index.htm

2-8
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Another useful site is:

http://www.epa.gov.oamsrpod/ersc/Industry/index.htm

This site contains a list of Blanket Purchase Agreements that supplement the
emergency response contracts in an emergency.
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Notes
k /|

START Performance Work
Statement

& General capabilities
& On-call requirements
@ Response

& Site assessment

@ Preparedness and
prevention

@ Technical support
& PWS specific task list

€ General capabilities: The START contractor’s general capabilities are to

provide technical assessment and technical assistance during a response,
including health and safety support, air monitoring, sampling, and documentation.

On-call requirements: The START contractors are required to maintain
response capabilities 24 hours per day, 7 days per week, and 365 days per year
(24/7/365). Each region has defined the response time for various zones within
the region. For example, Region 5 lists the counties in each state that have a
2-hour response time. The START contractor must respond to any incident in
these listed counties within 2 hours after it receives notification. Response zones
and times vary from region to region.

Response: The START contractor must be able to provide adequate personnel
and equipment for the technical support of the following response activities:

» Emergency response

» Removal support (CERCLA)

» Removal support (PRP)

» Oil spill response

» Engineering evaluation/cost analysis
» Regional response center support

» Minor containment

» Site documentation

2-10
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*

Site assessment: The START contractor must be able to provide personnel
and equipment to conduct site assessments under CERCLA. The types of
assessments that may be conducted include (1) removal site evaluation,

(2) preliminary assessment, (3) site inspection, (4) site inspection prioritization,
(5) expanded site inspection/remedial investigation, and (6) Hazard Ranking
System and NPL packages.

Preparedness and prevention: The START contractor must be able to provide
the personnel and equipment to conduct the following preparedness and
prevention activities:

» Chemical emergency preparedness and prevention

» Contingency plans

» Chemical safety audits

»  Spill prevention control and countermeasures inspections
» Facility response plan reviews

» Qil program initiatives

Technical support: Technical support under the START contract covers a wide
range of activities, from analytical services to public participation. The national
PWS discussed 16 activities that may be conducted as technical support.
Typically, this portion of the PWS or one of the portions above will cover all
CERCLA and OPA assessment and technical support. The START PWS does
not cover design or construction work.

PWS specific task list: The PWS contains a list of specific tasks that the
contractor may be required to conduct as part of each of the major work
elements of the PWS. CORs and project managers can use this list to prepare
the scope of work for each START project.

September 2008
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ERRS Performance Work Statement

& General capabilities

& On-call requirements

€ Response operations
» Project planning

» Containment, countermeasures,
emergency and removal response

» Decontamination, response mitigation
» Transportation and disposal operations
» Restoration and soil stabilization

» Analytical services

» Demolition services

» Construction and support facilities

» Marine operations

General capabilities: The ERRS contract provides the personnel and
equipment to plan and conduct the physical operations during response actions.

On-call requirements: The ERRS contractors are required to maintain 24 hours
per day, 7 days per week, and 365 days per year (24/7/365) response
capabilities. Each region has defined the response time for various zones within
the Region. For example, the Region 8 ERRS contract requires the ERRS
contractor to be en route to the site within 2 hours of activation and to arrive at
the site within 12 hours of activation.

Response operations: The ERRS contractor must be able to provide adequate
personnel, material, and equipment to conduct emergency and removal response
operations. Specifically, the ERRS contractor must conduct the following
response operations:

» Project planning

» Containment, countermeasures, emergency and removal response
» Decontamination, response mitigation

» Transportation and disposal operations

» Restoration and soil stabilization

» Analytical services

» Demolition services

» Construction and support facilities

» Marine operations

In addition, the ERRS contractor must support government enforcement
proceedings, maintain site-related documentation, implement cost-control
measures, manage the overall contract and each task order, and manage and
track site costs.

2-12
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START Flow Chart

Contracting
Officer

!

Project
Officer

!

Task Order
Project Officer

Warranted

>

4|

~ Contracting
(0131 Officer
Representative

Notes 4 START Flow Chart: This flow chart shows the relationship between the START

4
N

CO, PO, TOPO, Warranted OSC, and COR.
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Notes

4
N

ERRS Flow Chart

Contracting

Officer
Project
Officer
Task Contracting
Order Wa(r)rggted Officer
Project Representative
Officer

€ ERRS Flow Chart: This flow chart shows the relationship between the ERRS
CO, PO, TOPO, Warranted OSC, and COR.
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START/ERRS Ordering Work

& START

» Verbal and written task orders and technical
direction documents (TDD)

¢ ERRS

»Verbal and written task orders
@ Work is ordered or changed by OSC or CO
» With contract authority
» Working within the ICS structure

Notes € START: There are differences between Regions in how work under the START

contract is ordered. In some regions, task orders are issued for project-specific

\ work, and technical direction documents (TDD) are no longer used. The task

- order describes the scope of work to be conducted by the START contractor. In

other regions, general task orders are issued for the four major PWS areas —
response, site assessment, preparedness and prevention, and technical support
— and then project-specific TDDs are issued under the more general task
orders.

Verbal task orders or TDDs are issued for emergency response. Each
emergency response has its own task order or TDD in some regions. One
emergency response task order or TDD exists in other regions, and each
separate emergency response is a subtask under the umbrella emergency
response task order or TDD. Written task orders are issued for all verbal task
orders and TDDs within days after the verbal authorization is provided.

In most regions, the CO or PO issue written task orders or TDDs for all non-
emergency response activities. The COR or project manager provides the CO or
PO with the specific tasks to be assigned to the contractor. The written task
orders and TDDs describe the scope of work to be conducted by the contractor,
the deliverables to be submitted, and the general schedule of activities. Removal
actions and other longer-term projects are funded incrementally in some regions.

Any alternate OSCs that may work on the project should be named in the TDD in
order for the alternate to be able to direct the contractor. This is especially
important for long-term removal actions which use several OSCs.
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€ ERRS: EPA orders work from the ERRS contract with a task order. The task

order describes the scope of work to be conducted by the ERRS contractor, the
type of equipment and personnel to mobilize to the site or incident, and the
mobilization date. The task order usually requires the ERRS contractor to
prepare a work plan.

Verbal task orders are issued for emergency responses. Written task orders are
issued for all verbal task orders within days after the verbal authorization is
provided. OSCs are warranted to issue task orders of up to $250,000 for
emergency responses. Even with a warrant, the OSC must follow the
procedures and policies of the region for issuing task orders to the ERRS
contractor.

The CO or PO issue written task orders for all non-emergency responses in most
regions. The COR provides the CO or PO with the specific tasks the contractor
is to conduct. The written task order describe the scope of work to be conducted
by the contractor, the deliverables to be submitted, the personnel and equipment
to be used, the mobilization date, and the general schedule of activities.
Removal actions and other longer-term projects are funded incrementally in
some regions.

Work is ordered or changed by OSC or CO: Work can only be ordered or
changed by an OSC or a CO with contract authority and who is working within
the ICS structure. OSCs and COs should not order or change work for a
contractor working in a different ICS structure.
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Module 2 - Overview of Response Contracts

Questions on Ordering/Changing
Work

What must an OSC have in order to
order/change work?

What other RSC members would be
able to order/change work?

How likely is it that an RSC member
would be able to order/change work?

September 2008
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Questions on Ordering/Changing
Work

What must an OSC have in order to
order/change work? — Warrant Authority

What other RSC members would be able

to order/change work? — CO or PO

How likely is it that an RSC member
would be able to order/change work? —

Not very likely

2-18
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Scenario - Ordering/Changing Work

You are an RSC member working for the
Planning Section Chief. You are not a COR,
TOPO, PO, or CO. The GIS Coordinator
within the Situation Unit is a START
contractor. You identify an additional task
that the GIS Coordinator should be
conducting. How do you go about getting
this necessary task done?

September 2008
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Notes
k /|

START/ERRS COR Responsibilities

@ COR responsibilities under START and ERRS

» Define scope of work for project prior to issuance of
TDD or task order

» Monitor work progress, budget, and schedule
» Request change in scope
» Evaluate contractor performance

@ Additional COR responsibilities under ERRS

» Review and approve DWOs

» Review and approve 1900-55s

€ COR responsibilities under START and ERRS: The COR is responsible for

providing the scope of work for the project to the CO or PO for the task order or
TDD, along with an IGCE for each project. The COR uses the PWS to provide
specific information about the tasks the contractor will be required to perform.
Once the task order or TDD is issued, the COR is responsible for monitoring the
progress of the work and for tracking the budget and schedule for the project.
The COR requests changes in scope, which may involve conducting additional
tasks to meet performance objectives, increasing the budget, or extending the
period of performance. The COR is responsible for ensuring amendments are
processed as needed to add dollars and hours or to extend the period of
performance. Each month, the COR reviews the START monthly report for each
START project and (1) provides feedback to the PO on whether the costs
invoiced by the contractor should be paid, and (2) evaluates the performance of
the contractor. The contractor must respond in writing to all negative
evaluations.

Additional COR responsibilities under ERRS: The OSC issues daily work
orders to the ERRS contractor that provide detailed information on the tasks to
be performed and the personnel and equipment to be used. An example daily
work order is included as ltem 3 in the Appendix. The ERRS contractor prepares
1900-55 forms daily, which summarize the costs incurred for personnel and
equipment. The COR reviews and approves the Form 1900-55. Field
accountants may also review and approve 1900-55s and should be designated
as CORs. In some circumstances, 1900-55s may not be generated daily.
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START/ERRS CO and PO
Responsibilities

@ CO/PO responsibilities
» Authorizing officials for contracts
» Approve contractor key personnel and EPA CORs
» Issue task orders and TDDs
» Monitor overall contract expenditures
» Approve use of overtime and subcontracting

» Review COIl determinations and future contracting
requests

» Evaluate contractor performance
» Review and approve invoices

Notes € CO/PO responsibilities: The CO and PO are the authorizing officials for the

N\ contract. The CO and PO are both from the contracting office in some regions.

k / In other regions, the CO is from the contracting office and the PO is from the
Superfund program office. The CO and PO approve any changes to the
contractor’s key personnel identified in the contract and also approve EPA
CORs. The CO and PO issue task orders and TDDs. Both the CO and PO sign
task orders and TDDs. In some regions, COs issue TDDs. In other regions, POs
or CORs issue TDDs. The CO and PO monitor the overall contract expenditures
and may also monitor individual budgets for task orders and TDDs. The CO and
PO approve overtime, and the CO approves requests for subcontracting. The
CO reviews and evaluates COI determinations and future contracting requests.
Section 9.2 of the Contract Management Manual which discusses Post Award
COI Determinations is included as Item 4 in the Appendix. The CO and PO
evaluate contractor performance and are required to evaluate overall
performance on the contract annually. The PO and Task Order Project Officer
(TOPO) are primarily responsible for reviewing and approving invoices and
coordinating payment through Research Triangle Park (RTP). In some Regions,
OSCs approve invoices.
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Notes

START Contractor Duties During
Major Incidents

4 Command — Health and
safety monitoring and
planning

@ Operations — Sampling
and documentation

@ Planning — Situation
reports, incident action
plans, and mapping

& START personnel in ICS
positions

4 Command - Health and safety monitoring and planning: START personnel

may assist as part of the command staff. START contractors would most likely
support the health and safety officer by monitoring and planning for health and
safety. START personnel may also serve other supporting roles in the command
staff.

Operations — Sampling and documentation: START personnel would collect
samples and prepare documentation as part of the operations function of the
ICS. START personnel could also conduct minor containment operations and
provide technical support for other types of operations. START personnel may
be assigned as leaders of small branches or divisions. For example, START
personnel served as leaders in household hazardous waste divisions during the
Hurricane Katrina response.

Planning - Situation reports, incident action plans, and mapping: START
personnel would be involved in the planning function of the ICS in several ways.
They would contribute to preparing the situation report by compiling and
presenting data from the field. START personnel may assist in preparing the
incident action plans and may support the environmental unit. START personnel
would also be involved in GIS mapping and data management.

START personnel in ICS positions: EPA RSC personnel may encounter
situations where START personnel are in positions in the ICS. This situation is to
be expected on large and complicated incidents such as the responses to
Hurricanes Katrina and Rita.
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ERRS Contractor Duties during
Major Incidents

The ERRS contractors will
usually conduct most of their

duties as part of the Operations
section of the ICS.

Notes € The PWS of the ERRS contract suits these contractors well for the Operations
N\ section of the ICS. Some ERRS personnel may work in the Planning section, for
k / example to address waste transportation and disposal. However, the vast
majority of ERRS work at a major incident occurs in Operations.
September 2008
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Any Questions?
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Module3: —
How Contractor Costs are_ L
Documented and Reviewed

S

|
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Response Contracts Basics Web Seminar

Review of Module 3 - How Contractor
Costs Are Documented and Reviewed

& RCMS

@ Logbooks

@ Daily Work Orders
& 1900-55s

® Invoices

# Regional differences

Notes € Module 3 describes how contractor costs are documented and reviewed, and

N\ includes a discussion of 1) RCMS, 2) logbooks, 3) Daily Work Orders, 4) 1900-
k / 55s, 5) invoices, and 6) regional differences.
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Removal Cost Management System
(RCMS)

# EPA software for estimating, projecting, and
tracking removal costs

& Estimates costs and assists with preparation of
IGCE

& Generates Form 1900-55
@ Projects future costs and burn rates
& RCMS template in Appendix

Notes € EPA software for estimating, projecting, and tracking removal costs: EPA’s

ERT developed the RCMS software for estimating, tracking, and projecting

\\ removal costs. RCMS is primarily used for the ERRS contractor, but some

. regions are now requiring its use by the START contractors. Actual ERRS and

START contractor rates are loaded into the RCMS program to estimate, track,
and project removal costs. To get technical support for using RCMS, call the
RCMS Hotline at 1-800-999-6990. Element 10, item 6 of the Core ER states
that, “All OSCs and other appropriate personnel have access to and can use
EPA’s Removal Cost Management System.”

€ Estimates costs and assists with preparation of IGCE: CORs use RCMS to
estimate the costs for upcoming removal actions and to prepare the IGCE. The
COR can use cost projections or actual cost data from similar sites that are
archived in RCMS. This function helps the COR to more accurately define the
scope of activities, the personnel to use, and the equipment needed for the
removal action. The COR is required to prepare an IGCE for each ERRS task
order. The RCMS cost projection serves as the IGCE.

A guide for preparation of an IGCE is available from the EPA’'s OAM at the
following Web site:

http://epawww.epa.gov/oamintra/training/igequid2.pdf

In addition, the document “Independent Government Estimates, A Student Text
Reference and Workshop” is included as Item 5 in the Appendix.
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€ Generates Form 1900-55: Costs are tracked daily using the RCMS program.
RCMS uses these cost data to generate the 1900-55 forms that the ERRS
contractor must submit to the COR for approval.

€ Projects future costs and burn rates: The RCMS program can also be used to
project future costs associated with a removal action. It projects these costs by
projecting “burn rates” for labor and equipment into the future. The RCMS
program can also alert the COR when a certain percentage of the budget for the
project has been expended so that the COR can decide whether amendments to
the task order are necessary.

4 RCMS template in Appendix: An annotated RCMS template is Item 6 in the

Appendix. The instructor will review the RCMS template on the following slides.

3-4
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RoMSs Date
EPA STANDARD FORM 1900-55 LIS ENVIBONMENTAL PROTECTION AGENCY — Page: 1
Porsonnel Report HAZARDOUS SUDSTANCE RESPONSE FUND CONTRACTOR COSTRECEIVING Date: 03282000
Siter ACME ENT CAV 1 Site #1234 This should be the official EPA Geivery Order % 00123456
Cuntratir 1 site number Cuntract#
DAILY
Empn oves Emploves ORI s HOURS: RATES L aROR ara PEREONNEL RER
o curssiFicaTION memsw | cooe | mee | ot rec or coeT cosT cosT crmt »

ABC Contractor:
Green, Bl AGs1Na Respanse Manager sinsor | e an| on| $aion| $aion|  $acaon $n o0 sacamn [ w a
Jones. Mike MI9076 Cauipment Operator 520501 | 214 oo| oo| #o000| %4500 $0.00 50.00 000 | N 10
Pamck, kevin KeBUas Lanorer / NOn a0 Hr Ozavs | B so| ou| $22on|  suoo|  si1e0oo $u00 swooo [N 5
Roberts. Lynn LRasas Field Cost Admin s213.01  |e 80| oo| $3200| sason| $25600 $0.00 s25600 [ N 1a

it Jirm JS1234 Equipment Operator ozoseEx |8 s0| oo| sezos| gooo| 60360 $0.00 se0360 [ N 1z

Davis Racon Wagas ADJUSTMEN TS = Ajjustmants ocour whan the Sarvics Data
1 doss not match the ROMS date
ABC Contractar EsiceiDe
L_ScrceDale
namamn —
Green, Dil oes109 Response Manager 51-05-01 |6 oo| o0o| sa100| sat00| 02000 30.00 $02000 [ N e
o=v2300
Crecn, Bil BC5100 Response Manager s1os01 |6 so| o0o| sa100| saroo0| sszso0 %0.00 ssz800 [ N 8
02/22/00
Green, i scsi0a Response Manager sioso1 e so| oo| $1100| $1100| 32900 F0.00 $320.00 [ ™ e
oav21/00
Green, Bill Bcs100 Response Manager siosor e ao| 00| $aro0| $aro0| $30s00 000 s3om00 [ W I
rr
Graen. Bl BGS109 Response Manager stoso1 e an| oo0| saton| sa1on| sacaon #0.00 sazaon [ N 15
| ——
| —
Task Code descriptions print on the
Sianature page of the 1900-55

TOTAL COSTFORTODAY 5250750 000 $2.80750
TOTAL COSTTO DATE $4.771.40

EPA STANDARD FORM 1900-55 US ENVIRONMEN TAL PROTECTION AGENCY Page: 2
Equpment Report HAZARNOUS SURSTANGF RESFONSE FUND CONTRAGTOR COST/RECEIVING P ———
Site: ACME ENT DAV 1 Site #1234 Deiivery Order # 00 123 456
Cortractor Cortract#

EQUIPMENT T1Em R RemsE 1ask | service vaLy rare | owa Gus 1oAY 1oiAL I e

cobE DATE HRS RATE TYPE % cosTs cosTs DATE crmt #

ABC Contractar:
Plckup-2 wheel arve PICKUP 1 01035010 |8 ozzs00 50 $60.00 | Reg | 10000% $0.00 $50.00 $azoo00| ™ 14
Excavator-CASE 688 | ABC123 03-030-040 | 2/15 | oxv2ev00 80| $350.00| Rea | 100.00% $0.00 $350 00 $70000 | N a
Excavator CASE 688 | ABCASG 03030000 |8 o200 80| $35000 | Reg | 10000% $0.00 $350 00 70000 | N 11
Radio-Handheld RADIO1 ozo015-010 |6 oazamo s0 $5.00 | Reg | 10000% $0.00 500 1000 | N 12
Computer-Portable PC_| ABcPC1 07-023-020 |6 ox/28/00 80 $15.00 | Reg | 10000% $0.00 $15.00 $3000 | N 8

Evan if & piaca of aquipmant is rantad, it should ba addad on the aquipmant

age =6 the number of days and hours can be tracked — RENTALS

ABC Contractor:

Ofce 8x40 TRAILERT 02056040 |6 ow2e00 s0 20.00 | Rent 0.00% 20.00 $0.00 13
- Coste for rontal squipment are
ADJUSTMENTS 1| tracked on the OFC page

ADC Contractor

Pickup-2 wheel arve PICKUR 1 ul-ussUL |6 uwzamu BU seuLu [ Reg | TULUL% Fu.0U 600U $a20.00 N 19
Pickup-2 wheel drive PICKUP 1 01-036-010 |6 032300 80 $60.00 [ Rea | 100.00% $0.00 $60.00 $420.00 N 18
Pickup 2 wheel drive PICKUP 1 01086010 |6 o200 80 $60.00 | Reg | 10000% $0.00 $60.00 $420.00 N 17
PiCkup-2 wheel drive PICKUP 1 oi-036-010 |6 ox21/00 50 $o0.00 [ Rey | 10000% $0.00 $50. 00 $420.00 N 15
Pickup-2 wheel drive PICKUP 1 01-036-010 |6 0320/00 80 $60.00 | Req | 10000% $0.00 $60.00 $420.00 N 15

RCME charges the full daily rate for a piace of equipment ragardiass
of the number of hours it worke each day. If only a percentage of the
daily rate needs to be charged, changing the rate percontage will
make that adjustment. This is also the way 1o Spiit costs among

3-5

TOTAL EGUIFMENT COST FOR TODAT F6.00 Si.06006

TOTAL EQUIPMENT COST TO DATE $1550.00

September 2008 3-5



Module 3 - Contractor Costs Response Contracts Basics Web Seminar

EPA 5 TANDARD FORM 1900-55 ONMEN 1AL PRO TEC TTON AGENCY

Us En NC rage: 3
HAZARDOUS SUBSTANCE RESPONSE FUND CONTRACTOR COST/RECEIVING

Other Fielu Custs Date. 0372802000

Site! ACME EN TERPRISES DAY 1
Contracm

Site % 1234 Deivery Oraer # Ui-1 23456
Contract %

DESCRIPTION DATE sTATUS TPE

copE

cosT

*

VENDOR ‘vmvovcz# arv | unTs cosT cosT crmt

A CoSt IS ConsIdered final WNen you receive he INVoice with the ctual amount SPent on that Tem. Examples
Wwould be a monthly invoice from the trailer rental company or a receipt from Wal-Mart

ABC Contractor: ]
Bottled Water 03/27/00 Final Subctr/Con 13 Sparkle Spring | SS0001 5 each $60.00 $3.00 $63.00 N 10
Disposal oz27/00 Final isposal 3 Disposal | A19876 2000 | tons $30,000.00 | $1,500.00 s31,50000 | v 12
Oisposal owz7/00 Final | Teanspurian | 5 iy City Hauin | BCr123 6| wan $a0.000.00 | $2.000.00 $azlooooo | N "
Lisposal w2 s penaing | Lisposal 3 A1 Lisposal wouu | tnE $a ooy | F23.500.0 Faus 500U v 1
Dispasal owzron | Penaing | Transportan | o Big City Hauin 1| eacn $10.00000 | 50000 $10.00000 [ w 10
Lodaing Pending | Lodain Holiday Inn 1 week $2,100.00 $105 .00 $2,205.00 v 13
Smee vio Penaing | Equipment | & Action Pental 1| Eaen $2/000.00 | $100.00 $270000 [ v a
Fer Diem Pending | PerDiem ADG Gontract 1| ween $1.502.00 $96. 60 s2020060 [ 4
Port-C-John Pending | SupctvCon | 13 123 Sanitation 2| each $800.00 $40.00 $840.00 ¥ le—=18
-
- -
o5t 1S consiaerea 6u have INCUITed 3 STie relaled Sxpense BT Nave | —
not yet rece r that expense. For example, you have rented a piece of If a ¥ appears in this column. additional information (comments) have heen entered for
quipment but the bill will arrive at the end of the hat charge should be placed this axpanse. The comment will appaar on the signature pags of the 190058 and i=
on the roferenced by the type of Sxpenss (Pereonnsal, Equipment or OFC) and the Ref # that

eolemtcallng] slenar el b =Ml St ain ol xample 15-O will appear on the last page of the

[quite expansive. il carry forward aach

‘day until the final bill has bean

mont. For o
55 with the comment for this iter

3-6

GTHER FIELD COSTS FOR TODAY (FINAL
PENDING TOTAL (ALL)

$70,06000 | $3,50500

§73,553 00

TOTAL = FOR TODAY (neliiding Pandng

TOTAL GTHER FIELD COSTE TG DATE Gneluding Pendingy

$696,104.10

EPA STANDARD FORM 1900-55
Commerts ana Daily Towmis

HAZARDOUS SURSTANCE RES

US ENVIRONMENTAL PROTECTION AGENCY

FUND CONTRACTOR COST/RECEMVING

Page: 4
Date: nwzs/2000

—

ine Ferso

ana OFC

N THE 'CM T COLUMN DENOTES A D

& - Administrative, 2/14 - Excavation/ Pit2, 8 — Demolition, 16 — Excavation /Pit 1, 18 - Operations,

[Task code descrptons from

nnel, Equipment
Getail pages.

ISPUTED 1 TE

Siter ACME ENT TAV 1 Sie #1294 Deivery Order # 00 123 456
- e
REF # CoOMMENTS
an Service Date: NZ7MN, Vendar Artion Rental, Cfice.Bxdr
PO for $2000.00
12:0 Service Date: 0/27/00. Vendor. A1 Disposal. Disposal
PO for $500,000.00
1m0 Serice Date: U2 /70U, Vendor. Holiay Inn, Lodging
, Comments from
$50MIONE-6 employees-7 nights e e e
> detail pages.
1a-0 Service Date. 0X27/00, Vernuon ABC Cuntratiur, Fer Die pag
6rday - 6 emplovees - 7 davs
150 Service Date: 0X27/00. Vendor: 123 Sanitation, Port-O-John:
1 monm esumane
7o Service Date: 02/27/00, Vendor. A1 Disposal, Disposal
FO for $500,000.00
TasK conFs

3 - Disposal, & - Transportation

PERCENTAGE OF CENILING UTILIZEN 59 17% N0 Fnd Date 124101

TOTAL DAILY COSTS (excluding Mending)

$77.660 60

TOTAL COSTS TO DATE (including Mending)

691,786 60

3-7
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ACME ENTERPRISES DAY 1

rFage 1
CMS Date | Fersonnel | Eguipment | Final OFCs Eending Daily Total Total Seiling Balance | % Remaining,

Prior Total 0.00 $0.00 $000 $0.00 $0.00 $0.00

O3727/2060 $1.563 50 5000 $367 50| $584,736 60|  $587.747 90|  $557 747 90| $1,000,000 00 1225210 a1 23%

narsasaon $2.a07 an|  $1.08000| %7352 00| $511.173 60|  %5am704 on| 591,735 50| $1.000.000 00| $408.064 50 an 2a%

Setail Total $4.77140|  $1.56000| $73.93050| $511.173 60| $591.735 50

T $4.77140| £1.86000 $511.172 60| $601.795 50| _$601.725 50| £1.000.000.00| $405.264 50 40 829

This is the IOL page. IOL stands for Incident Obligation Log. This page is a daily summary of
expenses for the current month and includes year to date totals as well as the current ceiling and
percentage of ceiling remaining. Although the IOL prints with the 1900-55 for the current
month, it can be printed at any time and for any date range.
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Notes
N\
N\

Logbooks

@ Personal log

¢ Site log

& Other logs

4 Guidance on maintaining logbooks

€ Personal log: Many EPA employees, including OSCs, maintain a personal log

in a bound document. Whether or not a personal log is kept is up to each
individual. When kept, the personal log should include detailed daily entries that
discuss such subjects as work accomplished during the response, meetings held
or attended, and decisions made. Logbooks are legal documents and may be
important evidence in future cost recovery litigation. Therefore, pages must
never be torn out of a bound logbook.

Site log: The OSC or the OSC’s designee (such as the START contractor or
USCG Strike Team) maintains the site log. The written site log documents all
activities and decisions; all safety messages; and all new personnel, equipment,
materials, and services on site. Because field records are the basis for
documenting site activities and will be used in preparing future reports, the
language should be objective, factual, and free of inappropriate terminology.
Once completed, the site log must be maintained as part of the site file. Site log
is also part of the cost documentation.

Other logs: Several other logs should be kept during a response: the (1) site
entry and exit log, (2) equipment and material log, (3) hot zone entry and exit log,
(4) photograph and videotape log of site activities, (5) drum or disposal log, and
(6) incident obligation log (IOL). The IOL is part of RCMS. All of these various
types of logs are part of the cost documentation.

Guidance on maintaining logbooks: Guidance on maintaining logbooks and
sample logbook entries can be found in EPA’s “Removal Cost Management
Manual,” dated April 1988 (OSWER Directive No. 9360.0-02B). Regional
enforcement personnel should be consulted about any logbook issues. RSC
members must turn all logbooks, photos, etc., into the Documentation Unit.

3-8
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Daily Work Orders

Notes ¢

4
N

@ Describes work to be performed
» Number and type of personnel to do the work

» Authorized equipment and expendable
materials

»Health and safety issues
» Sampling and analytical requirements
» Scheduling of shipments

@ Reviews work completed

Describes work to be performed: The DWO describes the tasks to be
conducted on that day. Work orders also can be for multiple days, depending on
the nature of the work. The general nature and quantity of the work are
described, such as “hazard categorization and stage in the storage area
approximately 15 drums.” The DWO identifies the number and type of
personnel authorized to do the work, and the equipment and expendable
materials authorized for use. The DWO also helps to identify safety issues,
sampling and analytical requirements for the coming day, and scheduling of
shipments of waste off site.

Reviews work completed: The DWO has space to note what planned activities
were completed. This helps to track the progress of the work at the site and
assists with planning the next day’s activities. Completed DWOs are another
source of information for reviewing contractor costs.

September 2008
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Form 1900-55

# Issued daily — personnel/equipment/other field
costs

4 Signed by contractor and COR

& COR compares 1900-55s to daily work orders,
site sign-in logs, and vendor receipts

Notes € Issued daily — personnel/equipment/other field costs: The ERRS contractor

N\ usually issues 1900-55s on a daily basis. On major incidents, this schedule may

k / not be possible until activities settle into a routine. In some cases, the COR may
request generation of 1900-55s on a weekly basis. Whatever the period, the
1900-55 itemizes all labor and equipment costs associated with the work
conducted during the period. An example Form 1900-55 is included as Item 7 in
the Appendix.

€ Signed by contractor and COR: The contractor and COR both sign the 1900-
55 form. The COR’s signature does not constitute approval of the costs,
however. Instead, costs are approved as part of the invoicing process.

4 COR compares 1900-55s to daily work orders, site sign-in logs, and vendor
receipts: The COR issues daily work order (DWO) to the ERRS contractor.
These DWOs detail the work to be conducted and the personnel and equipment
to be used. The COR then compares the DWO with the corresponding 1900-55
form and to site sign-in logs and vendor receipts to evaluate whether all costs are
properly reflected on the form. It is very important that all forms and log-in sheets
be timely, accurate, complete, and legible.
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Invoices

4 Submitted monthly
@ Required for payment of the contractor
# Review and approval process

Notes 4 Submitted monthly: The ERRS and START contractors submit one invoice per

N\ month. The invoice details all costs for each project the ERRS and START

k / contractor has been assigned in that month. The costs are broken out by project,
by labor, and by other direct costs, such as travel, reproduction, and
subcontracting. The invoice for the START contract is accompanied by a
monthly report that details the activities conducted and planned.

€ Required for payment of the contractor: An invoice must be submitted and
approved before the contractor can be paid. The Form 1900-55 does not trigger
payment of the contractor. The region recommends payment or suspension of
costs. RTP actually processes payment of the invoice.

4 Review and approval process: Invoice review and approval may vary from
region to region. Generally, the invoice is reviewed, approved, and
recommended for payment by the PO or TOPO. The PO or TOPO may seek
input from the COR for costs that seem erroneous. A field accountant will also
review the invoice and compare the invoice to the 1900-55s associated with the
work in some regions.
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Question on Cost Documentation
and Review

Would an RSC get involved in
documenting and reviewing
contractor costs?

And the Answerls ...

Would an RSC get involved in
documenting and reviewing
contractor costs?

Absolutely!
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Which RSC activities below are related to
cost documentation and review?

4 Checking in and checking out equipment

4 Observing and reporting to command post on
field operations

# Keeping log of personnel and activities of a field
crew

# Monitoring weather forecasts and changes in
weather

# Reviewing draft maps created by START
contractor

Sending sampling results to EPA headquarters

=X
4 T
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Notes

Regional Differences

¢ RCMS for START

® Invoice review

@ Daily work order and ICS forms
¢ Field accountant (FACC)

€ RCMS for START: Some regions, such as Region 4, are requiring that START

contractors use the RCMS program for all task orders. The START contractor
must track costs and issue 1900-55s. The 1900-55s must be reconciled with the
invoice. In other regions, RCMS is used only on long-term removal actions or
very large incidents.

Invoice review: Invoice review varies from region to region. Some regions
require the COR to review the ERRS invoice, while others have removed that
duty from the COR. Some regions have field accountants who are responsible
for tracking costs in the field using RCMS, for reviewing 1900-55s, and for
reviewing invoices. In other regions, the PO is primarily responsible for invoice
review and approval.

Daily work order and ICS forms: In most regions, the OSC issues DWOs to
the ERRS contractor. Under performance-based contracting, the ERRS
contractor would draft the DWO for review and approval by the OSC. The DWO
specifies the tasks to be conducted and the personnel and equipment to be used.
The DWO can also be used to document the tasks accomplished each day. An
example DWO is included in the Appendix as Item 3.

ICS forms are being used in some regions to document the work conducted. ICS
forms can also be used to detail the tasks to be performed and the personnel and
equipment to be used to complete them. Participants should describe how ICS
forms are being used in their Regions. An example Incident Action Plan, which
uses ICS forms, is included as Item 8 in the Appendix.

3-14
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*

Field accountant (FACC): The EPA field accountant (FACC) is an ICS position
that was created to provide financial assistance to EPA field operations during
major response incidents. The FACCs report to the Cost Unit Leader in the
Finance Section. The FACCs spend the majority of their time on-site reviewing
ERRS and START 1900-55s and DWOs, verifying equipment use and
addressing contract and financial issues. The FACC will have regular contact —
both written and verbal — with the ERRS and START COs and POs, EPA field
supervisors, ERRS response managers and field accountants, and START lead
field representatives.

September 2008
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Any Questions?
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Module 4:

Giving Direction to EPA
Contractors

4-1
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Review of Module 4 - Giving
Direction to EPA Contractors

# Giving direction to contractors
# Interactions to avoid

# Responsibilities for providing direction to
contractors

& Scenarios

Notes € Module 4 discusses the interaction between EPA and contractor personnel

N\ including the following 1) giving direction to contractors, 2) interactions to avoid,

k / 3) responsibilities for providing direction to contractors, 4) and a review of
scenarios that deal with EPA and contractor interactions.
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Giving Direction to Contractors

Notes ¢

4
N

@ Task orders and TDDs provide necessary
technical direction through the SOW

» Technical direction clarifies ambiguous
technical requirements in the SOW

» DWO provides detailed description of work
described in the SOW

» All technical direction must be within scope of
contract and SOW

» Verbal technical direction should be followed
up in writing

Task orders and TDDs provide necessary technical direction through the
SOW: EPA issues the task orders and TDDs with SOWSs that provide the
necessary technical direction to the contractor. Writing SOWs is an important
task performed by the OSC or other contracting officer representative (COR). An
RSC may be a COR for an ERRS or START project at major incidents. A good
SOW provides the foundation for EPA to obtain supplies and services at a fair
and reasonable cost and to get the best product or service on time and within
budget. All SOWs must fall within the scope of the PWS for the contract they are
issued under. The SOW provides the framework for communications between
EPA and the contractor. If site or project conditions change, a modification to the
original SOW may be required.

A SOW should be broad enough to allow contractor innovation and at the same
time define the contractor’s obligations to ensure the government achieves its
objectives. The SOW should clearly define the work to be performed, contain all
information required, and be within the scope of the contract.

» Technical direction clarifies ambiguous technical requirements -
Technical direction is verbal or written clarification of ambiguous technical
requirements. EPA provides technical direction starting with the statement of
work (SOW) for the task order, or TDD. Because of the nature of the work,
technical direction is usually required throughout the life of the project.

September 2008
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»

»

»

DWO provides detailed description of work described in the SOW -
DWOs should be prepared in consultation with the ERRS response manager,
or by the ERRS response manager for review and approval by the OSC. The
DWO represents the contractor’'s and OSC’s agreement on the tasks to be
completed that day, the type of personnel to be assigned to the tasks, and
the type of equipment necessary. The DWO outlines what needs to be done
but does not specify how or by what specific individual it should be done.

All technical direction must be within scope of contract - Technical
direction provided to contractors must fall within the scope of the overall
contract. EPA personnel interacting with contractors must have a thorough
understanding of the scope of work for the overall contracts, and should have
a copy of the PWS of the contracts they oversee. All questions or concerns
about whether specific activities are within the scope of a contract should be
referred directly to the CO. EPA Order 1900.A1CHG2 entitled “Interacting
with Contractors” is included as Item 9 in the Appendix.

Verbal technical direction should be followed up in writing - EPA
personnel should follow up any verbal technical direction with written
technical direction within 5 days in an amended DWO for ERRS. DWOs can
be amended at the suggestion of either the contractor or EPA. TDDs are
broad enough to cover most technical direction.

44
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® Interactions to Avoid ®

Contractors cannot perform
inherently government functions

(continued)

Notes € Contractors cannot perform inherently government functions: The extent of

" EPA’s contracting, coupled with its regulatory nature, means that a limited

k / number of contractors provide support in a variety of potentially sensitive areas.
Contractors are prohibited from performing anything intrinsic to executing
government responsibilities, including any function so intimately linked to the
public’s interest that the government is mandated to perform it. The FAR 7.5
defines Inherently Government Functions. EPA decision documents, such as
action memoranda and records of decision, must be prepared by EPA
employees.

In general, contractors can support the EPA as long as government employees
make discretionary and value-making decisions. However, EPA must always
play a proactive role in ensuring that final Agency products and decisions are
unbiased and appropriately represent Agency thinking. The contractor must
demonstrate that it is free from any conflicts of interest and that the contract
requires the contractor to disclose and rank alternatives available, the
procedures used, the substance of any deliberations and dissenting views, and
the sources relied on, and make clear the basis for the recommendations. Once
the Agency has accepted a final product from a contractor, EPA becomes
responsible for its content and for how it may be used in Agency decision
making.
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® Interactions to Avoid ®

Contractors cannot perform
personal services for EPA

(continued)

Notes 4 Contractors cannot perform personal services for EPA: A personal services
contract, by its express terms or as administered, makes the contractor’s staff
appear, in effect, to be government employees. The OSC is responsible to
ensure that the appearance of an employer/employee relationship does not exist.
This distinction can be upheld by maintaining separate work areas and by
ensuring that all work transactions, such as technical direction, are between the
COR and the contractor’s designated point of contact at the site. In essence, the
COR is expected to monitor contractor performance, rather than direct individual
contractor employees in their work. Personal services include actions, such as
approving or disapproving contractor staff or their personal time outside of daily
site activities, providing day-to-day instructions to contractor employees, and
evaluating the performance of individual contractor employees. CORs are not
allowed to provide contractor employees any type of direct performance
evaluation. EPA evaluates the performance of the contractor, but not of its
specific employees. EPA and OAM policy on personal services can be found at
http://intranet.epa.gov/oamintra/.

4
N
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® Interactions to Avoid ®

EPA personnel are prohibited
from certain actions related to
subcontracting

Notes € EPA personnel are prohibited from certain actions related to

»

»

»

»

subcontracting: EPA'’s only direct contractual relationship is with the prime
‘\\ contractor. The following are several key activities prohibited for EPA personnel
. involved in contract management:

Directing that any portion of work should be performed by subcontracting,
rather than by the prime contractor, is improper.

Directing the prime contractor to subcontract with a specific firm is strictly
prohibited. The mere suggestion that a particular firm be used is improper;
however, it is acceptable to provide a general list of potential subcontractors.

Providing technical direction to a subcontractor without the knowledge of the
prime contractor is improper.

Directly monitoring a subcontractor’s technical performance and financial
expenditures to the exclusion of the prime contractor is improper. Any
technical or financial subcontract problem must be documented and brought
to the attention of the prime contractor, who is responsible for subcontract
oversight.

September 2008

47



Module 4 - Giving Direction to EPA Contractors Response Contracts Basics Web Seminar

Notes
N\
N\

Responsibilities for Providing
Technical Direction to Contractors

4 OSC/COR
¢ CO/PO

4 OSC/COR: The OSC or COR is responsible for developing the SOW and IGCE

for the project. Warranted OSCs may also issue task orders and provide consent
on subcontracting in emergency incidents when the CO cannot be contacted.
The OSC or CORs provide daily technical direction to the contractor by issuing
DWOs. The contractor and the OSC or COR work together to develop the
DWOs. Both parties are required to sign the DWOs. Section 42.1 of the
Contract Management Manual, which discusses the Contracting Officer
Representative, is included as Item 10 in the Appendix.

CO/PO: The CO/PO are responsible for ensuring all task orders and TDDs are
within the overall scope of the contract under which they are issued. The CO/PO
also answer OSC/COR and contractor questions about whether a specific activity
is within the scope of the contract. The CO/PO do not provide daily technical
direction to the contractor.

The following policy and guidance documents are included in the Appendix:

» Item 11: Continuous Learning Policy for Acquisition Workforce

» Item 12: Acquisition Training Options

» Item 13: OFPP Policy Letter 05-01, Developing and Managing the
Acquisition Workforce

» Item 14: What is ACMIS?
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Scenario 1

Several START personnel are working with you, an
RSC and COR, in a field unit. You are the field unit
leader. You provide technical direction to an
individual to conduct perimeter air monitoring for
VOCs, combustible gases, oxygen, and carbon
dioxide while several drums are opened. The
individual agrees but says he must first discuss the
request with a different START individual.

What might be happening?

September 2008 4-9
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Scenario 2

You are an RSC working in the field as part of a unit that is
identifying and mapping the location of hazardous materials.
The Division/Group leader is a warranted OSC, and the unit
is made up of ERRS prime contractors and non-team
subcontractors, a START individual, and you. The work to
be conducted that day involves identifying and mapping
containers in Cell 23. A local official calls you and requests
support to conduct these same activities in a different area.
You send two ERRS subcontractors to the new area to
provide the requested support.

What, if anything, did you do wrong?
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Scenario 3

You are working in the IMT Planning Section as a
member of the situation unit. An experienced
START responder is the unit leader. The unit
leader assigns tasks for collecting information and
preparing the situation report. You receive your
task assignments from the START responder.

Is there anything wrong with this picture?

September 2008 4-11
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Scenario 4

You are an RSC working in the field as Igart of a unit that is
identifying and manging the location of hazardous materials.
You are not a COR.

You notice a contractor employee smoking in the hot zone.
What should you do?

You notice a contractor employee drinking a water in the
decontamination zone. What should you do?

You notice that a contractor employee has developed a rip
in the back of her tyvek. What should you do?

4-12
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Scenario 5

You are an RSC and COR and are part of a field
crew as field observer for EPA. The crew is
scheduled to work a 12-hour shift. After four hours,
bad weather develops and you send the crew back
to the hotel.

What, if anything, did you do wrong?

What is the appropriate billable time for the crew?

September 2008 4-13
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Any Questions?
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Module 5:

Wrap Up
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Module 5 - Wrap-Up

& As an RSC, be familiar with the START and
ERRS PWS’s

¢ If you are a COR, be very knowledgeable of the
START and ERRS PWS’s

» How costs are documented, reviewed, and
approved

& Be aware of what is considered acceptable
technical direction

@ Fully understand activities that are improper and
prohibited

(continued)

5-2
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Module 5 - Wrap-Up

Module 5 - Wrap-Up

€4 \When in doubt, check the contract and/or ask the
PO/CO

@ Know the prime and team subcontractors for
START and ERRS contracts and the POs and
COs

@ Know your role and function in the ICS

@ Expect to interact with contractor and government
personnel during a major incident

» Know the roles and functions of all personnel in
the ICS

“o) »Especially those you interact with the most

September 2008
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Any Final Questions?

5-4 September 2008




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000500044004600206587686353ef901a8fc7684c976262535370673a548c002000700072006f006f00660065007200208fdb884c9ad88d2891cf62535370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef653ef5728684c9762537088686a5f548c002000700072006f006f00660065007200204e0a73725f979ad854c18cea7684521753706548679c300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA <>
    /JPN <>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020b370c2a4d06cd0d10020d504b9b0d1300020bc0f0020ad50c815ae30c5d0c11c0020ace0d488c9c8b85c0020c778c1c4d560002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken voor kwaliteitsafdrukken op desktopprinters en proofers. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents for quality printing on desktop printers and proofers.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /NoConversion
      /DestinationProfileName ()
      /DestinationProfileSelector /NA
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure true
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles true
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /NA
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /LeaveUntagged
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice




