[bookmark: _GoBack]GSA DESIGNATED AGENCY REPRESENTATIVE (DAR)
APPOINTMENT FORM
for
Washington Interagency Telecommunications System 3 (WITS 3)
Contract Number (insert contract number)
Congratulations! You are hereby appointed a DAR by the (Agency Name) Designated Agency Representative Administrator (DARA) for the WITS 3 Contract as specified in Section C.3.2.2 of the referenced Contract. You can’t delegate this responsibility to others. This appointment does not include the right to modify the contract, or any of its terms and conditions, as only the GSA Contracting Officer may accomplish such actions.
Before authorizing orders direct from the Contractors WITS 3 OSS, you must complete any DAR training identified by your DARA. You are responsible to the Agency you represent for your actions, in accordance with the referenced Contract, the Agency’s policy and procedures you represent, and the Federal Acquisition Regulation (FAR) or applicable regulations.
You are required to adhere to the following in carrying out your responsibilities as a DAR:
- Familiarize yourself with the terms and conditions of the referenced Contract, particularly those within your area of responsibility.
- Ensure that a valid procurement instrument (e.g., purchase order) obligating funds is in place prior to placing a service order.
- Ensure funds are available on the procurement instrument and obligating document to fund the service order
- Verify that the service order requirements are consistent with the scope of the Fair Opportunity Decision associated with the service order
- Keep current on contractual service ordering procedures.
- Meet all appropriate Contract automated system security safeguards, such as access to ordering and billing systems.
- Comply with all appropriate Agency standards of conduct.
Promptly notify your DARA should you no longer perform the functions of a DAR, be reassigned from your present position, or become separated from your current employment/Government service, in order to facilitate the training/appointment of any successor. Your appointment shall automatically terminate on the date you separate from your current employment/Government service. Contact your DARA regarding any issues/concerns you may have and resolution of any disagreements between you and the contractor.
Your signature below or e-mail acknowledgement certifies that you accept and understand the responsibilities and limitations contained herein. If returning using e-mail, type “e-mail acknowledgement” in the signature block below. The date you include below is the effective date of your appointment.
	Name:
	Title:

	Agency/Organization:
	

	Agency Representing (if different from above):
	

	Phone #:
	E-Mail:



DAR Signature:_________________________________	Date:_________________________
Date

Sherelle Watkins
Senior Contracts Manager
Verizon Federal, Inc.
13100 Columbia Pike
Silver Spring, MD 20904
RE: Appointment of WITS 3 Designated Agency Representative Administrator (DARA) 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







Date

Sherelle Watkins
Senior Contracts Manager
Verizon Federal, Inc.
13100 Columbia Pike
Silver Spring, MD 20904

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]

