
(NOMINATION OF CONTRACTING OFFICER'S REPRESENTATIVE (COR)
                                                                                  

MEMORANDUM FOR (Contracting Officer)                                       Date 

SUBJECT:  Nomination of Contracting Officer's Representative (COR) 


1.  Reference Procurement Package for the acquisition of (identify service) in support of (identify using activity).

2.  This office has a requirement for (describe services being procured in slightly more detail).  A procurement package for this acquisition (will be/has been) forwarded to your office.  The requirements of the Performance Work Statement (PWS) included in the procurement package are such that the appointment of a Contracting Officer's Representative (COR) is required.  I therefore nominate Mr./Ms. ____________, of my office to serve as COR for the proposed contract.  

3.  Mr./Ms. _________ contact information is as follows:

     Full name: 							

     Full address (include Activity, 							
     Office symbol, Street address
     and Bldg number)								

     Telephone number/FAX: 						
     Electronic Mail Address: _____________________________________________

4.  Mr./Ms. _________ successfully completed DAU Continuous Learning Module CLC 106 entitled "COR with a Mission Focus" on  (date).  A copy of the course completion certificate is attached (Enclosure).  

5.  Address CLC 106 refresher training in this paragraph if the 3rd year anniversary of the course completion date will occur before the projected end of the proposed contract.

6.  Other pertinent training (with completion dates) that Mr./Ms. _______ has successfully completed is listed as follows (to include CLM 003, Ethics for AT&L workforce):

7.  Describe the technical capabilities/qualifications of Mr./Ms. _________  for the COR position addressing such factors as:

     o Current or previous COR experience( list by contract number, contract type, contractor name and period of assignment designated as COR)
    o  On-the-job training experience, describe each work assignment and instruction provided and include date for each assignment
    o  Demonstrated ability to analyze, interpret, evaluate and document factors in contract administration
    o  Knowledge, understanding and familiarity with government contracting processes, concepts and clauses.
    o  Sufficient time and resources to accomplish the duties, if the nominee is currently managing other workload commitments. 
  
8.  I certify that I am the supervisor of Mr./Ms. ___________ and this employee has filed an OGE Form 450 with the appropriate Ethics Counselor (Mr. Ron Schmidt, 410th CSB 210-295-6134) on the anticipated COR duties.  There is no conflict of interest or apparent conflict of interest interfering with the proposed designation.  

9.  I further certify that contract surveillance duties will be/are reflected in Mr./Ms. _________ annual performance standards.

10.  If you require additional information regarding this action, please contact the undersigned at DSN XXX-XXXX, or COMM (XXX) XXX-XXXX, email _______________.


Signature Block for Proposed COR’s Supervisor

Enclosures
CLC 106 Course Completion Certificate
CLM 003 Ethics for AT&L Workforce
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