Office of Regional Procurement Notice No. 18








August 19, 2003

TO
:
All Contractors and Grantees

FROM
:
William E. Reynolds, Contracting Officer

SUBJECT
:
Submission of Development Experience Documents
USAID/Washington’s Office of Procurement has noted the significant incidence of failure to submit development experience documents to USAID’s Development Experience Clearinghouse (DEC) by Contractors and Grantees as required by their respective contracts and grants/cooperative agreements.  By issuance of this ORP Notice, we are reminding our Contractors/Grantees of this requirement.
For Contractors, AIDAR 752.7026, Reports (Oct. 1999), states:

 

“(a) Reports required.  The Contractor shall prepare the following reports:


(1)
A semi-annual, substantive report submitted within 45 days of the end of the period being covered, covering the status of the work under the contract, indicating progress, setting forth plans for the ensuring period, and including recommendations covering the current needs in the fields of activity covered under the terms of this contract.


2)
(This paragraph (a)(2) is applicable to cost reimbursement contract only.)  A semi-annual, administrative report submitted within 45 days of the end of the period being covered, covering expenditures by contract budget category, personnel employed under the contract, and foreign nationals being trained under the contract (if any).


3)
A final report which summarizes the accomplishments of the assignment, methods of work used, and recommendations regarding unfinished work and/or program continuation.  The final report shall be submitted within 60 days after completion of the work hereunder unless required date of submission is extended by the Contracting Officer.


(4)   Any other reports specified in the Schedule or this contract.

(b)
Distribution of reports.  Copies of reports required under paragraph (a) shall be distributed as follows:

 
(1)
3 copies to the Contracting Officer;


(2)
4 copies to the Project Officer; and


(3)
2 copies to the Bureau for Policy and Program Coordination, Center for Development Information and Evaluation, Office of Development Information, addressed as follows:  PPC/CDIE/DI, ACQUISITIONS ….”

For Recipients, both US and non-US NGOs, there is in the grant Schedule, a section entitled Reporting and Evaluation where under Final Report, Program Reporting, the following is to be found:
“The Recipient shall submit the original and one copy to the CTO…and one copy to USAID Development Experience Clearinghouse, ATTN: Document Acquisitions, 1611 N. Kent Street, Suite 200, Arlington, VA 22209-2111 (or e-mail: docsubmit@dec.cdie.org).”
The above clause and provisions require contractors and recipients to submit one copy of reports and information products which describe, communicate or organize program/project development assistance activities, methods, technologies, management, research, results and experience.  Doing this can save USAID the expense of all too frequently repeating efforts if we have this information archived and easily accessible in DEC.
USAID’s Development Experience Clearinghouse (DEC) e-mail address is docsubmit@dec.cdie.org.  Their website is http://www.dec.org/submit_doc.cfm.

Also, by way of this ORP Notice, I am informing you that effective August 18, 2003, the new address and contact numbers for the Development Experience Clearinghouse are as follows:


Development Experience Clearinghouse


8403 Colesville Road, Suite 210


Silver Spring, MD  20910


Tel. No. (301) 562-0641


Fax No. (301) 588-7787. 

If you have questions concerning submissions, please contact Mr. Lee White, USAID/PPC/DEI, e-mail: leewhite@usaid.gov, tel. no. (202) 712-4696.
Point of Contact:  For more information concerning this notice, please contact the Office of Regional Procurement, USAID/Philippines at telephone numbers 552-9923 or 552-9924.

