

                                                                 

Appendix B: Sample Appointment Letter for DARA 
Date

[Contractor’s name and address are shown belwo]
Jenise A. Bentle
Contracts Manager 

Level 3 Communications, LLC

2300 Corporate Park Drive, Suite 600

Herndon, VA 20171 

Sherelle Watkins

Senior Contracts Manager

Verizon Federal, Inc.
22001 Loudoun County Parkway, Suite C1-212 

Ashburn, VA  20147
RE: Appointment of WITS 3 Designated Agency Representative (DAR) Administrator 

Dear Ms. [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 DARA. This delegation of authority shall not exceed the bounds of the authority stated in the contract. 

[DARA’s name] is the only official with [Agency name] signature authority to assign DARs as agents to place service orders with your business office against the WITS 3 contract.  The service orders must reference a valid obligating document. You may contact the DARA by phone, [fill in phone number], or email, [fill in email address].  This supersedes all previous signature authority notification.   

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

This letter fulfills [Agency name] requirements in accordance with the GSA WITS 3 contract, Sections C and G (See Sections 3.2.2, G.1.1, G.1.1.6 and G.1.1.7 of the WITS 3 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 DARA appointed herein. Should you have any questions, please contact [POC name and number]. 

Sincerely, 

[Name] 

Agency Appointing Authority

[Agency]

cc: GSA Contracting Officer

Appendix C: Sample Appointment Letter for DAR 
Date

[Contractor’s name and address are shown belwo]
Jenise A. Bentle
Contracts Manager 

Level 3 Communications, LLC

2300 Corporate Park Drive, Suite 600

Herndon, VA 20171 

Sherelle Watkins

Senior Contracts Manager

Verizon Federal, Inc.

22001 Loudoun County Parkway, Suite C1-212 

Ashburn, VA  20147
RE: WITS 3 Designated Agency Representative (DAR) Notification 

Dear Ms. [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. 

The DAR is (are) responsible for the administration of the service orders issued under this contract and for accepting WITS 3 services and CPE on behalf of the agency.  The DAR(s) for each agency will be identified by the Agency’s DARA and will be subject to the rules, regulations, and conditions promulgated and enforced by that agency and the terms and conditions of the contract.  The specific authority grated to each DAR is authorized by the DARA and provided herein.  

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 WITS 3 contract, Sections C. and G (See Sections C.3.2.2, G.1.1, G.1.1.6 and G.1.1.7 of the WITS 3 contract).  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 name]. 

Sincerely, 

[Name]

Designated Agency Representative Administrator 

[Agency Name]

Version 2 (9/19/08)     

     8 
Version 2 (9/19/08)                                                                                                                                  2

