TEMPLATE FOR APPOINTMENT LETTER FOR DAR

(Put on Agency letterhead)
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 appointment of Renee Cannon of GSA as a DAR for our Agency. 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.
This letter fulfills [Agency name] requirements in accordance with the GSA Networx (Universal or Enterprise) 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 named herein.  Should you have any questions, please contact [POC].
Sincerely,
Agency Appointing Authority 
cc:  Renee.Cannon@gsa.gov
       networx.transition@gsa.gov
