USAID

FROM THE AMERICAN PEOPLE

Agreenment Officer's Representative (AOR) Designation -
Grant Adnini stration

TO DCHA/ OFDA, Liza Mantilla, Christine Gottschal k
FROM M OAA/ DCHA/ OFDA, Lance Butler 111, Agreenent Oficer (AO
SUBJECT: Grant Administration Authorities

REF: Award Nunber Al D-OFDA-10O 12-00045 with UNDP - United Nations Devel opnent
Pr ogram

You have been nominated to be the designated representative to provide technical and
adm ni strative oversight of the above referenced assistance award. In this letter,
formally accept this nomination and designate you the Agreenment O ficer's
Representative (AOR) for the award. As the AOR, you nust work as part of a teamwth
me or ny successor Agreenment O ficer to ensure that USAID exercises prudent managenent
over its assistance funds. This letter and the rel evant sections of Automated
Directives System (ADS) Chapter 303, Chapter 303, Grants and Cooperative Agreenments to
Non- Gover nnental Organi zations, state the specific duties, authorities, and
limtations that acconpany this designation. Your famliarity with ADS 303; 22 CFR
226, Adninistration of Assistance Awards to U.S. Non- Governnental Organizations; and
Acqui sition and Assistance Policy Directives (AAPDs) issued periodically that affect
your duties as AOR is critical to carrying out your responsibilities successfully. You
shoul d maintain frequent |iaison and direct conmunications with the recipient, but you
nmust understand that the nature of the relationship is that of supporting their public
pur pose, not obtaining the recipient's technical assistance or services for USAID

As an AOR, you rmay be held personally liable for unauthorized acts. Properly

di scharging your duties and responsibilities as an AOR nmininizes your risk of facing
di sciplinary action. The areas in which you nmust be particularly cautious involve
contracting authority and financi al nmanagenent because inproper actions could indicate
gross negligence. In Grant Administration, this involves exceeding your authority as
an AOR and taking actions that are beyond your authority as delegated in this letter.

I f you have any questions in this area, contact the AO for advice BEFORE you take any
action.

I n Financi al Managenment, your risk increases when you act in a manner that is other
t han what woul d be expected of a reasonable individual. At a nmininmum a reasonable
i ndi vi dual woul d:

« Take reasonabl e steps to assure that the recipient has subnmitted all required
program and financial reports;



« Make | ogical decisions fromthe information they have available (even if it isn't
conmpl ete); and

e Docunent and provide justification for the action. (The docunentation need not be
formal or extensive, but it should be easily understood by an auditor or other third
party individual reviewing it.)

I . RESPONSI BI LI TI ES

As ACR, your first responsibility is reading the entire grant and thoroughly

acquai nting yourself with its purpose, terns, conditions, and the respective roles and
responsibilities of the recipient, the AO and the AOR in ensuring the grant
acconpl i shes its purpose. You should also periodically reviewthe grant to maintain
famliarity with its terms and conditions.

AOR responsi bilities include:

A. Monitoring. You nust nmonitor the recipient's progress in achieving the objectives
of the Program Description in the subject award and for verifying that the recipient's
activities being funded by USAI D under the referenced award conformto the terns and
conditions of that award. For exanple, U.S. organization recipients that expend

$500, 000 or nore in Federal funds during a fiscal year nmust obtain a single or

program speci fic audit conducted for that year in accordance with OVMB G rcul ar A-133.
Non-U. S. organi zation recipients that expend nore than $300,000 or nore in Federa
funds during a fiscal year nust also obtain an annual audit in accordance with ADS
591.3.2.1, Financial Audits of USAID Contractors, Recipients, and Host Governnent,
section 591. 3. 2. 1.

B. Gant Revisions. You nmust nmake a witten recommendation to the AO when any changes
to the Program Description, technical provisions, and/or any other termor condition
of the award are necessary and include a justification for the proposed action

C. Financial Mnagenent. Although the responsibility for maki ng paynents and
accounting for funds and bal ances rests in the Bureau for Management, O fice of
Fi nanci al Managenent (M FM or overseas Controller, you nust administer financia
managenent responsibilities by

 Ensuring that all funding actions conply with USAID s forward fundi ng guidelines in
ADS 602, Forward Fundi ng of Program Funds.

e Reviewing the recipient's request for paynents or financial reports and providing
or denying your administrative approval if required by the policy and required
procedures in ADS Chapter 630, Payabl es Managenent.



e Monitoring the financial status of the award on a regular basis to ensure that the
| evel of funding is the mininmumnecessary. |f the funding exceeds forward funding

gui del i nes wi thout proper authorization, you nmust adjust the next incremental funding
anount to achieve conpliance with the forward fundi ng gui del i nes.

« Devel opi ng accrued expenditures on a quarterly basis in accordance with ADS 631
Accrued Expenditures, and instructions fromMFMor the Mssion controller. Please
note that you nust acconplish this task using information on hand and nust not
interpret this requirenment as authority to request any additional financial reports
fromthe recipient.

e« Reviewi ng and docunenting the review (for exanple, signing and dating a copy of the
financial report) of financial status reports for U S. organizations with letters of
credit and periodic advance paynments to nonitor financial progress. This includes:

e Contacting the recipient for further explanation if questions arise regarding the
appropri at eness of expenditures, and
« Contacting the AOif not satisfied with the recipient's explanation

e Notifying the AOif at any point it is apparent that the funds are no | onger needed
for the purposes for which they were obligated. (See ADS 621, bligations and
Mandat ory Reference 621naa, Deobligation CGui debook).

e Monitoring recipient conpliance with the requirenment for themto obtain any host
country tax exenptions for which they are eligible.

« Mnitoring any cost sharing requirenments.

e Upon conpl etion of the work under the award, review ng any unliquidated obligation
bal ance in the award and working with the AO to deobligate excess funds before
begi nni ng cl ose-out acti ons.

D. Security. You nust coordinate with the Ofice of Security (SEC) or its designee to
obtain the necessary security clearances and appropriate identification for the

reci pient and designated personnel if the grant is classified in accordance with ADS
Chapter 567, Cassified Contracts, Grants, Cooperative Agreenents, and
Contractor/ Reci pi ent Personnel Security. If this grant is unclassified, but requires
reci pi ent enpl oyees to have building passes to enter either the USAI D Headquarters
buil ding or a Mssion or Enbassy overseas, you must coordinate with your Bureau or

O fice Adm nistrative Managenent O ficer, M ssion Executive Oficer, or other

i ndi vi dual responsible for requesting passes (see ADS 567). You nust also notify SEC
whenever any recipient personnel no |onger need a building pass.

I'1. ADM NI STRATI ON



A. Communi cations: ADS 303, Grants and Cooperative Agreements to Non- Governnent al
Organi zations, section 303.5.17, contains the policy directives and required
procedures for our joint administration of grants and cooperative agreenents.

Agreenment officers are the nandatory control point of record for all officia

communi cati on that would constitute an anendnment to the award; therefore, please
ensure that you provide me, within two business days after you transnmit it to the
recipient, a copy of any conmunications between you and the recipient that may |lead to
an anendnent to the award or that may affect the recipient's rights or
responsibilities under this grant. You are responsible for reviewing all performance
and financial reports for adequacy and responsiveness and for requesting that | take

t he necessary action when these reports are not submitted, are inadequate, or indicate
a probl em

B. ACR Files: As the AOR, you have an inportant responsibility for establishing and
mai nt ai ni ng adequate ACR files. These files are your primary tools for carrying out
your duties and responsibilities as the AOR for this grant and provi de docunentation
of your actions. Inadequate or inaccessible files will inpede your or your successor
AOR s ability to nmanage the grant and therefore may jeopardi ze the programfor which
it was awarded. These files will also help successor AORs to understand your actions
as AOR and the reasons behind such actions, as well as provide adequate files for
audit purposes. You nust ensure that the files contain the foll ow ng:

« A copy of this AOR designation letter

e« A copy of the grant and all of its amendnents;

* A copy of all correspondence between the ACR and the recipient;

e The nanes of technical and adm nistrative personnel assisting the AOR

e A copy of records of ACR approvals, invoices, and other financial documents,
initialed to denonstrate AOR review, as well as other admnistrative paperwork and

correspondence;

e The basis for the AOR s accrual estimtes, see ADS 631, Accruals, section 631.3.1,
and its Additional Help docunment 63lsab, Accrual Docunentation

e A copy of financial docunentation to support their activities in the financia
managenent area such as the SF-269 (ADS 630, Payabl es Managenent, section 630. 3. 2);

 Budget pipeline analysis docunentation

e Docunentation of any other action taken by the AOR in accordance with this
del egati on.



Until such tine as the Agency has an approved electronic filing system origina

si gnature docunents and any other docunents in the AOR files that are part of the
official award file, nmust be nmaintained in hard copy. You nmust not use text nessages
for any official conmunications with the recipient.

I11. LIMTATI ONS

A. Scope of Authority/Avoiding Unauthorized Commitnents. Your authority does not

i ncl ude maki ng any changes in the Program Description, the terms and conditions of the
award, or the total estimated budget. | nust caution you that actions you take or
directions you give beyond the authorities provided in this nenorandum or in ADS 303
may create unauthorized conmmitnents under the award. Any such unauthorized actions may
lead to serious disputes and |l egal action that unnecessarily tie up Agency personne
and resources. You may be held personally liable for such actions, and in the worst
case, you nmay be subject to disciplinary action if it is deternmi ned that the

unaut hori zed conmitnent is a violation of the Anti-Deficiency Act, 31 U S. C. secs.
1341- 1351, which provides for crimnal penalties.

B. Re-del egation. You nmay not re-delegate the authorities or responsibilities
contained in this menorandumto any ot her person. When carrying out your AOR duties,
you may ask others to assist you, but such assistance has limts. For exanple, you may
ask others to conduct fact-finding or nake recommendati ons regardi ng actions you nay
take as AOR. However, anyone assisting you nust not take any action that directly
affects the recipient's rights or ability to carry out the program for which the grant
was awarded. The ultinate responsibility for any actions taken, by you or others
assisting you, renmains with you.

C. Alternate AR In your absence, and only in your absence, Christine CGottschalk is
hereby authorized to act on your behalf. If this individual is not available to carry
out your AOR responsibilities during your absence, notify the AO as soon as possible
to discuss alternatives. To ensure mininmal disruptions, please notify the recipient
and the AO as soon as possible when you will be unavailable to discharge your AOR
responsibilities for a period of nore than two weeks. If the alternate is not
avai l abl e in your absence, direct the recipient to receive any guidance fromthe AQO

D. Duration of AOR Designation. This designation will remain in effect for the life of
the award unless the AOrescinds it in witing or you resign this position. If you
cannot fulfill your responsibilities as AOR for any reason (for exanple, transfer to
anot her post), please notify the AO as soon as possible in order to ensure the tinely
designation of a successor

I'V. TRAI NI NG



USAI D has a COR/ ACR Certification Programw th formal classroom courses that conplies
with USAID internal policy and FAC - COR requirenents. USAI D ADS 458, Training and
Car eer/ Prof essi onal Devel opnent establish the Agency's policy directives and required
procedures for AOR certification. | have verified that you have conpl eted the COR/ AOR
Certification Program but please be advised that you nust conplete at |east 40 hours
of Continuous Learning Points (CLPs) every two years in order to maintain your
certification.

V. STANDARDS OF CONDUCT AND CONFLI CTS OF | NTEREST

As an enpl oyee of the Federal Governnent, you must respect and adhere to the
principles of ethical conduct set forth in Title 5 of the Code of Federal Regul ations,
Part 2635- St andards of Ethical Conduct for Enployees of the Executive Branch, 5 CFR
2635. You must notify the AO inmmedi ately of any suspected fraud, bribery, conflict of
i nterest, or inproper conduct on the part of the recipient or any nmenber of its staff.

As an AOR, you are responsible for protecting the U S. Governnment's interests, while
supporting its reputation for fair and equal dealings with all partners, including
grant recipients. Therefore, if you have any direct or indirect financial interests in
violation of 18 U S.C. 208 and/or 5 CFR 2635.401 and 5 CFR 2635.501 that may pl ace you
in a position where there is a conflict between your private interests and the public
interest of the United States, you nust inmrediately informyour supervisor, the
Agreement Officer, and the Assistant General Counsel for Ethics Adm nistration (GC EA)
of this conflict so that appropriate action nmay be taken. (For nore infornmation on the
GC/ EA, see http://inside.usaid.gov/iAGIEA/. Note this information is only avail abl e
on the USAID intranet.) As AOR, you nust avoid the appearance of such conflict in
order to preserve public confidence in the U S. Governnent (USG enployee's conduct of
busi ness. Furthernore, you nust be aware of the post-enploynent restrictions on forner
USG enpl oyees, including Personal Service Contractors, found in 18 U . S.C. 207 to

det ect possible violations.

ACKNOW.EDGEMENT
Your signature below confirnms that you
(1) Accept this appointnent;
(2) Agree to conply with all duties, responsibilities, and linmtations outlined in
this letter, particularly those pertaining to conflicts of interest by agreeing to
conduct business dealings in a conpletely inpartial manner that avoids conflicts of

interest; and

(3) Meet the ACR eligibility requirenents, including conpletion of the COR AOR



certification program that includes the Web-based Phoenix Accruals online course and
completion of A&A 104: Acquisition and Assistance Management for CORs and ACRs.

I HEREBY ACCEPT THIS APPOINTMENT AND ACKNCWLEDGE MY DUTIES AND RESPONSIBILITIES:

/M» 03/2¢/ 12

-
Liza Mantilla, ACR Date

after signing, return this original wmemorandum to me within days. Retain a copy for
I will acknowledge your acceptance of this designation by signing bhelow
you and the cothers indicated below.

G5

\
Butler III, Agreemant Officer Date

cC:

DCHA/OFDA: hLiza Mantilla, AQOR, Christine Gottschalk, Alternate AOR

M/CFO/CMP: UNDP - United Nations Development Program, Paying COffice or Mission
Controller

*This letter supersedes previcus editions ¢f this letter for this Award."

Alternate
Agreement Officer's Representative (ACR) Designation -
Grant Administration
TO: Christine Gottschalk
REF: Award Number AID-OFDA-I0-12-0004% with UNDP - United Nations Development Program
ACKNOWLEDGEMENT
Your signature below confirms that you:
(1) Accept this appeointment.
{(2) Agree to comply with all duties, responsibilities, and limitations outlined in

this letter, particularly those pertaining to conflicts of interest, by agreeing to
conduct business dealings in a completely impartial manner that avoids conflicts of



interest.

(3} Understand that you are only authorized to perform these duties in the absence of
the AOR.

(4) Meet all eligibility requirements, including completion of the COR/ACR
Certification Program.

I HEREBY ACCEPT THIS APPOINTMENT AND ACKNOWLEDGE MY DUTIES AND RESPONSIBILITIES AS
ALTERNATE AOR:

P §/22/2

Christine Gottschalk, Alternate AOR Date

After signing, return this original memorandum to me within days. Retain a copy for
your records. I will acknowledge your acceptance of this designation by signing below
and sending a copy te you and the others indicated below.

1507

Laafe ButVér Ié&f/igreement Officer Date

ceo:
DCHA/OFDA: Liza Mantilla, AOR, Christine Gottschalk, Alternate AOR

M/CFO/CMP: UNDP - United Naticns Development Program, Paying Office or Mission
Controller

“This letter supersedes previous editions of this letter for this Award."





