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To:	Paul J. Liberty, Vice President for Government and Community Relations 
From:	Sandra Magnani, Senior Buyer, Purchasing
Date:         September 16, 2025
Contract:	GMU-SM0505-25, Legislative Liaison Services (Tow Capitols Consulting)
[bookmark: _Hlk169028088]Subject:   	Delegation of Contract Administration

You are hereby designated as the Contract Administrator for the referenced contract. The scope of your authority includes managing all facets of the contract to assure that the Contractor’s performance is in accordance with the contractual commitments and that the obligations of the Contractor under the terms and conditions of the contract are fulfilled. The following guidelines apply to your responsibilities as the Contract Administrator for this contract:
1. If purchase orders are required to be issued, you are responsible for ensuring purchase orders are issued prior to services being rendered. 
2. You are responsible for ensuring that any rebates, commissions, signing bonuses, incentives or other financial commitments made by the contractor have been received by Mason.
3. You are responsible for reviewing the proper documents to ensure that the contractor is strictly adhering to contractual pricing.
4. Contract Administrators must be aware of the subcontractors used by the prime Contractor. In the event that the Contractor desires to subcontract some part of the work specified herein, the Contractor shall furnish the names, qualifications and experience of their proposed subcontractors and you must approve, in writing, prior to deployment of subcontractor(s). You must forward a copy of the written approval to Purchasing.  
5. You will work with the Contractor throughout the contract’s duration and provide instructions and/or answer questions in connection with the contract.
6. If you wish to initiate changes to the scope of work, submit requests to my attention so a formal written change order to the contract can be issued.
7. If deliverables are required you will be responsible for approving such deliverables under the contract. If such work is found to be incomplete, you have specific authority to require its correction.
8. Any problems or deviations from the contract should be promptly reported to me, if in your judgment, the scope of the contract is not being fulfilled. Depending on the seriousness of the problem, written documentation may be required so that adequate corrective action can be taken.
9. You may designate other personnel, in writing, to assist in the administration of this contract. If you do so please ensure a copy of the designation is sent to Purchasing.
10. If this contract contains a clause where Mason agrees to notify one or more parties when Mason receives or responds to a FOIA request related to such contract or agreement, you are responsible for notifying the FOIA Compliance Officer in writing.
11. Attached for your reference is the Contract Administration Training Manual. 
Please contact me with any questions.
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