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I. Purpose.
This guide establishes minimum curriculum requirements for Contracting Officer’s Representative (COR) and Quality Assurance Evaluator (QAE) training courses for service contracts issued or administered by ACA contracting organizations. Additionally, Contracting Officers should use this guide when preparing COR and QAE delegations for specific acquisitions.   
II. Background
The US Army Audit Agency (USAAA) has identified significant weaknesses in the administration of service contracts. Service contracts represent an ever-increasing percentage of the overall contract dollars and now have surpassed the dollars awarded under major weapon systems programs. Significant audit findings include the following deficiencies:
1. Ineffective planning for quality assurance requirements;
2. Inadequate training of quality assurance personnel for their responsibilities and the limitations of their authority;
3. Quality evaluators were not versed in proper quality assurance procedures and did not understand specific contract requirement;
4. A lack of surveillance plans resulted in a lack of systematic inspection systems and ineffective documentation of contract performance; and
5. Procedures for validating and approving contractor invoices sometimes were inadequate due in part to the lack of documentation. In addition, responsibilities and processes for approving invoices were not properly defined.
III. General Guidelines
The “Contracting Officer’s Technical Representative (COTR) Training Blueprint” was prepared by the Federal Acquisition Institute (FAI) to provide a foundation for all COTR, or COR, training and development activities within the Federal Government. The COTR Blueprint defines core capabilities and key competencies that are essential for performing the most essential duties of the COTR. The document is available for download at http://www.fai.gov/prodev/corbluebook.pdf.
A second basic source is the “Guidebook for Performance-Based Services Acquisition (PBSA) in the Department of Defense,” which is available for download at http://www.acq.osd.mil/dpap/Docs/pbsaguide010201.pdf. This guidebook explains the key elements of performance-based acquisitions. Additionally, it provides sample documents and links to references and websites.
Information concerning specific policy areas is available for download in the Reference Library section of the ACA website at http://aca.saalt.army.mil/Library/Library.htm. Of particular interest are the ACA Customer Guide, ACA Contacts With Industry, ACA Unauthorized Commitments and Ratification Process Guide, and ACA Contractor in the Workplace Guide.
IV. Special Emphasis Requirements
The Office of the Assistant Secretary of the Army, Installations and Environment has identified certain areas that are of particular concern in improving COR training. The following topics require special emphasis:
1. The need for COR and QAE personnel to clearly understand the limits of their authority delegated by the contracting officer;
2. The use of lessons learned and preparation of independent government estimates in initiating requirements;
3. The use of performance work statements (PWS) instead of specifications in preparing solicitations;
4. The application of evaluation criteria, especially past performance, in source selections;
5. The correct handling of Government Furnished Property/Equipment transfers.
6. Preparation of Quality Assurance Surveillance Plans (QASPs) that objectively and accurately measure contractor performance;
7. When dealing with unsatisfactory performance, coaching the poor performer before imposing penalties;
8. The advisory role of the COR versus the decision making role of the contracting officer, especially relating to contract modifications and the exercise of options; 
9. The importance of adequate documentation in inspection and acceptance; and
10. Performance evaluation documentation during closeout actions.
V. Minimum Curriculum Requirements
A. Current Environment
· Importance of Services Contracts to the Army Mission
· Evolving roles of government personnel
1. Increased use of Commercial Acquisition & other reforms, such as Best-Value Source Selection and Performance-Based Acquisition
2. Increases in contractors due to A-76 other outsourcing
3. Reduction of traditional government organizations with inherent controls
4. Reductions in government personnel available for support
5. Partnership relationship with contractor versus adversarial relationship
· High level GAO and other management interest
· Need for Teamwork throughout process and stakeholder involvement
B. Unique characteristics of government procurement 
· Public Accountability, FAR and Laws
· Ethics and Integrity Requirements
· Competition Requirements
· Socioeconomic Programs and Other National Policies
· Personal Service and Non-Personal Service Contracts
C. Roles and responsibilities of the COR
· Contracting Authority
1. Contracting Officer’s Authority
2. DFARS 201.602-2 and the clause at 252.201-7000
3. COR Appointment Letter
4. General Limits of Authority
5. Unauthorized Commitments and Ratification
· Documentation requirements
1. COR Contract File Index
2. COR Performance Review
3. COR File Review
· The importance of teamwork throughout the acquisition cycle
1. The Contracting Officer (KO) 
2. The Contract Specialist/Contract Administrator
3. The Functional Area Supervisor
4. The Contractor and Subcontractors
D. Overview of Government Contracting Process
· Contracting Methods
1. Simplified Acquisitions
2. Sealed Bidding
3. Negotiations
4. Commercial Items
5. Undefinitized Contractual Actions
6. Over and Above Work
7. Contract Modifications
8. Options
9. Multiyear Contracting 
· Contract Types
1. Fixed-Price Contracts
2. Cost Reimbursement Contracts
3. Time and Material and Labor Hours Contracts
4. Incentive Contracts
5. Indefinite-Delivery Contracts/Task Order Contracts
· Three Phases of Government Acquisition Process
1. Acquisition Planning
2. Contract Formation
3. Contract Performance
E. Key Government Activities in Each Phase
· Acquisition Planning
1. Definition of Requirements
2. Market Research
3. Independent Government Estimate (IGE)
4. Acquisition Plan
5. Source Selection Planning
· Contract Formation
1. Solicitation of Offers
2. Uniform Contract Format
3. Evaluation of Offers and Negotiations
4. Contract Award
· Contract Performance
1. Contract Administration
2. Quality Assurance
3. Acceptance
4. Payment
5. Contractor Performance Reporting
6. Feed Back with User
7. Term of Contract/Option Exercise
F. COR Duties
· Defining Requirements
· Acquisition Planning
· Source Selection/Negotiations
· Contract Monitoring
· Reporting Ethical and Procurement Integrity Violations
· Government Furnished Property and Material
· Modifications
· Disputes
· Terminations
· Inspection and Acceptance 
· Invoicing and Payment
· Contract Closeout
· Performance Assessments
G. Quality Assurance Surveillance
· Critical Element of Performance-Based Acquisition
1. Measurable Outcomes Keyed to User’s Need
2. Performance Work Statement (PWS)
3. Acceptable Quality Level (AQL)
4. Performance Assessment Plan
5. Contract Incentives and Remedies
6. Risk Assessment and Mitigation
· Methods of Surveillance
1. Sampling
2. 100% Inspection
3. Trend Analysis
4. Customer Feedback
5. Third Party Audits
· Surveillance Planning
1. Begins at the Outset of the Acquisition
2. Guidelines for Selecting Surveillance Method
3. Preparation of the Performance Assessment Plan
· Guidance for Implementing the Surveillance Plan
1. Interfacing with the KO and other Government Personnel
2. Working with the Contractor
3. Post Award Kick-off Meeting
4. Performance Reviews
5. Reporting and other Communications with the KO
6. Record Keeping and Documentation
7. Identifying Problems and Initiating Remedial Action
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