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1. DAR PROCESS FLOWCHART
[image: image1.jpg]Networx Contractor accepts orders only from those authorized to place (COs or DARs) (Networx Contract C.3.5.1). DAR Guidelines simplified to call both DARs
(DAR Guidelines). Therefore, Networx Contractor must validate orders against DAR List, which must come from the Agency DAR Administrator.
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2. TEMPLATE FOR 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) 
REFERENCE: APPENDIX B IN THE DAR GUIDELINES.
www.gsa.gov/networx
· Guide, Tools and Resources

· DAR Guidelines

3. TEMPLATE FOR 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) 

REFERENCE: APPENDIX A IN THE DAR GUIDELINES.
www.gsa.gov/networx
· Guide, Tools and Resources

· DAR Guidelines

4. TEMPLATE FOR FAIR OPPORTUNITY NOTIFICATION LETTER
Mr. Jack Braun (for Networx Universal)

Mr. Robert Abood (for Networx Enterprise)

Networx (Universal/Enterprise) Contracting Officer

General Services Administration

10300 Eaton Place

Fairfax, VA   22030

Dear Mr. Braun/Mr. Abood,

As the designated Contracting Officer for the (enter Agency/Bureau Name here) I would like to take this opportunity to advise you of our selection of (Networx vendor name) under Networx contract (enter number here) as our preferred provider for the following Networx Service Competition Package:

(Agency then identifies their “Service Competition Package” here by an Agency tracking number and a list of the services in the package)

We have assigned (Mr./Ms. enter name here) to be the Designated Agency Representative (DAR) Administrator(s) for this selection, under our Agency Hierarchy Code(s) (AHCs) (enter AHCs here).  Mr./Ms. (enter name here) can be contacted at (enter phone numbers and e-mail addresses here).

Please be advised that our decision was based upon our evaluation criteria as determined necessary for the fair opportunity assessment of all those Networx vendors awarded contracts under the Networx Universal or Enterprise acquisition identified above.  This decision has been properly documented and placed in our files accordingly.

Should you have any questions regarding this notification, please contact (enter POC name, phone nr and/or e-mail here).

Sincerely,

Contracting Officer

REFERENCE: ATTACHMENT B  IN TWG FAIR OPPORTUNITY GUIDELINES.
www.gsa.gov/networx
· Networx Transition

· Networx Transition Library

· Resources

· TWG Fair Opportunity Guidelines

5. RESOURCES

DAR Guidelines

Go to: www.gsa.gov/networx
Use the following headings or click on the provided link:

· Guides, Tools and Resources
· DAR Guidelines
Networx Contract (Section C.3.5.1)

Go to: www.gsa.gov/networx
Use the following headings or click on the provided link:

· Guides, Tools and Resources
· Enterprise Base Contract Requirements
· Universal Base Contract Requirements
Networx Fair Opportunity and SOW Guide

Go to: www.gsa.gov/networx
Use the following headings or click on the provided link:

· Guides, Tools and Resources
· Networx Fair Opportunity and SOW Guide
TWG Fair Opportunity Guidelines

Go to www.gsa.gov/networx
Use the following headings or click on the provided link:

· Networx Transition

· Networx Transition Library

· Resources

· TWG Fair Opportunity Guide
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