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TAB 5
COR Nomination Letter



TAB 5:  Sample Contracting Officer’s Representative 
Nomination Letter:


NOTE:	THIS FORM IS IN THREE PARTS.  ALL PARTS MUST BE COMPLETED AND THE FORM SIGNED BY THE SUPERVISOR (OR HIGHER AUTHORITY) OF THE NOMINEE.		


PART I:     NOMINATION OF INDIVIDUAL

The following individual is hereby nominated to perform the duties of COR on Contract Number: _______________________________ Order Number: __________________.


COR NAME: _______________________________________________ 
COMPLETE ADDRESS with zip code & OFFICE SYMBOL: ____________________________
TELEPHONE NUMBER: ___________________ DSN: ________________________
KO: ___________________________ Phone: ______________________

PART II:     QUALIFICATIONS OF NOMINEE

1.  The above individual is familiar with pertinent contract clauses such as changes, inspection and acceptance, Government-furnished property, termination, and the concepts of excusable and non-excusable delays in contract performance.  This individual possesses the necessary ability to analyze, interpret, and evaluate factors involved in contract administration.  This individual has the technical and administrative abilities and the required security clearance commensurate with the proposed COR duties.  The individual's integrity and adherence to the Standards of Conduct DoD 5500.7-R, The Joint Ethics Regulation (JER) and the Procurement Integrity Act (FAR 3.104) are above reproach.  In addition, the nominee has the time available to adequately perform such duties.

2. COR TRAINING COMPLETED                		HOURS                DATE       
                  ATTENDED        Day/Month/Year

40 Hr ALMC Resident                            _______             __________
40 Hr Other Agency (ALMC Equivalent) ________            __________           
40 Hr Contractor (ALMC Equivalent) ___________            __________            
4 Hour DAU COR Overview Course _____________           __________            
8 Hour DAU COR with Mission Focus ___________          __________
                    

No COR will be appointed if they take the COR Overview or COR With A Mission Focus course.  
_____Note 2: (Check if applicable) The Nominee is currently attending one of the above 40 hour courses.  I will notify the Contracting Officer by Memorandum immediately upon completion of training scheduled for _____________________. (Day/Month/Year)

Submit an electronic pdf copy of the completion certificate immediately, upon availability, to KO.  The KO must provide an electronic pdf file to the G-3/5/7 Training and Programs Division.


3. PREVIOUS COR EXPERIENCE ON MOST RECENT CONTRACTS:

   	CONTR No.        CONTRACTOR/ADDRESS CONTRACT  TYPE      KO/Phone
                     						
a.
b.

Current contract(s) for which nominee is performing COR duties:

           CONTR No.         CONTRACTOR/ADDRESS  CONTRACT  TYPE      KO/Phone

a.
b.

Percentage of time currently spent performing COR duties:________________
                                                
PART III    CERTIFICATION FOR NOMINATION OF COR – DoD 5500.7-R (JER) states the basis for determining the need for filing OGE 450, Confidential Financial Disclosure Report.  Supervisor (or higher authority) of nominees for COR are required to certify that the nominee is in compliance with
DoD 5500.7-R and the Procurement Integrity Act (FAR 3.104), as follows: 

      I certify that I am the Supervisor (or higher authority) of _________________________ and that:

_______This employee will complete the Monthly COR Report and forward a copy of said report to the KO each month.
.
_______This employee has filed an OGE Form 450 and there is no conflict of interest or apparent conflict of interest interfering with this appointment.  The employee will be required to file an OGE Form 450 each February for the duration of this appointment and notify the KO of this using the February COR Monthly Report.  

_______This employee will complete the 8 hour online Defense Acquisition University COR Refresher Training entitled COR With A Mission Focus by February of each year at www.dau.com and provide conformation of completion in the February COR Monthly Report to the KO.


           Signature of the COR’s Supervisor (or higher                                                  
           authority)
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 Tab 6:  Sample Contracting Officer’s Representative Appointment 
 Letter  					 
   CONTRACTING OFFICER’S REPRESENTATIVE

APPOINTMENT LETTER
			                (AFARS 5153.9001)

	(Use official letterhead and follow standard procedures for	
correspondence. ADDRESS THE DESIGNATION TO THE INDIVIDUAL BY NAME 
 including rank or grade, and full mailing address.)

SUBJECT: Designation of Contracting Officer's Representative (COR) for Contract_____________________________________ (Enter number).

1. Mr./Ms. _________________________________________ , Pursuant to DFARS 201.602-2, you are designated as the contracting officer's representative (COR) in administration of the following contract:

     Contract Number:

     For: (Enter item/system/services.) 

     Contractor:

     Contract Period:

2. You are authorized by this designation to take action with respect to the following:

     a. Verify that the contractor performs the technical requirements of the contract in accordance with the contract terms, conditions and specifications. Specific emphasis should be placed on the quality provisions, for both adherence to the contract provisions and to the contractor's own quality control program. 

     b. Perform, or cause to be performed, inspections necessary in connection with paragraph 2a and verify that the contractor has corrected all deficiencies. Perform acceptance for the Government of services performed under this contract.

     c. Maintain liaison and direct communications with the contractor. Written communications with the contractor and other documents pertaining to the contract shall be signed as "Contracting Officer's Representative" and a copy shall be furnished to the contracting officer. 

     d. Monitor the contractor's performance, notify the contractor of deficiencies observed during surveillance and direct appropriate action to effect correction. Record and report to the contracting officer incidents of faulty or nonconforming work, delays or problems. In addition, you are required to submit a monthly report concerning performance of services rendered under this contract. 
     
     e. Coordinate site entry for contractor personnel, and insure that any Government-furnished property is available when required.

3. You are not empowered to award, agree to or sign any contract (including delivery orders) or contract modification or in any way to obligate the payment of money by the Government. You may not take any action that may affect contract or delivery order schedules, funds or scope.  All contractual agreements, commitments or modifications that involve price, quantity, quality, delivery schedules or other terms and conditions of the contract must be made by the contracting officer. You may be personally liable for unauthorized acts. You may not re-delegate your COR authority.

 4. This designation as a COR shall remain in effect through the life of the contract, unless sooner revoked in writing by the contracting officer or unless you are separated from Government service. If you are to be reassigned or to be separated from Government service, you must notify the contracting officer sufficiently in advance of reassignment or separation to permit timely selection and designation of a successor COR. If your designation is revoked for any reason before completion of this contract, turn your records over to the successor COR or obtain disposition instructions from the contracting officer. 

5.  It is mandatory that CORs supply the Contracting Officer with evidence that she/he has officially filed OGE Form 450 Confidential Financial Disclosure Report each year by February 15th.  The CORs can provide this evidence by providing a statement that this yearly duty has been completed in the February monthly report that CORs are required to provide to the KO.  Note: The actual OGE Form 450 does not need to be provided to the Acquisition Center KO .

6. You are required to maintain adequate records to sufficiently describe the performance of your duties as a COR during the life of this contract and to dispose of such records as directed by the contracting officer. As a minimum, the COR file must contain the following:

 	a. A copy of your letter of appointment from the contracting officer, a copy of any changes to that letter and a copy of any termination letter.  A copy of your formal COR training, except for Contracting Officer CORs who may substitute a current, valid Contracting Officer Warrant, or personnel who may substitute a Waiver of COR Training Based Upon Experience For CORs Appointed Prior To 11/01/2005 signed by the Principal Assistant Responsible For Contracting (PARC).
b. A copy of the contract or the appropriate part of the contract and all contract modifications.
                                                 
c. A copy of the applicable quality assurance (QA) surveillance plan.

d. All correspondence initiated by authorized representatives concerning performance of the contract.

e. The names and position titles of individuals who serve on the contract administration team.  The contracting officer must approve all those who serve on this team.

f. A record of inspections performed and the results.

g. Memoranda for record or minutes of any pre-performance conferences.

h. Memoranda for record of minutes of any meetings and discussions with the contractor or others pertaining to the contract or contract performance.

i. Applicable laboratory test reports.

j. Records relating to the contractor's quality control system and plan and the results of the quality control effort.
k. A copy of the surveillance schedule.

l. Documentation pertaining to your acceptance of performance of services, including reports and other data.  (See Attachment - Processing Contractor's Invoices)

6. At the time of contract completion, you will forward all records to the contracting officer for retention in the contract files. 

7. All personnel engaged in contracting and related activities shall conduct business dealings with industry in a manner above reproach in every aspect and shall protect the U.S. Government's interests, as well as maintain its reputation for fair and equal dealings with all contractors. DoD Directive 5500.7-R  sets forth standards of conduct for all personnel directly and indirectly involved in contracting. 

8. A COR who may have direct or indirect financial interests which would place the COR in a position where there is a conflict between the CORs private interests and the public interests of the United States shall advise the supervisor and the contracting officer of the conflict so that appropriate actions may be taken. CORs shall avoid the appearance of a conflict of interests in order to maintain public confidence in the U.S. 
Government's conduct of business with the private sector. CORs must supply the Contracting Officer with evidence that she/he has officially filed a OGE Form 450 Confidential Financial Disclosure  Report each October.  This information may be provided in the October Monthly COR Report. 

9. If the COR is responsible for maintaining the ASC G-3/5/7 Requirements Database to ensure contract information is updated annually.  This spreadsheet identifies contract period of performance timeframes, Continuing Service Agreement s timeframes, CORs and Contractor information.  

10. You are required to acknowledge receipt of this designation on the duplicate copy and return it to the contracting officer. Your signature also serves as certification that you have read and understand the contents of DoD Directive 5500.7-R. The original copy of this designation should be retained for your file.

11. Pursuant to the Prompt Payment Act, FAR 32.905(f), and AR 37-1, you are required to forward correctly completed acceptance/receiving documents to the paying office designated in the contract no later than five (5) working days after receipt and acceptance of goods and/or services. Failure to supply any required acceptance/receiving documentation within this timeframe may subject the Government to interest penalties and result in charge back of any interest paid to the requiring activity’s operating funds. Furnish a copy of any signed acceptance/receiving documents to the Contracting Officer. 

12.  The COR must sign and return this appointment letter to the Contracting Officer within 3 working days of receipt. Failure to do so will result in notification to his/her supervisor which could culminate in revocation of the appointment. Also, CORs must notify the Contracting Officer immediately when leaving the site of the original COR designation.  

13. Contracting Officers shall provide copies of the COR Appointment Letter, the Certificate of Completion of a recognized 40 hour COR Course to the G-3/5/7 Training and Programs Division, AMSAS-OPS-T for tracking COR training requirements within 10 days of the COR appointment.


		

                                                                        _____________________________________
Signature Block of Contracting Officer	

 				 

Receipt of this Contracting Officer’s Representative designation is acknowledged.


NAME:____________________________ (Print or type) SIGNATURE ______________________

TITLE:                                                                   DATE:

RANK/GRADE:                                                     TELEPHONE:



CF: 
Contracting Officer
Contractor
Requiring Activity
[bookmark: _Hlt500822897][bookmark: _Hlt500821890]COR’s Supervisor
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 Tab 8 – COR Performance Objectives / Standards

PERFORMANCE OBJECTIVES/PERFORMANCE STANDARDS
ASC  Contracting Officer’s Representative (COR)



Provided below are standardized COR performance objectives that would be inserted into COR performance plans.   All CORs MUST HAVE  the following COR performance objective put into their performance plan within 30 days of COR appointment.

NSPS Job Objective – To be combined with another Job Objective.  This should not be a stand alone NSPS Job Objective.

COR Execution and Compliance: Examine and execute COR policies, regulations and guidance ensuring accurate and consistent maintenance of COR records.  Work product is clear and in accordance with law and regulation. Keep current on mandatory COR training and financial requirements. 
	
Contributing factor:  Technical Proficiency


TAPES Performance Standards

COR Execution and Compliance: Examine and execute COR policies, regulations and guidance ensuring accurate and consistent maintenance of COR records.  Work product is clear and in accordance with law and regulation. Keep current on mandatory COR training and financial requirements. 


Military Support Forms

COR Execution and Compliance: Examine and execute COR policies, regulations and guidance ensuring accurate and consistent maintenance of COR records.  Work product is clear and in accordance with law and regulation. Keep current on mandatory COR training and financial requirements.
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[bookmark: _Toc130195533]TAB 9 – Sample Revocation Letter

REVOCATION LETTER
(On Letterhead)



MEMORANDUM FOR: Mr. John Doe, ATTN: (Office Symbol) address.


SUBJECT':	Revocation of Designation of Contracting Officer's Representative (COR) for Contract No.(s)______________________,_______________________,____________________,

1. In accordance with AFARS 5153.9001, Para 4, your designation as the Contracting Officer's Representative (COR) in administration of Subject Contract(s) is hereby revoked. This termination of your COR responsibilities is effective_____ (date)____. Upon that date, you shall transfer all of your records to the successor COR.

2.  Any questions regarding the foregoing may be directed to me or Ms./Mr.
_________________ DSN	or Commercial No.______________.



Procuring Contracting Officer



Receipt of this revocation is acknowledged. (After signing, return original, keep copy)

NAME (Print or type):________________________ 	SIGNATURE:_______________________

TITLE:______________________________________	DATE:______________________________

RANK/GRADE:_____________________________	TELEPHONE:_______________________




CF:
Contractor
Cognizant DCMA
Requiring Activity
 



                TAB 9 – Sample Termination Request Letter 

TERMINATION REQUEST LETTER

(Office Symbol)


MEMORANDUM FOR (insert office symbol, name and "Contracting Officer")

SUBJECT:	Request for Termination of Contracting Officer's Representative (COR) 
                       Designation


1.  Due to my transfer from my position (or for whatever reason), request my designation as COR be terminated effective  (date) for the following contracts:

		     CONTRACT NUMBER		                CONTRACTOR
                          _____________________                          ____________________
                          _____________________                          ____________________
                          _____________________                          ____________________


2.  My successor will be      (name)       , extension    (number).    Enclosed is the certification for nomination signed by the Sector Chief (or higher authority) and a copy of the certificate for completion of training for the new nominee.

3.  Point of contact for this request is    (name)       ,  extension (number).




Encl 1							Name
							Contracting Officer Representative
CF:
Contractor
Cognizant DCMC
Requiring Activity



NOTE:   Use this format for personnel transfer
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Tab 13– DA Memorandum, dated 17 AUG 99, SUBJECT - Contractors in the Government Workplace

DEPARTMENT OF THE ARMY
WASHINGTON, D.C. 20310
17 August 1999


MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:	Contractors in the Government Workplace


This memorandum is to remind HQDA Principals and Army Commanders of their responsibilities relating to contractors in the workplace.

As Government functions are increasingly outsourced, making us more reliant on contractors, we must understand the advantages and limitations of using contractors, as well as the responsibilities associated with their use. Historically, contractors have successfully supported the U.S. Government during both war and peace, but who they really are and how they fit into an organization's operation is not always fully understood.

When properly used, contractors can assist Government managers in achieving their missions or enhancing their services. Contractors are managed through contracting channels based on the terms and conditions of the contract and the contracting officer's technical representative (COTR). The COTR assists in technically monitoring and administering the contract. Contractors are required to perform all tasks identified in the Statement of Work (SOW). However, contractors may not perform "inherently governmental functions.”  As a matter of policy, an "inherently governmental function" is one so intimately related to the public interest as to mandate performance by Government employees.

However, contractors may gather information or provide advice, opinions, recommendations, or ideas in these areas. They may develop draft policy and assist in planning and preparing budgets. In the contracting process, they may technically evaluate contract proposals, assist in developing SOWs, and serve as technical advisors to source selection boards. They may also participate as voting or nonvoting members of source evaluation boards. What they may not do is render a final decision. Nor will they supervise Government employees, make mission decisions, or represent the organization at policy decision group levels, particularly in financial matters.

To avoid any perception that a contractor is performing functions that are inherently governmental, Government managers should familiarize themselves with the Federal Acquisition Regulation and the relationship between Government personnel and contractors supporting their organization. Government and contractor personnel should also ensure that the work is related to a recognizable portion of the SOW.

When drafting service contracts, Government agencies will include a requirement that contractor personnel must identify themselves as contractors when attending meetings, answering Government telephones, or working in situations where their actions could be construed as official Government acts. The Government manager or COTR must ensure that the contracted employee displays his or her name and the name of the company while in the work area, wears and displays a building pass at all times, and includes the company's name in his or her email display. When a Government manager wishes to send a contractor to any type of meeting where classified or sensitive unclassified material may be presented, the COTR must provide-in writing or email-verification of the contractors' security clearance and/or need to know. Ultimately, the Government host who holds the classified or sensitive information is responsible for obtaining this information and ensuring that those who will receive the information have the appropriate security clearance and need to know before they admitted the contractor.

As stated previously, contractors do not supervise Government employees, nor do Government managers have direct control over contractor employees. However, the greater the degree of reliance on contractors, the greater the need for Government oversight. Therefore, HQDA Principals and Army Commanders must ensure that there are a sufficient number of experienced and trained government personnel available to exercise effective oversight of their programs that use contractor personnel. Ultimately, department heads and agencies are responsible for approving contracted work.

Finally, the Army policy is that sexual harassment and other forms of discrimination are unacceptable conduct in the Army workplace whether committed by or against its Government or contractors' employees. Violations of this policy could result in joint liability for both the Army and the contractor(s). HQDA Principals and Army Commanders are responsible for enforcing the Army policy.

Please ensure that this information receives wide dissemination. You may also find the following website helpful: http://web.deskbook.osd.mil/default.asp?tasklist.asp.




                    //S//                                                            //S//   


John M. Pickler                                           	Joel B. Hudson
Lieutenant General, USA                           	Administrative Assistant
Director of the Army Staff                              	  to the Secretary of the Army
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