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ARMY/DEFENSE KNOWLEDGE ONLINE
(AKO/DKO) - BASICS

J Contracting Officers Representative Tracking Tool
(CORT) Tool use AKO/DKO to validate DoD
credentials

(1 CORT Tool Prerequisites
JRegister for a AKO/DKO account

(JAKO/DKO user name and firsthame.lastnameXX
L AK(/DKO email format firstname.lastname@us.army.mil.

(JRegister CAC Certificates to the AKO/DKO
Account

1Set AKO/DKO mail to “Auto Forward”
(Recommended)




AKO/DKO BASICS
Register for a AKO/DKO Account

J Go to https://www.us.army.mil
O Click on 'Register with a CAC'

1 When prompted, enter your PIN or select your certificate.

U Enter your Social Security Number, or Foreign Identification
Number.

 Enter your Date of Birth

U Enter your User Information, if needed
U Enter an External Email Address

U Enter Organization Information

[ Create and Confirm your Password

1 Complete your Password Questions —
U These are used to verify your identity if you lose or forget your password

U Account Registration Complete —
O You should see all your account information
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AKO/DKO BASICS -
Register for a AKO/DKO Account

1 Each user will be provided with a AKO/DKO user name and a
AKO/DKO e-mail address

dUser name format equals firsthname.lastnameXX
JEmail format equals firsthame.lasthameXX@us.army.mil
JAnnotate AKO/DKO name and email address;
dRequired for CORT Tool Registration
dImportant for “Supervisors”
d Contact the AKO/DKO helpdesk with questions @
d 1-866-335-2769.
1 All CORT Tool user should register for this account.
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AKO/DKO BASICS -
Register CAC with your AKO/DKO Account

A There are two ways to register your CAC with your
account

A The first and easiest option is to register your
account from the AKO/DKO Login page using your
PIN

dinsert your CAC into the reader.
JMake your certificates available to Windows
dClick the CAC Login button

(JEnter your CAC PIN when prompted.

dYou will then be logged into your account and your CAC will
be registered.



AKO/DKO BASICS -
Register CAC with your AKO/DKO Account

dLog into your AKO account with your
username and password
(Do not press the CAC login button
dinsert your CAC into the reader.
JMake your certificates available to Windows
dClick on “My Account” in the toolbar at top or
page
Click on “Login Options”
Click on the "CAC/Cert Registration" option



AKO/DKO BASICS -
Register CAC with your AKO/DKO Account

Q If “Current Registered Information” is displayed
JCAC is already register to this account.

(dYou may clear the information with the “Clear
Registered Information” button

If “You are not currently Registered” is displayed
Click on the "Register" button.

JFollow the prompts to complete the registration
process.

JdWhen completed screen will display “You have
successfully registered your CAC.”




AKO/DKO BASICS -
Set AKO/DKO mail to “Auto Forward”

This information system is approved for UNCLAS SIFIR

K DEFENSE
KNOWLEDGE
ONLINE

Favorites *  Quick Links =  Self Service ~

Login Options Mail Preferences grade to Int
Hom yeofils Baerd Set Homepage Mail Options
e My Tasks CAC/Certificate Registration Swyitch Emnail Address
My Stuff Notifications Wacation Message -
Account Information My Motifications Sponsor Management
Change Passwiord Motification Settings

O Select My Account
U Select Mail Options.

Security Questions

EBS Questions




Set AKO/DKO mail to “Auto Forward”

My Account

myProfile Page
Account Settings

Account Information
Change Password
Security Questions
KBA Questions
Login Options

Set Homepage

CACICertificate Registration

Mail Preferences

Mail Options

Switch Email Address

Vacation Message

Mntifinatinne

AKO/DKO BASICS -

Toimprove performance, itis strongly recommended you upgrade to Internet Explorer 8.0 or higher. Hide

Mail Options

Update Your Email Information

[ Select radio button
Email (Non-AKO Account )

- “Forward

O Enter forwarding email address

Select Delivery Option

Forwarding Email Address

Confirm Forwarding Email Address

(" AKO Wai (mae.bariley@us.army.mi) tWi ce

{* Forward Emai (Non-AKO Account) D CIiCk on submit
mae. bartley@ozd.mi

mae. bartley@ozd.mi

Webmail Choice [2]

Display Name

External Email Address:

Enable SIMIME 2]

" Webmai
{" Webmal Classic
{" Webmai Lite

Bartley, Mag K Ms CIV 05D
{* Resetdisplay name to: Bartley, Mag K Ms CIV 050

m mae bartley@osd.mi

r
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CORT Tool

Basics



What Is The CORT TOOL?

J A web-based application designed to track COR and
COR related actions within the DoD. The CORT Tool

JAllows the nomination, appointment, revocation and
termination of an individual as a COR against a DoD
contract or a contract or order issued on behalf of a DoD
assisting agency

interactive/On-line COR self-nomination and approval workflow
process

1 Allows a COR to create a profile, document their training
and experience Process a nomination package for one or
multiple contracts and orders.



What is the CORT Tool?

[ Provides DoD personnel a web-based portal for all
relevant COR documents

1 Users upload COR training certificates, appointment letters,
monthly reports, termination letters, etc.
[ Is Common Access Card (CAC) enabled and available to all
members of the DoD with an Army or Defense Knowledge
Online account (AKO/DKO).

[ Tracks and manages COR nominees, existing CORs and
COR Online File

 Integrated automated e-mail notification system

 Alerts COR’s Supervisor and Contracting Officer of pending
approvals; overdue nominations



CORT Tool Roles

JMajor Roles
(d Contracting Officer Representative (COR) or COR Nominee
(A COR Supervisor/Commander/Requiring Agency
d Contracting Officer (CO)/Contract Specialist (CS)
JAgency Subject Matter Expert (SME)

(1 Minor Roles
JAdministrative Contracting Officer (ACO)
dQuality Assurance Point of Contact (PCO)



Contracting Officer Representative

J Create or update a COR Profile

JSelf nominate as a COR on a contract on a
proposed contract

W Nomination remains in draft status until submitted to supervisor
for approval

J Review the status of your nomination
(J Cancel a nomination

J Load and review COR documents for a specific
contract or order to the Online Contract File

JView documents submitted on a contract



COR Supervisor

L Review the COR nomination

(J Cancel, approve, or reject a COR nomination

J Nomination must be in the “PENDING SUPERVISOR REVIEW”
status

dView all documents submitted on a contract
J Review the status of a COR nomination

dView a list of all actions assigned to CORs and
supervisor



Contracting Official

(d Complete a Contracting Staff Registration - Required
J Review the status of a COR Nomination

[ Cancel, approve or reject a COR nomination after Supervisor’s
review & approval

1 Review and complete the nomination; Appoint COR
 View all COR submitted documents

 Review and /or approve COR Documents on a specific contract or order (a COR
Status Report

(1 Load COR File Inspection Checklist documents on a specific
contract or order

1 View all contracting records for a contracting center (based
upon DoDAAC)

] Terminate an Active COR from a contract



Agency Subject Matter Expert

(dSame roles/functions as COR, COR Supervisor and
Contracting Officer/Contract Specialist

(JView all COR records for the Department/Agency
dTrouble shoot problems via COR Proxy

(J Create new COR Profile

dView and download Management Reports



CORT Tool

https://arc.army.mil/DODCOR/
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COR Profile

COR. Nomination Process

Contracting Staff Registration

Contract List/Status

Awaiting My Approval

Document Templates

Local Forms and POCs

All COR Submitted Documents

View All Local COR Records

COR Related Links

Admin Email (ADMIMN)

COR Misc Codes (ADMIN)

COR Proxy (ADMIM)

NCourse List (ADMIMN)

Menu — Most
users will see

.o L
a co m bl n at I o-nPPRDVEIREJECT: To review any nominations awaiting your review. use the Awaiting My Approval link from the menu. Click the Contract Mumber you wish to work with to

of the first 10
menu items.

Homepage

Welcome to the Department of Defense’s COR Nomination and Tracking Site.

This site ajows for the electronic nomination of a Contracting Officer Representative (COR) against a contract or order with any Department of Defense (DoD) agency using FPDS-
NG

To obtain a fopy of the Contingency COR Handbook, please click here.

To obtain a fopy of the DPAP COR Users Guide, please click here.

The DPAPJCOR website can be reached at http://www.acqg. osd. mil/dpap/pdi/eb/cor.html.

TRAINIAG STATUS UPDATE ©

Based upon DPAF Policy Guidance, COR training requirements are available via the mouseow
upon the complexity of the contract.
# For more information on COR training offered by DAL please click here.

levels are determined by the Contracting Officer based

coR NommEES Links policy and
= CREATE PROFILE: To create or update your profile. use the COR Profile link from the menu and complete the required fields.

CONTRACT NOMINATION: Use the COR Momination Process link from the menu on the left to begin the COR Momination Process. B le oures=licing
contracting center prior to populating the required fields. ﬂgé? gAu Iaé.
NOMINATION STATUS REVIEW: To view the status of an existing nomination, use the Contract List/Status link from the menu.

ADD DOCUMENTS: To add a document., such as a Monthly Status Report, to one of your appointed contracts, use the Contract List/Status link from the menu. Click on the
contract you wish to work with and scroll down to the Contract Management section. In this section you will find the capability to add the desired document.

R SUPERVISORS/COMMANDERS

navigate to that nomination. You can then review the COR information at the top of the record and Approve/Reject the request in the Supemnvisor/Commander section.

RACTING OFFICERS/SPECIALISTS

= APPROVE/REJECT: To review any nominations awaiting your review, use the Awaiting My Approval link from the menu. Click the Contract Number you wish to work with to
navigate to that nomination. You can then review the COR information at the top of the record and Approve/Reject the request in the PCO section.

= CREATE APPT/TERM LETTER: To create an Appointment Letter or Termination Letter using one of the existing templates, use the Document Templates link from the
menu. Scroll or use the link to go to the section you need to and use the document descriptions to determine which template to use. Once you have decided, click the icon
next to that template to open or download the template. With the document opened in Microsoft Word, enter contract specific information in each field of the document.
Once the document is completed. save the document and email it to the COR nominee for sianature. Have the COR use the Approvelt menu to sian the document with their

20



Home Page Menu

(J COR Home - returns the contracting officer or specialist to
homepage

J Contracting Staff Registration — allows the Contracting officer
and Specialist to enter their registration information

J Contract List/Status - provides the contracting officer and
specialist access to their records both active appointments
and those in process

J Awaiting My Approval - provides the contracting officers
access to all records that are awaiting their approval/action

J View All Local COR Records — allows the contracting officer
and specialist to see records in the contracting center DoDAAC

d All COR submitted Documents - allows the contracting officer
and specialist of any active appointment to see all documents
associated with a contract; even those from previous CORs



Home Page Menu

(1 Document Templates - allows the user to see “samples” of
COR Document templates

1 Local Forms and POC — Provides a location to have agency
forms and POC for those forms posted

(J COR Related Links - Displays links to various training contract
documentation and regulations/processes



Policy & Guide Links

(1 DoD COR Handbook — March 22,2012
1 DOD Contingency COR Handbook
(1 CORT Tool User guide.

[ Link to DPAP website
http://www.acq.osd.mil/dpap/pdi/eb/cor.html

dTraining Materials,

(CORs, Supervisors and Contracting Officer/Contract
Specialist

(A Deployment Information,

dFAQ,

1 Podcast, etc

L Component Subject Matter Experts List


http://www.acq.osd.mil/dpap/pdi/eb/cor.html�

Policy & Guide Links

J Training Status Update

A Provide a list of the major COR courses
L Combat and Trafficking in Person (May 14, 2012)
U Wide Area Workflow ( est. - Sept 2012)

[ Definitions of the COR Training Types A, B, C

Link to COR Training offered by DAU and the Acquisition
Community Connection

JRole and Responsibilities of CORT Tool Participants



CORT Tool

Part 1 - Contracting Staff
Registration

25



Contracting Staff Registration

|COR Profile |
COR Momination Process
Contracting Staff Registration

Contract List/Status
Awaiting My Approval

Document Templates

Welcome to the Department of Defense’s COR Nomination and Tracking Site.

This site allows for the electronic nomination of a Contracting Officer Representative (COR) against a contract or order with any Department of Defense (DoD)
agency using FPDS-NG.

Avideo overview of the COR Management System may be viewed here.

To obtain a copy of the Contingency COR Handbook, please click here

All Users

« All users that possess a Common Access Card (CAC) can utilize the site.
® Document templates are standardized and contained the minimum required information.

COR Nominees

CREATE PROFILE: To create or update your profile, use the COR Profile link from the menu and complete the required fields.

CONTRACT NOMINATION: Use the COR Momination Process link from the menu on the left to begin the COR Momination Process. Be sure to select
your semnvicing contracting center prior to populating the required fields.

® NOMINATION STATUS REVIEW: To view the status of an existing nomination, use the Contract List/Status link from the menu.

ADD DOCUMENTS: To add a document, such as a Monthly Status Report, to one of your appointed contracts, use the Contract List/Status link from
the menu. Click on the contract you wish to work with and scroll down to the Contract Management section. In this section you will find the capability
to add the desired document.

COR Supervisors

* APPROVE/REJECT: To review any nominations awaiting your review, use the Awaiting My Approval link from the menu. Click the Contract Number
wou wish to work with to navigate to that nomination. You can then review the COR information at the top of the record and Approve/Reject the request

TSP R S —— I .

Select “Contracting Staff Registration” from the

menu.

26



Contracting Staff Registration

First Hame: Middle Hame: Last Hame:
DKO Name: Phone: Email:

Role: Contracting Center's DODAAC: € Organization:
| SELECT OnE =] | |

Save Changes |

Second Contracting Center's DODAAC: € Second Contracting Center's DODAAC Organization:

Third Contracting Center's DODAAC: € Third Contracting Center's DODAAC Organization:

Fourth Contracting Center's DODAAC: € Fourth Contracting Center's DODAAC Organization:

Fifth Contracting Center's DODAAC: @ Fifth Contracting Center's DODAAC Organization:

:

:

:

:

Active Status:

ISelec:t One _» I

1 Complete one registration
d Complete all highlighted fields.
[ Note: If your name changes, do not

Cancelchanges | create another registration

27



Contracting Staff Registration

(1 Name - Enter first, middle or last name; may enter
middle initial

(1 DKO name - Pulled from CAC

J Telephone Number - Enter up to 20 characters

J Email - Enter DKO email provided at DKO registration

1 Format is firstname.lastname@us.army.mil (Emails auto forward)

(] Role

 Contracting Officer —

Select this role if you are a contracting officer responsible for COR
Appointments;

L Will be entered in the CORT Tool as both a Contracting Officer and a
Contract Specialist.
(J Contract Specialist - Select this role CS if you are not a
contracting officer
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Contracting Staff Registration

First Name: Middle Name: Last Name:
|G | [BaRTLEY
DHO Hame: Phone: Email:
Ir.1AE.EIAFlTLEY ITEI 35028011 IMAE.EIAF!TLEY@LI S ARMY .MIL
Ftole:/—\ Contracting Center's DODAAC: Organization:
NTRACTING OFFICER I I
SELECT ONE Second Contracting Center's DODAAC: Second Contracting Center's DODAAC Organization:
CONTRACT SPECIALIST g : g g :
(CONTRACTING OFFICER . | |
Third Contracting Center's DODAAC: & Third Contracting Center's DODAAC Organization:
Fourth Contracting Center's DODAAC: & Fourth Contracting Center's DODAAC Organization:
Fifth Contracting Center's DODAAC: © Fifth Contracting Center's DODAAC Organization:
Sawve Changes I Cancel Changes I

[ Select a Contracting Officer (CO) or Contract Specialist (CS) role.
O Selecting CO allows the user to be both a CO and CS.

29



Contracting Staff Registration

=
-
™ |Firs m Middle Name: Las m
I [rad | [BarTLE 34
o |DKO Ham mai
| s
= [Role:
| conTrRAC 5] ER = |

enter's ODAAC Organization:

hird Contracting Center's DODAAC Organization:

Third Contracting Center's DODAAC: €

e

Fourth Contracting Center's DODAAC: €

I
I I
I

Fourth Contracting Center's DODAAC Organization:

Fifth Contracting Center's DODAAC: & Fifth Contracting Center's DODAAC Organization:

IN
Active Status:

IActlve - i

Sawve Changes I Cancel Changes I

d Contracting Center DoDAAC — Enter the procurement DoDAAC -

(d Organization - Enter the organization name associated with
DoDAAC

30



Contracting Staff Registration

First Name: Middle NHame: Last Name:

[mae | [BaRTLEY

DHO Ham Pho Email:

[MaE BAR |roze0z2a014 [MAE BARTLEY@US. ARMY . MIL
Role: Contracting Center's DODAAC: € Organization:

[conTracTNG OFFICER | = | [ragioz [orar

Sawve Changes I

o Contracting Center's DODAAC: O

Third Contracting Center's DODAAC: €

INDDDZi

Fourth Contracting Center's DODAAC: €

IEEI-‘—201

Fifth Contracting Center's DODAAC:

Second Contracting Center's DODAAC Organization:

IN.-'—'\‘!.I"(. MNSWWC CAREROCHK

Third Contracting Center's DODAAC Organization:
INA‘-.-‘Y. NAWESES 023

Fourth Contracting Center's DODAAC Organization:
[oLs, Dus

Fifth Contracting Center's DODAAC Organization:
IAIR FORCE, HQl 554 ELSGJ‘KSK‘I

a Alternate Contracting Center DODACC- If the CO/CS support more

than one contracting organization, enter the organization’s six (6) digit
organizational code.

 Alternate Contracting Center's DODAAC Organization — Enter the
contracting center organization’s name.
(d CO/CS may enter up to four (4) additional DoDAACs.




Contracting Staff Registration

ELi i1 i1 iiiii1ii11i1mmil

First Hame: Middle Hame: Last Name:
Phone: Email:
Role: Contracting Center's DODAAT: € Organization:

| SELECT onE

Sawve Changes

I I

Second Contracting Center's DODAAC: €

I I

Third Contracting Center's DODAAC: € Third Contracting Center's DODAAC Organization:

I [

Fourth Contracting Center's DODAAC: € Fourth Contracting Center's DODAAC Organization:

I I

Fifth Contracting Centerl DODAAC: & Fifth Contracting Center's DODAAC Organization:

I [

Active Status:

ISE|EE:|: One _w I

Cancel Changes I

Second Contracting Center's DODAAC Organization:

Active Status — Default is Active, change if retiring.
When completed, select “Save Changes.”



Contracting Staff Registration
New Registration

First Hame:

69 Staff Profile Has Been I;h

[TEsT

DKO Name:

Role:

ICONTF{ACTING OFFICER = I

Sawve Changes I

WE Hame: Last
| |co
Phone: Email:
|?03—E-33-6312 |TEST.CO@US.ARMY.MIL
Contracting Center's DODAAC: € Organization:

IHQD102

Second Contracting Center's DODAAC: €

INUUUSU

Third Contracting Center's DODAAC: €

—

Fourth Contracting Center's DODAAC: €

o

|orap

|DEPT OF Navy

Third Contracting Center's DODAAC Organization:

Fourth Contracting Center's DODAAC Organization:

Fifth Contracting Center's DODAAC: €& Fifth Contracting Center's DODAAC Organization:

l—

Active Status:

ISEIect One = I

Cancel Changes

Second Contracting Center's DODAAC Organization:

Top of page states “Contracting Staff Profile Has Been
Inserted” for all new registrations.
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Contracting Staff Registration —
Updated Registration

Contracting Staff Profile Has Been Updated

First Name: iddle Name: Last N@/
|TEsT | —— — .

DKO Name: Phone: Email:

TEST ITIJ3—E-B-E-—63'12 ITEST.CD'@,US.ARMY.MIL
Role: Contracting Center's DODAAC: & Organization:

ICONTRACTING OFFICER =« I

Sawve Changes

HQ0102

]

Second Contracting Center's DODAAC: &
NO0030

!

Third Contracting Center's DODAAC: &

|

Fourth Contracting Center's DODAAC: &

|

Fifth Contracting Center's DODAAC: €

|

Active Status:

IActiVE - I

Cancel Changes |

|oPap

Second Contracting Center's DODAAC Organization:

|DEFT OF Nawy

Third Contracting Center's DODAAC Organization:

Fourth Contracting Center's DODAAC Organization:

Fifth Contracting Center's DODAAC Organization:

Top of page states “Contracting Staff Profile Has Been
Updated” for all previously saved or updated registrations
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Contracting Staff Registration

If a contracting staff registration has not been completed,
when the contracting officer selects “Contract List
Status” the contracting officer will see the statement

above; or

35



Contracting Staff Registration

| i UE;D

When the CO selects “Awaiting My Approval” the CO
will see the above statement. In both instances, the
CO must complete the contracting staff registration.

36



CORT Tool

Part 2 — CO/CS Review of COR
Nomination
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OR Nomination Record Process -

Supervisor

Supervisor
Certifications: Cert. Activation &

S/20/2007
20,2007
SfZ0/Z007

11/21/2007
S/20/2007

Sf20/2007

QPO 007

=

M 1 certify
I+ 1 certify
I+ 1 certity
I+ 1 certity
I+ 1 certity
1 certify

F 1 mactife

- Approves A Record

Certification

I certify that I am the Supervisor (or higher authoricy) of the FMominee and I submit the Nominees
name to the Contracting Officer as an acceptable candidate for Contracting Officer's Repressntative.
MREA) requirement with the

I hawe coordinated the Contract Manpower Reporting &pplication [
Contracting Officer [ifapplicable)

I will input the change of COR informartion into this system if the COR changes.

If &pplicable, this COR Mominee has registered as a user of Wide Area Workflow [WAaWF) online and
taken the training at hecps:/fwawf.eb.mil, and will process payments when possible using WAaWF.
The Momines has filed an ©GEE Form 450 and there is no conflict of interest or apparent conflict of
interest interfering with this appointment. The employees will be required to file an OGE Form 450
=ach February for the duration of this appointment and notify the PCO of this using the February
Monthly COR Report, The COR will not prowide a copy of the ©GE to the Contracting Center.

The Mominss has no security wiclatiens.

The Mamines has nn wvinlatinns with LIS Gowernment credit cards.

w-ndows Internet Exp o LI Gowernment purchase cards.

"-?r) Are voll sure voll wish to approwve this record?

istratiwe abilities and the required security clearance
uties.

uately perform such duties.
ontract clauses such as changes, inspecrtion and acceprance,

tion, and the concepts of excusable and nonexcusable delays

Carncel

ble for unaucthorized acts in accordance with AFARS

SF20/2007

20,2007

certify

The Momines possesses the necessary ability to analyze, interprat, and ewvaluate factors inwvolwed in
contract administracion.

The Mominee will complete the 8 hour online Defense Acquisition University COR Training entitled
COR with & Mission Focus [CLC 106} at www.dau.mil, by the anniversary date of the last course
completion ewvery 3rd year, and provide confirmartion of completion in the Monthly COR Report to the
PO,

The Mominee will complete the Monthly COR Report and place a copy of the COR Monthly Report in

’ r .
SUERIELET I+ certify ;g system ach monch.
. r N Thea Mominee will complete yvearly administrative review of the nomineses COR files with the
Sf=o/z007 = certify Contracting Officer in the anniversary month of appointment each wear.
— _ The Mominee's integrity and adherence to the Standards of Conduct DoDDSS500.7-R, The Joint
s/z0/z2007 I~ 1certify sonics Regulation [JER} and the Brecurement Integrity Act (FAR =.104) are abowe reproach.
7
_ _ Thi=s COR HNo neee has exXxtensive expecerince. AI
Approwval /Rejection
Comments:
vI
(r\rur Approve I Sawe Record (without routing) I Supervisor Reject I

S ——

To approve the nomination, select “Supervisor Approve.”When
dialogue box opens, select “OK” to confirm approval.
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COR Nomination Record Process -
Supervisor — Approves a Record

— ———

-
I COR Home I

COR Profile

COR Nominee Record Approved and Submitted to Contracting Officer

COR Momination Process
Contracting Staff Registration

View Complete COR Information

Cancel Record b

Contract List/Status

Awaiting My Approval COR Information-cick 1o =xpang
Document Templates
Local Forme and POCs Supporting Contracting Center €
All COR Submitted Documents Ez:tar:tlcﬁglli:ce“ter IOSD =1
Wiew All Local COR Records Contracting Center I—..
COR Related Links DODAAC: nooe
Admin Email (ADMIN) Contract Information 5}
COR Misc Codes (ADMIN) 7 =Contract Number is Known (S e TIom Ber Tt o
COR Proxy (ADMIN) Contract/Solicitation S —
Course List (ADMIM) Number: =i
Link To Reports (ADMIN) Record Status: PEMDING PCO REVIEW
Mew COR Profile (ADMIN)
Wiew All CORs (ADMIN) Contracting Officer
Contracting Officer: [earTiEv, e =] Email: MAE.BARTLEY@US.ARMY.MIL
Commercial Phone: 7036028011

Contracting Specialist

Contracting Specialist: IGAUGHAN. PAUL - I Email: PAUL.GAUGHAN@US.ARMY.MIL
Commercial Phone: 7036993723

Note: F 5.000 KB
-
Add QASP Document: & I Browse... I Description: =

Record now states “COR Nominee Record Approved and
Submitted to Contracting Officer.” Record Status changes to
“Pending PCO Review.” An email is generated and sent to the
Contracting Officer advising of action required



COR Nomination Record Process
Supervisor - Approves a Record

N i L s SRarIRe L niae = e LR = b

Extra line breaks in this message were removed.

From: Chan, Dana C CTR OSD ATL Sent:  Fri 4/16/2010 10:24 AN
To: DAMA.CHAM @us.army . mil
Co MAE.BARTLEY @us.army.mil; DAMNA.CHAM@us.army . mil
Subject: COR Mominee approval for TEST 123456
-

Dear CHAMN,DAMNA,

MAE BARTLEY is nominated as a Contracting Officer's Representative (COR) for contract TEST 1232456. Your approval or rejection is
requested.

Please go to the COR System at https:/farc.army.mil/DODCORS. ©Once in the system, the following steps will help you process this request:

1. Click on Awaiting My Approval in the left menuw; 2. Find this COR MNomination using the Contract Number abowve and click the link to open
the record; 2. If approwval is granted, use the link in the left menu to access the Document Templates. Otherwise skip to step 8; 4.
Choose the appropriate template for your contract, complete the necessary information, save the letter to your computer, close out of the
COR Management System, open the COR Appointment letter. Please +ill out the fields at the bottom of the appointment letter first, and
THEN electronically sign it using ApproveIt Desktop 5.8.2, otherwise it invalidates all signatures as ‘redlined’, save the letter to your
computer and e mail the signed letter to the COR Nominee for their signature; 5. Once the completed letter is e mailed back to you, save
the letter onto your computer. 6. Use steps 1 & 2 above to return to the Self Momination record; 7. Scroll down teo the Contracting
officers section and upload the saved !

appointment letter: 8. After completing the remainder of the Contracting Officers section, click the "Approwve" button to complete the
Appointment or the "Reject"” button to return your comments to the nominee. NOTE: The completed appeointment letter is required in order
to approwve the COR Nominee request.

For technical issues inwvolwving ApproveIt Desktop 5.8.2, please contact your local DOIM help desk. They will be able to assist you in
installation and maintenance issues.

If this cannot be done then you must print out the COR Appointment Letter, sign it in pen, scan the COR Approval Letter, and then e mail
it to the COR for signature. Once the COR e mails the signed letter back to you, then you can follow the instructions above to place the
signed COR Appointment Letter in the COR Management System.

This email was automatically-generated. You may contact the COR named abowve directly, if you wish to discuss this appointment; you can do
so by simply replying to this message.

Thank You.

Example of email sent to the CO/CS.
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COR Nomination Record Process —
CO/CS - Contract List Status

LUK Rome

COR Profile . _ . . . .

COR Nomination Process Welcome to the Department of Defense’s COR Nomination and Tracking Site.
Contractini Staff Reiistration

Llst!ﬂalus This site allows for the electronic nomination of a Contracting Officer Representative (COR) against a contract or order with any Department of Defense (DoD)
Awaiting My Approval agency using FPDS-NG.

Document Templates
All COR Submitted Documents | A video overiew of the COR Management System may be viewed here.
New COR. Profile (ADMIN)
COR Proxy (ADMIN)
View All Orgs (ADMIN)
COR Misc Codes (ADMIN) All Users
1M}

To obtain a copy of the Contingency COR Handbook, please click here

Course List
Adrmin Ernig

» All users that possess a Common Access Card (CAC) can utilize the site.
e« Document templates are standardized and contained the minimum required information.

COR Nominees

* CREATE PROFILE: To create or update your profile, use the COR Profile link from the menu and complete the required fields.

« CONTRACT NOMINATION: Use the COR MNomination Process link from the menu on the left to begin the COR Momination Process. Be sure to select
your servicing contracting center prior to populating the required fields.

* NOMIMATION STATUS REVIEW: To view the status of an existing nomination, use the Contract List/Status link from the menu.

* ADD DOCUMENTS: To add a document, such as a Monthly Status Report, to one of your appointed contracts, use the Contract List/Status link from
the menu. Click on the contract you wish to work with and scroll down to the Contract Management section. In this section you will find the capability
to add the desired document.

COR Supervisors

= APPROVE/REJECT: To review any nominations awaiting your review, use the Awaiting My Approval link from the menu. Click the Contract Number

If an email is not received, the CO may review a nomination by
selecting Contract List Status.



OR Nomination Record Process —
CO/CS - Contract List Status

Please select the record types you are interested in:

I actve I orart [T inacTIVE

REWIEW

T REPORTS FOR REVIEW (VES)

Please click here to select identified records

™ pENDING PcO

REWIEW

™ PENDING SUPERWVISOR

™ rRECORD REIECTED
[l=lal

BY M rRECORD REIECTED BY

SUPERWISOR

I TermMInaTED

COR
MAE.EARTLEY

MAE.BARTLEY

MAE.BARTLEY

MAE.BARTLEY

MAE.BARTLEY

MAE.BARTLEY

MAE.BARTLEY

MICHAEL.-MNEEB

PHILLIFP.JAMES. . WILSOMN

MAE.BARTLEY

MAE.BARTLEY

MICHAEL.-NEEB

MICHAEL.MNMEEBE

MAE.BARTLEY

MAE.BARTLEY

KRISTINE.PREECE

Contract Number €

[15P7T-06-D-E405
0021
W1SPYT-09-C-E405-

PrefAward Number €%
DARPA-TESTODOL

DCMA-TESTOOO0O1

LF.

-TESTOO0O0O01

DFAS-TESTOO0O02

DFEA

TESTOO0O0O03

DLA-TESTOO0O002

DODEA-TESTO0OO1
EMAILTESTOOOO1

EZs5 54TS

MNANVY -TESTOO0O01
TESTOOO00000001
TESTEMATILOOOOZ
TESTEMAILOOOOS

TMA-TESTOODODOD1

TEST-0O00000007

PENDIMNG
REVIEW

PENDING

REWVIEM
PENDING
REVIEW
PENDIMNG
REVIEW
PENDING
REVIEW
PENDING
REVIEW
PENDIMNG
REVIEW
PENDING
REVIEW
PENDING
REWIEW
PENDIMNG
REVIEW
PENDIMNG
REVIEW
PENDING
REWIEW
PENDIMNG
REVIEW

SUPERVISOR

SUPERWVISOR

SUPERWVISOR

SUPERVISOR

SUPERWVISOR

SUPERWVISOR

SUPERWVISOR

SUPERWVISOR

SUPERWVISOR

SUPERWVISOR

SUPERWVISOR

SUPERVISOR

SUPERWVISOR

SUPERWVISOR

SUPERVISOR

Su isor/ Commander

CraMA CHARMN

DAMACHAN

DAMALCHAN

CrAMA L CHAMN

DAMACHAN

DAMALCHAN

DAMALCHAN

MAS HEW.MEIMNERT

GARY . WVOLERMAN

DAMALCHAN

DAMACHAN

MA HEW.MEINERT

MLAS HEW

-MEINERT

DAMACHAN

DAMACHAN

GARY.PUGLIANO

PCO
RICHARD . MIXOMN

RICHARD.NIXOMN
RICHARD.NIXOMN
RICHARD.MIXOMN
RICHARD.NIXOMN
RICHARD.NIXOMN
RICHARD.NIXOMN
RICHARD.NIXOMN
RICHARD.NIXOMN
RICHARD.NIXOMN
RICHARD.NIXOMN
RICHARD.NIXOMN
RICHARD.NIXOMN
RICHARD.NIXOMN
RICHARD.NIXOMN

RICHARD.NIXOMN

Specialist
RICHARD.MNIXOM

GECORGE.WASHINGTOMN

GECORGE. WASHINGTOMN

SECRGE.WASHINGTOMN

GECORGE.-WASHINGTOMN

GECORGE. WASHINGTOMN

GECORGE. WASHINGTOMN

JIMMY . .CARTER

GEORGE.BUSH

GECORGE. WASHINGTOMN

RICHARD.NIXOMN

JIMMY . CARTER

SCECRGE.BUSH

GECORGE.WASHINGTOMN

GEOCRGE.BUSH

MICHAEL.NEEBF

A list of actions and the status of the action for the
contracting officer or contract specialist is displayed.

for
Rewieww
MO
MO
MO
MO
[ L]
MO
MO
MO
MO
MO
[ L]
MO
MO
MO
[ L]

5/9/2011 YES

Reports



COR Nomination Record Process —
CO/CS Contract List Status

JFields Displayed
(UName
(JContract Number
JPreaward Number
(dStatus
dSupervisor/Commander Name
JdPCO
dSpecialist
(dLast Action Date
 Active and Terminated COR
(JReports for Review — Yes/No



COR Nomination Record Process —
CO/CS - Contract List Status

] Status

O Active— Contracting Officer has approved the COR nomination

O Draft — a nomination has been started by the COR on a contract action
but has not been to the supervisor

O Inactive Contract completed, no additional COR duties are required

O Rejected — Nomination has been rejected by the contracting officer or the
supervisor

O Pending Supervisor Review— Nomination has been sent to the supervisor
for approval prior to sending to the contracting officer

O Pending PCO Review— Nomination has been reviewed by the supervisor
and sent to the contracting officer for approval

O Terminated — COR is no longer assigned to a contract

1 Sort by Status
] Select contract number to review



COR Nomination Record Process
CO/CS - Awaiting my Approval

COR Home
COR Profile . . .. . .
COR Norminetion Process Welcome to the Department of Defense’s COR Nomination and Tracking Site.
Contracting Staff Registration
Contract List/Status

Document Templates
All COR Submitted Documents | A videa avenview of the COR Management System may be viewed here.

This site allows for the electronic nomination of a Contracting Officer Representative (COR) against a contract or order with any Department of Defense (DoD)
agency using FPDS-NG.

To obtain a copy of the Contingency COR Handbaoak, please click here.

All Users

o All users that possess a Common Access Card (CAC) can utilize the site.
o Document templates are standardized and contained the minimum required infarmation.

COR Nominees

» CREATE PROFILE: To create or update your profile, use the COR Profile link from the menu and complete the required fields.
s CONTRACT NOMTNATTON: |lse the COR Mominatinn Process link from the menu on the [eft to henin the COR Nominatinn Process Be sure to srleet

When an email is received advising CO to enter or when the
CO selects and enters “Awaiting My Approval,” ...



COR Nomination Record Process
CO/CS - Awaiting My Approval

s

COR Home

COR Profile y.

COR Momination Process

Contracting Staff Registration

I
4 You do not have rights to use this page

Contract List/Status

Awaiting My Approval

Document Templates

All COR Submitted Documents

MNew COR Profile (ADMIN)

COR Proxy (ADMIM)

View CORs (ADMIN)

COR Misc Codes [(ADMIN)

This message will display when the following occurs:

Course List (ADMIM
Admin Email (ADMIN)

[ The CO/CS has not completed a contracting staff registration or
dThere are no nomination associated with the CO/CS name.



COR Nomination Record Process
CO/CS - Awaiting My Approval

COR Nominees Awaiting My Approval as Contracting Officer &

COR Contract/ PreAward Number Supervisor/ Commander
PAUL.J.SMITH COD-TRAININGZ MAE.BARTLEY
PAUL.J.SMITH HOO0102-02-0-TEST-0002 MAE.BARTLEY
TESTER.CCR SESSION 3-14 MAE.BARTLEY
TESTER.COR SESSION 5-24 MAE.BARTLEY

A list of actions awaiting approval will be displayed. The
message “No Contracts Awaiting Your Approval” is displayed
when there are no actions to be approved by contracting officer.
Select the contract number to begin the review of the

nomination. (This list may not be available for Contract
Specialist).



COR Nomination Record Process -
CO/CS Review — COR Information

[COR Home |

COR Profile

COR Nomi io View Complete COR Information

Contracting Staff Registration Mlo

Contract List/Status COR Information-—c

Awaiting My Approval DKO JAMES.F.LAMONT R's Home Organization DODAAC:

Document Templates R 4608 R R
Supervisor/Commander: MADDOX pervisor/Commander Commercial Phone: 318-456-3732

Local Forms and POCs Courses: No Courses Listed

All COR Submitted Documents

View All Local COR Records

COR Relatod Links Suppor‘Fing Contracting Center &

Adrmin Email (ADMING B g, center [Seiect =1

COR Misc Codes (ADMIM Contracting Center I—

COR Pro (ADMIE\I} : DODAAC: radend

Course List (ADNMIN) Contract Information 1]

Link To Reports (ADMIN) € =Contract Number is Known { =Contract Number is NOT Known . .

MNew COR Profile (ADMIMN scitati

View Al CORS (A(DMIN} } Nompact/Seficitation [eeaz-t0-m-5032 D ReVI eW CO u rses I n CO R
Record Status: PENDING SUPERVISOR REVIEW

. .

Information Section.
Contracting Officer: [cROCKETT, TRACEY =1 Email: TRACEY.CROCKETT@BARKSDALE. AF.MIL
Commercial Phone: 3184561102

comcany oo [l Ui-there are “No-Gourses-
Listed” contracting

add ansr Document© [ ] offices/specialist shouldTeject

Contractor o nomination and advise COR to

Cage Code:
Contractor Name: Contractor Address:

oo o e enter.catrses.

Contract Award Date:

QA surveillance Plan (QASP)
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COR Nomination Record Process
CO/CS Review — COR Information

View Complete COR Information

Cancel Record Io

COR Information=—Cick to collap==
COR's Home Organization DODAAC:

- A A
DKO Name: MAE.BARTLEY HOO102
Organization Name - DPARP
Courses: Course Training Lvl Certificate
DAL CLM 003 Ethics Traini A v EqQuiv ABC - .
|G Traning or Agency Equn Certificate of Completion.doc
DAU COR 222, DAU CLC 222 COR on-line training or B
Equivalent Certificate of Completion.doc
Wide A Workflow{WAaWF) Traini . .
Wide Area Workflow(WAWF) Training Certificate of Completion.doc
DAl CLC 106 COR with a Missi H A . .
With @ Hlission Focus Certificate of Completion.doc

Mizr traininn Az rennired by lneal crenter nn lirr

If there are courses present, review the courses.
 When completed, click on “COR Information” to “collapse”
this section.

(JReview the remaining sections.




COR Nomination Record Process -
CO/CS — Review Nomination

(JReview COR Entries

(JReview Supporting Contracting Center

JEnsure accurate selection of the appropriate department or
agency and contracting center DoDAACs is selected

JReview Contract Information
O Verify contract or preaward number

(JReview Contracting Officer and Contracting Specialist
JEnsure correct CO/CS is selected

(JReview Quality Assurance Surveillance Plan (QASP);
dEnsure QASP or memorandum is loaded



COR Nomination Record Process
CO/CS Complete Nomination

JUpC V¥ wvinnnanugi - K 1O EXpan

racting Officer--c

Reassignment of the FreAward Contract TEST1234
act Number: I I I -Select- ;l |

Delivery/Task Order:

COR Training Type: -Select- vI (1]
Contingency Environment?; -select- 'I

Waive QASP?: o Browse... |

If the COR selected “Contract Number is NOT Known” the
Contracting Officer shall enter the contract number and/or
contract and delivery/task order number.

51



COR Nomination Record Process
CO/CS - Complete Nomination

COR Training Type:
Contingency Environment?: e b

Waive QASP?:

nnteartinn Nffirae

Select the COR Training Type (A, B or C)



COR Nomination Record Process
CO/CS - Complete Nomination

Contingency Environment?:  |-3ekc- '|

Waive QASP?:

Contracting Officer
Certifications:

Select “Yes” or “No" for Contingency Environment;
if work is being performed in a contingency
environment.



COR Nomination Record Process
CO/CS - Complete Nomination

Waive QASP?: V. @ |HICORT ToolSANPLESIO  Browse., ‘

(JCheck block if QASP is not required.
JLoad a copy of the memorandum waiving this
requirement.



COR Nomination Record Process
CO/CS - Complete Nomination

Contracting Officer

Certifications:
Cert. Activation © Al Certification
P ) I have prepared and signed an appointment/designation letter, and had the COR sign the appaintment/designation |etter and am uploading the
3/21/2011 i CetifY  Jaterin this CORT Tool,
3/z1/z2011 " certify [ have reviewed the COR's courses and cenfirmed that a valid "Contracting Officer Representative” course has been completed by the COR,
- ) I will ensure that the COR completes the required COR Report and uploads it in this Teal, I will then review the COR Repaort and approve or
Lo v | certify reject it in the CORT Toal,
321/2011 ¥ certify Lwill pgrfurm a yearly administrative review of the COR's files in the anniversary month of appointment using the Annual COR File Inspection
Checklist,
3/21/2011 " cerfify I will upload the Annual COR File Inspection Checklist in this system at the end of the anniversary month of appointment each year.
i B
Approval /Rejection
Comments: J
¥
. i : neM1/2012 @
Appointment Letter: [HICORT ToolSAIPLESA  Browse.. | Appointment Date |

Contracting Officer Approve |

) Upioaded MUST not excasd o

Save Record (without routing) Contracting Officer Reject |

ACO DKO Name: IDANA.CHAN

QA POC DKO Name: IF'AUL.GAUHAN

d Check all certifications.

1 Add comments (mandatory if rejecting.)

O Load appointment letter and add appointment date.

A If known, enter ACO and QA POC. 55



COR Nomination Record Process
CO/CS Complete Nomination

“CONTRACTING OFFICER
Reassignment of the PreAward Contract TEST- 22

Contract Number: [Frzsaa  Joz =] fooos

Delivery/Task Order: -
COR Training Type: m 1]
Contingency Environment?: m
Waive QASP?: rel Bewe. |

Contracting Officer
Certifications:

Click to co

Cert. Activation € B mHTEET

i I have prepared and signed an appeintment/designation letter, and had the COR sign the appointment/designation letter and am uploading the
DEyAn 2 lcertify  |atrerin this CORT Toal.
3/21/2011 WV certify I have reviewed the COR's courses and confirmed that a valid "Contracting Officer Representative” course has been completed by the COR.

i I will ensure that the COR completes the required COR Report and uploads it in this Tool, I will then review the COR Report and approve or
TEURTL M certify reject it in the CORT Taoal,
2/21/2011 W certify I will perform a yearly administrative review of the COR's files in the anniversary month of appsintment using the Annual COR File Inspection

e Checklist,
| certi will uplead the Annua ile Inspection Checklist in this system at the end of the anniversary month of appointment each year,
3/21/2011 v fy I will upload the A | COR File I ion Checklist in thi he end of th i h of i h
o
Approval/Rejection J

Comments: J
v
Appointment Letter: [FACORT ToorsANPLES | Browsen | Appointment Date: [ort12012 @

Contracting Officer Approve | Save Record (without routing) Contracting Officer Reject |

ACO DKO Name: IDANA.CHAN [1]

QA POC DKO Name: IPAUL.GAUHAN [1]



COR Nomination Record Process
CO/CS Complete Nomination

1 Save, reject, cancel or approve the nomination

J“Save Record (without routing)” allows a CO to update
the information at a later date

d“Contracting Officer Reject but DO NOT set Status to
Cancelled”

U Requires the CO to add mandatory comments and return the nomination
to the COR for corrective action

1 CO/CS will need to reload the Appointment letter
d“Contracting Officer Reject AND set status to Cancelled”

L “Cancel record” removes the COR nomination from the CORT Tool

d“Contracting Officer Approve” appoints a COR to the
contract



COR Nomination Record Process
CO/CS - Saves Record (without Routing)

e

Click to collzpz=-* CONTRACTING OFFICER
Reassignment of the PreAward Contract TEST- 22

Contract Number: Frzzaz | Jor | fu = | fooos

Delivery/Task Order: -
COR Training Type: m 1]
Contingency Environment?: m
Waive QASP?: r o|— Browse... |

Contracting Officer
Certifications:

Cert. Activation & bl FEiETEED
2/21/2011 F certify L‘;:;ﬁ:ﬁ?:gg:%?fﬂﬁ an appointment/designatien letter, and had the COR sign the appointment/designation letter and am uploading the
3/21/2011 W certify I have reviewsd the COR's courses and coenfirmed that 2 valid "Contracting Officer Representative” course has besn completed by the COR.
32172011 = certify :;;Iltelr;s;r;;hég;_er gOOOF}Icompletes the required COR Repert and uploads it in this Teal. I will then review the COR Report and approve or
3/21/2011 ¥ certify ::l:lgl.lzlglfiwm 3 yearly administrative review of the COR's files in the anniversary menth of appeintment using the Annual COR File Inspaction
3/21/2011 W certify I will upload the &nnual COR File Inspection Checklist in this system at the end of the anniversary month of appeintment sach year,

FY
Approval/Rejection J

Comments: _I
-
Appointment Dater IUG;‘11;‘2012 @

Appointment Letter: HACORT ToohSAMPLES'A  Browse...

gL

Coentracting Officer Approve I Save Record (without routing) Contracting Officer Reject I

To save the nomination for future updates, select
“Save Record (without routing).”



OR Nomination Record Process
CO/CS - Saves Record (without Routing)

_ e —_-—.,,,

COR Contract Record Updated
ete COR Infor
Cancel Record

= = TCOR INFORMATIOMN
Supporting Contracting Center ©

Contracting Center Iﬁ
Department: DEFENSE

Contracting Center I—
DODAAC: Haoio=
Contract Information Lid

= =Contract Humber is Known

Contract/ Solicitation
Mumber:

Delivery/ Task Order:

Record Status:

Contracting Officer
Contracting Officer:

MAE.BARTLETY@US.ARMY.MIL
Commmercial Phone: FO35880832

Contracting Specialist
Contracting Specialist: [BarTiLEY, MaE -1
Commercial Phone: 7035880832

MAE.BARTLEY@US.ARMY.MIL

QA Surveillance Plan (QASP)

Existing Document: Sample é‘ASP.doc Description: Sample
geplace QASP Document: I Browse. .. I Description: Sampole
Contractor @&

Cage Code: oo9l1as581a

Contractor Mame: NEWPORT CORPORATION Contractor Address: 1791 DEERE AWE
Contractor City: IRWIME Contractor State: [N

Contractor Zip Code S2606-481a Contractor Countrys: us

Contract Award Date:

Current Completion Date: S/6/2007

PSC Description: 665640 - LABORATORY EQUIPMEMNT AND SUFPPLIES

(dRecord now states “COR Contract Record Updated.”
(dRecord Status remains “Pending PCO Review.”
(dContractor section is populated with FPDS data
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OR Nomination Record Process
CO/CS — Rejects a Record

Contracting MTicer=-Click o
COR Training Type:

Contingency Environment?: INu - I
Waive QASP?: - o| Browse .. |

Contracting Officer
Certifications: 0

Certification

~ Ewvery month I will ensuMaghat the COR completes the required Monthly COR Report and uploads it in this Tool. I

1 eertify il then review the MonthlYNQOR Report and approve or reject it in the CORT Tool.

signed an Wgpeintment/designation letter, and had the COR sign the sppointment/designation
ding the lettel this CORT Tool.

COR data and Yenfirmed that a valid "Contracting Officer Repraesentative” course has been
OR.

COR data and cldnfirmed that the COR specific "refresher training”
fication of Contrafting Officer Representatives (COR) for Service Acquisition has completed by

FPlease select from the following:

% Reject but DO NOT set status to ired by DoD
a5 required by Do

Cancelled.

E review of the COR's files in the anniversary month of appointment using the

rly administrati

© Reject AND set status to Cancelled. :
spection Cheg

area of the COR
PPTCad the Annual COR File Inspection Checklist in this system at the end of the anniversary month of

151
HELENLL appointment each year.
A

N

Approval fRejection Comments:

Appointment Letter: Appointment Date:

Contracting Officer Reject

Contracting Officer Approve I Sawve Record (without routing)

ACO DEKO Name: ID,CANA CHAN [i]

QA POC DKO Mame: I‘a'\l’ILLI..C\M.MACZEES (i)

Sawve Record (without routing)

Select “Contracting Officer Reject.”
When the dialogue box opens, it will default to “Reject

but DO NOT set status to Cancelled.”
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COR Nomination Record Process
CO/CS — Rejects a Record

e = CON TRAC TING OFFLCER
COR Training Type: A a1

Contingency Environment?: INu vI
Waive QASP?: - OI Browse... |

Contracting Officer

Certifications:
Cert. Activation € B e
: I have prepared and signed an appointment/designatien letter, and had the COR sign the appointment/designation letter and am uploading the
3/21/2011 ¥ | certify 1
letter in this CORT Taal.
3/21/2011 ¥ 1 certify I have reviewed the COR's courses and confirmed that a valid "Caentracting Officer Representative” course has been completed by the COR.
) I wyi ure that the COR complete quired COR Report and uploads it in this Teol. I will then review the COR Repert and approve or
3/21/2011 ¥ | certify e
ject it in the CORT Toal.
- g he R's files in the anniversary menth of appointment using the Annual COR File Inspection
3/21/2011 W 1 coAfi = .
ease select from the following:
3/21/2011 M/ certi ecklist in §yis system at the end of the anniversary month of appointment each year.
& Reject but DO NOT set status to
-
Approval/Rejection Cancelled. —I
Comments:

" Reject AND set status to Cancelled.

EI Cancel |

Save Record (without routing) | Contracting Officer Reject I

Appeintment Letter:

intment Date: I @

Contracting Officer Approve

ACO DKO Name: IDANA.CHAN 1]

o

QA POC DKD Name: IPAUL.GAUHAN

dSelect “OK” to confirm the rejection, without cancelling or
dSelect “Cancel” if the rejection was submitted in error.
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COR Nomination Record Process
CO/CS — Rejects a Record

-

i COR Nominee Record Rejected by Contracting Office
View Complete COR Information

" Cancel Record b

COR Information-—cick o sxpand
-
" Supporting Contracting Center L1
= Contracting Center Iﬁ
o Department:
Contracting Center I—
1 popaac: Hao1oz

-
Jd Contract Information Lil
- L -=Contract Number is Known L -=Contract Number is NOT Known

o Contract/Solicitation
Number:

Delivery,/ Task Order:

Record Status:

- Contracting Officer

Contracting Officer: Email: MAE.BARTLEY@US.ARMY.MIL
Commercial Phone:

Contract ing Specialist

Contracting Specialist: IGAUGHF«N. PAUL - I Email: PALUL.GAUGHAN@US. ARMY.MIL
Commercial Phone: = 7038933723

oA surveillance Plan (QASP)
Mote: The file should have a file extention (doc, pdf, etc.

Note: File size being uploaded must not sxceed & MEB (£,000 KE).
-
Add QASP Document: & I BBBBBB I Description: I j

Contractor €

(JRecord now states “COR Nominee Record Rejected by
Contracting Officer.”

(JRecord status changes to “Record rejected by PCO.”
1 E-mail is sent to the COR advising of rejection.
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COR Nomination Process
CO/CS — Rejects a Record

X-Priority: 2
Content-Type: multipart/mixed;
boundary="------------ AD8BC24=_23F7E4A123B2357B32"

This is a multi-part message in MIME format.
77777777777777 ADBC24=_22F7E4A12B2357EB2
Content-Type: text/plain; charset=us-ascii
Content-Transfer-Encoding: 7bit

Dear KRISTIME PREECE.
Your contracting officer has rejected your request to be a Contracting Officer s Representative (COR) for contract TEST - KP. The
reasons are as follows:

Reject per Mae

To revise your nomination, please go to the CORT Tool at hittps://arc.army.mil/DODCOR/S . Once in the tool, the following steps will help
you process this reguest:

1. Click on COR Contract List in the left menu; 2. Find the contract you need to revise and click its link to open the record; 3. If
needed, the rejection comments (seen abowve) can be wviewed in the Contracting Officer section of the Self Momination record: 4. When you
are ready to resubmit your nomination, use the "Submit Record to Supervisor” button in the COR section of the COR Self Homination record

Mote: The COR Mominee s Superwvisor must nominate a new COR if this COR Mominee is not going to be selected.

This email was automatically-generated. You may contact me if you wish to discuss this message; you can do so by simply replying to thi
message.

Thank You.

Sample rejection email from CO.
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COR Nomination Record Process
CO/CS — Rejects/Cancels a Record

“CONTRACTING OFFICER

COR Training Type: IA - I [i]

Contingency Environment?: INU - I

Waive QASP?: - OI Browse... I

Contracting Officer
Certifications:

Cert. Activation & Adl Certification

. I hawve pre i ointment/designation letter, and had the COR sign the appointment/designaticn letter and am uploading the
3/21/2011 ¥ icertity L R = g PP g P g

2212011 ¥ 1ce I hawve reviewed the COR's courses and coenfirm hat 2 valid "Contracting Officer Representative" course has been completed by the COR.

2/21/2011 I will ensure that the COR completes the required CO eport and uploads it in this Teel. I will then review the COR Report and approwve or
= reject it in the CORT Teol.
PR— | 5 in the anniversary month of appointment using the Annual COR File Inspection
3/z2t/z011 ¥ lcertil Please select from the following:
3/21/2011 M 1 certi ecklist in this system at the end of the anniversary manth of appointment each year.
 Reiect but DO NOT set status to
-
Approval /Rejection Cancelled. —I

Comments:

@ Reject AND set status to Cancelled.

CEI‘IDBII pfiment Date:

ecord (without routing) I

Appointment Letter:

Contracting Officer Approve

Contracting O fficer Reject

ACO DKO Name: IDANA.CHAN

(dSelect Contracting Officer Reject.

(dChange default in dialogue box to “Reject AND set status to
Cancelled.”

dSelect “OK” to continue rejection and cancellation
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OR Nomination Record Process
CO/CS - Reject/Cancels a Record

Contracting Officer=cick w oo
Reassignment of the PreAward Contract HQO1020D1234
Contract Number: I _I _I -Select- |« | _I

Delivery/Task Order: -
COR Training Type: I-Select— - I [i]
Contingency Environment?: I-Select— - I

Waive NASP?- — &l [ |
el \Windows Internet Explorer X|
Certifi

“:) If the KiZ/SP camcels this COR nomination, all information will be lost, Do vou wish to continue to | ©OR sign the 2ppeintment/designation
= cancel this COR nomination?
"OK" to continue with Cancellation
"Cancel" to stop this Cancellation process F e it Taals Lol dvar mzefzs diz

g Officer Representative” course has

ersary month ef appeintment using the

Ok I Carcel pletion of the abowve contract/delivery

we the COR sign the letter. I will then

because I understand that this is the
only way to turn off the & mail notifications and mowe this contract/delivery order/purchase order to the Inactive
area of the CORT Tool.

I will upload the Annual COR File Inspection Checklistin this system at the end of the anniversary menth of
appointment 2ach year,

=
[

Appointment Date: @

3/21/2011

I certify

Approval/Rejection Comments:

Appointment Letter:

Mote: F

Contracting Officer Approve I Save Record (without routing} Contracting Officer Reject I

ACO DKO Name: | o

When the dialogue box opens, select “OK” to confirm
cancellation.
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COR Nomination Record Process
CO/CS - Reject/Cancels a Record

COR. Home

COR Profile

COR Nomination Pro
Contracting Staff Registration

Contract List/Status

Awaiting Ny Approval

Document Templates

Local Forms and POCs

All COR Submitted Documents

View All Local COR Records

COR Related Links

Admin Email (ADMIN)

COR Misc Codes (ADMIN)

COR Proxy (ADMIN)

Course List (ADMIN)

Link To Reports (ADMIN)

MNew COR Profile (ADMIN)

View All CORs (ADMIM)

COR Informations=-cick to axpand

Supporting Contracting Center &

Contracting Center 0=0 -
Department: =
Contracting Center l—.
DODAAC: Hao1o2
Contract Information o

[ =Contract Number is Known « Lo umber is NOT Known

Contract/Solicitation

Number: HQ0102001234

Record Status: CANCELLED

Contracting Officer

Contracting Officer: BAR

7036028011

Commercial Phone:

Contracting Specialist

I BARTLEY, MAE bt I

7036028011

Contracting Specialist:

Commercial Phone:

OR Contract Record Cancelled

View Complete COR Information

MAE.BARTLEY@US. ARMY.MIL

Email:

Email: MAE.BARTLEY@US.ARMY.MIL

(JRecord status changes to “Cancelled.”
(dOnce cancelled, the Record is removed from CORT Tool.




COR Nomination Record Process-
CO/CS — Approves a Record/Appoints COR

"CONTRACTING OFFICER
COR Training Type: A | O

Contingency Environment?: INEI vl
Waive QASP?: - OI Browse... |

Contracting Officer

Certifications:
Cert. Activation € B aTEes
e ) I have prepared and signed an appointment/designatien letter, and had the COR sign the appeintment/designation letter and am uploading t
PELiEELY W 1 certify letter in this CORT Tool.
3/21/2011 1 certify I have reviewed the COR's courses and confirmed that a valid "Centracting Officer Representative” course has been completed by the COR
i 7 ) I will ensure that the COR completes the required COR Report and uploads it in this Teol. I will then review the COR Report and approve or
ZpR feeiy] v I certify reject it in the CORT Teal,
2/21/2011 7 certify T will pi_arfc-rm a yearly administrative review of the COR's files in the anniversary month of appointment using the Annual COR File Inspectit
Checklist,
3/21/2011 ¥ 1 certify I will upload the Annual COR File Inspection Checklist in this system at the end of the anniversary month of appointment each year.
. . F Y
Approval/Rejection J
Comments:
v|
. i : 0642242012 @
Appointment Letter: HACORT ToohSAMPLES\A _Browse... | Appointment Date I

Save Record (without routing) Contracting Officer Reject |

ACD DKO Name:

QA POC DKO Name: PAUL.GAUHAN 1)

To approve the nomination and to appoint the COR, select
“Contracting Officer Approve”
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COR Nomination Record Process
CO/CS — Approves a Record/Appoints COR

COR Appointed

View Complete COR Information

Click t2 sxcpand-> COR INFORMATION
VP POTLINGg CONraciing Center o
Contracting Center
Department:
Contracting Center PR p——
DO DLAAC : —
Contract Information -
¥ —Contract Number is Known 0 = ber is NOT Kno
Contract/ Solicitation — — = —
Number: I [o - =1 Jeo
Delivery/ Task Order: Ll
Record Status: ACTIWVE
Contracting Officer
Contracting Officer: [Barmier, mae =] Email: MAE.BARTLEY@US.ARMY.MIL
Commercial Phone: 70365028011
Contracting Specialist
Contracting Specialist: I DoD, TEST - I Email: TEST.8888@US.ARMY.MIL

Commercial Phone: FE76128865

QA Surveillance Plan (QASP)

Existing Document: Description: Sample

L
QUALITY ASSURAMNCE PLAN.doc

g&place QASP Document: I Bromrae I Description: Sample .

Contractor €
Cage Code: 884047838

Contractor Mame: UNIVERSAL MEASUREMENT Contractor Address: 5780 URBANA RD
Contractor City: SPRIMNGFIELD Contractor State: oH
Contractor Zip Code: 45502-9582 Contractor Country: us

Contract Award Date:
Current Completion Date: 10/31,/2003
PSC Descrintion: 6635 - PHYSICAL PROFPERTIES TEST EO

WTop of page states “COR Appointed.”

UThe “Supporting Contracting Center and Contractor Information section is now
frozen;

UThe “record status” changes to “ACTIVE; and

WThe “Contractor” section is populated with FPDS data. cs



COR Nomination Record Process

sSubject:

aaaaaaaaaaaaaa

You hawve been approwved as a COR by the contracting officer for contract HQE1E2082DTESTO1AB.

This email was automatically-generated. You must contact the contracting officer directly if you wish to discuss this appointment; you can do so by
simply replying to this message.

TTTTTTTTT

A system email is sent to the COR advising of the
appointment.

[y 1



COR Nomination Record Process
Updates Record with ACO or QA POC

Supervisor/ Commander--
Contracting Officer--

Contract Number: HC1028-01-C-TEST

COR Training Type: |- vlo
Contingency Environment?: [ =1
Waive QASP?: ~ ol MJQUALIW

ASSURAMCE FPLAMN.doc

Contracting Officer Cert. Activation € Certification
certifications: _ e .
=/z1/2011 Certified I have prepared and signed an appointment/designation letter, and had the COR sign the appointment/desic
= letter and am upleading the letter in this CORT Teoel.
s/21/2011 Certified I have reviewed the COR's courses and confirmed that a2 valid "Contracting Officer Representative” course
been complated by the COR.
R . I will ensure that the COR completes the required COR Report and uploads itin this Tool. I will then review
=reiiznid et COR Report and approwve or reject it in the CORT Tool.
s I will perform a yearly administrative review of the COR's files in the anniversary month of appointment usir
B3/21/2011 Certified Annual COR File Inspection Checklist,

I will prepare and sign a COR Revocation/Termination Letter following completion of the abowe contract/del
order/purchase order. I will sign the Revocation/Termination Letter and have the COR sign the letter, I will

3/21/2011 Certified upload the signed COR Revaocation/Termination Letrer into the CORT Tool because I understand thar this i
anly way to turn off the e mail notifications and mewe this contract/delivery order/purchase order to the Ina:
area of the CORT Tool.

I will upload the Annual COR File Inspection Checklist in this system =t the end of the anniversary month o

2/21/2011 Certified N
appointment sach year.

nents:

Approval/Rejection Cor

L] APPOINTMENT LETTER.doc

Appointment Letter: | ] Br Appointment Date:

Rewvocation Date:

Rewvoke COR I

COR Rewvocation Letter:

ACO DKO Name: [Micky.Mouse o
QA POC DKO Name: [Mimmie Mouse o
Save Record (without routing) |

A Select Contract List status and select applicable contract
number

[ Enter the DKO name of the Administrative Contracting Officer
(ACO and/or the Quality Assurance Point of Contact (QA POC) .
[ Click on “Save Record (without routing).”



COR Nomination Record Process

Updates Record with ACO or QA POC
§ —

COR Home
COR FProfile

COR Contract Record Updated
View Complete COR Information

COR Momination P S
Contracting Staff Registra_tion

Contract List/Status COR Information-cic

Awwaiting My Approval s ti c . " c ¢ o
Document Templates upporting Contracting center
Contra g Center — —
it

Local Forms ﬂm POCs Departmen
All COR Submitted Documents | Contracting Center

iew All Local COR Records | DOPAAE

COR Related Links Contract Information

Admin Email (ADMIMN = =c ris

COR Misc Codes (ADMIN) Contract/So ation

COR Proxy I_ADI"JI_II\I] Number:

Course List (ADMINY — Delivery/Task Order:

Link To Reports |_AD['JIM] Record Status: ACTIVE

Mew COR Profile |_AD£II\J]

View All CORs (ADMIN) Contracting Officer
Contracting Officer: [BarTLEY, MaE =1 Email: MAE.BARTLEY@US.ARMY.MIL
Commercial Phone: 7036028011

Contracting Specialist
Contracting Specialist: [BarTLEY, MaE ~1

MAE.BARTLEY@US ARMY.MIL

Commercial Phone: 7036028011

ance Plan (QASP)

Description: | :I

Top of the Page now states “COR Contract Record
Updated.



COR File Inspection Checklist

[ Contracting Officer may post Annual COR File Inspection
Checklist (CO).
1 Scroll down to the contracting officer section
d To add files
[ Using the browse feature, upload a copy of the checklist
1 Select the applicable year
[ Click on add checklist




COR File Inspection Checklist

eeeeeeeeeeeeeeeee I Browse... | @
Maote: File size being uplosded must not excesd & MB
Revoke COR |
ACOD DKO Name: |pana.cran o
QA POC Name: | i}
Annual File In ct
heckli
m atedBy = Creat ed On
& B
- ART 27720
eeeeee CLOS T.do 127/
dd File: | _Browse... | ear: [2012 =]
t excesd & MB (8,000 KB

Top of the page now state, File Inspection Checklist Added.
Checklist is now available for viewing.

73



COR Nomination Record Process
CO/CS - Terminates/Revokes a COR

32172011 Cerrified Srandards for Certification of Contracring Officer Representatives [COR) for Service Scqui on has completed by

the COR.
ooy : I will perform = vearly administrative review of the COR’s files in the anniversary month of appsintment using the

Sl il EETETEL Annual COR File Inspectien Checklist,
I will prepare and sign @ COR Rewocation/Tarmination Letter following completion of the abowe contrac

3/21/2011 Cerrified upload the signed COR Revocation_"rermination‘ Letrer into the CORT Tool because I understand that this is the
only way to turn off the & mail netifications and mowve this contract/delivery order/purchase order to the Inactive
area of the CORT Tool.

Somn T i I will uplead the Annual COR File Inspection Checklist in this system at the =nd of the anniversary month of

appointment each year.

Approval/Rejection Comments:

L1 Al TTER.
PPOINTMENT LETTER.doc Appointment Date:

Appointment Letter:

[FACORT ToonSAMPLES'S | Browse.. | Revocation Date: |CEREEE =
Revoke COR I

COR Revocation Lett

ACO DKO Name: ot Chatl P

QA POC DKO Name: [riCiem maczEES o
Sawve Record (without routing} |

e B R R s e e i

[ Expand the Contracting Officer section.
1 Load a copy of the COR Revocation Letter.
 Enter the revocation date.

J Select “Revoke COR.



COR Nomination Record Process
CO/CS - Terminates/Revokes a COR

_ =1 x|

@ ‘ - Ini https: ffarc.army .mil /DODCOR /CORContract.aspx Pcor =35492id =52438%0orgid=1 *r|| X | |Live Search |~

File Edit “iew Favorites Tools Help

iE 4 @ COR - COR Self MNomination for HG.. . | | i >~ B v d&= > [FPage ~ & Tools = 2
o T e =]

Contingency Environment?: e =1
Waive QASP?: - ol Browse... |

Contracting Officer Cert. Activation €& Certification

Certifications: Every month I will ensure that the COR complates the required Monthly COR Report and uplesds it in this Tesl. T

HEuErnL SERETER will then review the Monthly COR Report and approve or reject it in the CORT Tool.
N I have prepared and signed an appeintment/designation letter, and had the COR sign the appeointment/designation
3/z1/2011 Certified latter and am uploading the letter in this CORT Tool.
=/zi/2011 Certified I have reviewed the COR data and confirmed that a wvalid "Contracting Officer Representative” course has been
completed by the COR.
I have reviewsd the COR data and confirmed that the COR specific "refresher training” as required by DoD
=/z1/zo11 Certified Standards for Certification of Contracting Officer Representatives (COR) for Service Acquisition has campleted by
the COR
— — T e e e e T

Annual COR File Inspection Checklist,

I will prepare and sign a COR Revocation/Termination Letter following completion of the abowe contract/delivery
order/purchase order, I will sign the Revocation/Termination Letter and have the COR =sign the letter, I will then

=2/z1/2011 Certified uplead the signed COR Revecatien/Terminatien Letter inte the CORT Teoel because I understand thak this is the
anly way to turn off the & mail notifications and mowve this contract/delivery order/purchase order to the Inactive
area of the CORT Tool.

21011 eerifiad I will upload the Annual COR File Inspection Checklist in this system at the end of the anniversary month of
PRy \"\/indows Internet Explorer x|
Appointment Letter: l_?/ Are yolu sure you wish to terminate the COR. for this contract? =

,TI Cancel | ||39.a1 62011 E
Revoke COR |

COR Revocation Letter:

ACO DKO Name: [oanacran o

QA POC DKO Name: [wittiam maczees o
Sawe Record (without routing} |

Aot BManaaoneants co o

When dialogue box opens, select “OK” to confirm
termination.
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COR Nomination Record Process
CO/CS - Terminates/Revokes a COR

COR Profile
COR MNomi

Contract List/Status

Contracting St_aﬂ' Registration

COR Appointment Terminated
View Complete COR Information

Aowvaiting Wy Appruva_l

COR Information--c

Document Templites

Local Forms and POCs

Supporting Contracting Center &

All COR Submitted Documents

Contracting Center | CE T |
Depart t: -

Miew All Local COR Records

Contracting Center

COR Related Links _

DODAAC: o

Admin E 1a_i| (ADMIMY

Contract Information

COR Misc CUdES_I_ADr‘ﬂTN]

COR Proxoy (ADMINY

Contra

Course List (ADMIN)

IHQD1 0202DTESTO1AB

Link To Reports (ADMIN)

Record Wtatus:

TERMINATED

MNew COR Profile (ADMIMN)

WMiew All CORs (ADMIM)

Contracting O

Contracting Officer:

|BARTLEY, MaE -1
Commercial Phone: 7036028011

Contracting Specialist

Contracting Specialist: IGAUGHAN PAUL - I

Commercial Phone: 7036993723

QA Surveillance Plan (QASP)

Existi D 15 Ld
>asting Documen QUALITY ASSURANCE PLAN.doc

3ep|a|:e QASP Document: I Browse... I

Contractor &

(dRecord now states “COR Appointment Terminated.”

Email:

Description:

Description:

MAE.BARTLEY@US.ARMY.MIL

PAUL.GAUGHAN@US. ARMY.MIL

SAMPLE

SAMPLE -
~

(JRecord Status changes to Terminated.



CORT Tool

Part 3 — COR’s Online Reports
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COR’s Online Reports

 Contracting Officer may approve or reject COR Status
reports.
J Contracting may review the following document posted
by the COR or Contracting Officer:
(JCOR Reports,
dTrip Report,
W Correspondence and
dMiscellaneous Documents



COR’s Online Reports
COR Reports

/=~ COR - DoD COR: Contract Management for TEST123456 - Windows Internet Explorer provi — =<
@T\ 5 |& htips: ffarc.army . mil /LoD COR COR Contract.aspx 7ecor =424121d =551 7&orgid=1 LI B |[#2]]x ILive Search 2|~
File Edit wiew Favorites Tools Help

iEodi @ COR - Dol COR: Contract Mamage. | | T ow B v = ow crPage « 0 Tools « 2

Contractor Zip Code: Contractor Country: - |
Contract Award Date:

Click on “COR’s Online File” to

“SUPERVISOR/COMMANDER

s “*CONTRACTING OFFICER expand Or ”COIIapse” the ContraCt

Click to

“COR'S ONLINE FILE . .

No Monenty Stats Reperes L information

Mo Monthly Status Reports Listed . |
Annual COR File Inspection Checklist

Mo COR File Inspection Checklist File Listed |

COR Trip Report
Mo COR Trip Reports Listed |

Month: I—Seleﬁt— at I Year: |2EI11 - I
2 i
Add File Add File: | Browse... |

COR Correspondence Report
Mo COR Correspondence Reports Listed

Month: I—Seler:l— -~ I Year: I2IJ11 - I
2 i
Add File Add File: | Browse... |

Miscellaneous Documents

No Miscellaneous Documents Listed

Month: I—Selecl— - I Year: |2EI11 -~ I
= Document Type: |-Select- -
Add File wpe: | =1

T Trusted sites [= 10095

1
kS

79



OR’s Online Reports
CO/CS - COR Status Reports

CORT TEST2012 has submitted a new COR Monthly Report for contract HQE18201C810200800 . This report now requires your review and Approval or Rejection.

Please go to the CORT Tool at https:/ /s arc.army.mil/DODCORS . Once in the toeol, the following steps will help you process this reguest:

1. click on COR Contract List in the left menu; 2. Find the contract you need to manage using the COR Name and Contract Number abowe and click the link
to open the record; 2. Once in the contract record, scroll down to the Contract Management section:; 4. In the Monthly Status Report list you will see
Approve and Reject buttons next to the submitted report; 5. To approve the report simply click the Approwve button and click OK on the confirmation box;
6. To reject the report, click the Reject button, add your comments in the box that appears, click the "Complete Report Rejection” buttom and click OK on
the confirmation box.

This email was automatically-generated. Please do not reply to this message. You must contact the COR directly if you wish to discuss this message; you
can do so simply by replying to this message.

Thank You.

Email is sent to the contracting officer advising of new
status report that must be accepted or rejected by the
contracting officer.




COR’s Online Report
CO/CS - COR Status Reports

Status Reporis & AI
Month/Year Wersion Status Document Created By Created On

) ed ; 3
= - 02-2012 1 Submitted CORT.TEST2012 05/03/2012 11:25 AM

Approve Rejest uhrmitte MONTHLY STATUS REPORT.docx e
) J ; i}
& 01-2012 1 Submitted MAE.BARTLEY 02/02/2012 06:44 AM

EppEare Boiset Hemits STATUS REPORT.docx HeE

Month: I—Sel&d— - I Year: |2012 - I
o) .
Add File Add File: _Browse... |

Maote: File s d

Annual COR File Inspection Checklist

Year Document Created By Created On
s 3 ]
e = 2012 . . . MAE.BARTLEY 02/02/2012 06:46 AM
Edit Delete File Inspection Checklist.doox o
Year: IZU‘IZ - I
g

s
Add File Add File:l Browse... |

COR Trip Report

Contracting Officers will approve or reject status
reports.



COR Online Reports
CO/CS — Rejects COR Status Reports

Clisk to 2xp2ni> CONTRACTING OFFICER

Glick to s2lzps=> COR'S ONLINE FILE
Status Reports &

Month/Year Version Status Document Created By Created On

- | C.’ .

e = 0z2-2012 1 Submitted CORT.TESTZ2012 05/03/2012 11:25 AM
Approve Reject Enter Rejection Comments: MONTHLY STATUS REPORT.docx

- -

\\:.-A @ Missing Contractor certification. | AI‘E.BARTLEY 02/02/2012 06:44 AM
Approve Reject

LIVear: [z =]
3

b= Complete Report Rejection |

add File P P L Browse... I

Annual COR File Inspection Checklist

Year Document Created By Created On
LX)
r - 2012 . . . MAE.BARTLEY 02/02/2012 06:46 AM
Edit Delete File Inspection Checklist.docx e
Year: |2012 - l
5:? it — Y - 1

If the CO rejects the report, the CO must enter the

reason for rejection and click on “Complete Report
Rejection.”



COR Online Reports
CO/CS — Rejects COR Status Reports

Status Report Rejected

View Complete COR Information

w e eEEE"COR INFORMATION

DKO Name: CORT.TEST2012 COR's Home Organization DODAAC:

HQO102
Supervisor/Commander: MAE.BARTLEY Supervisor/Commander Commercial Phone: 703-588-0832
Courses: Coursa Training Lvl Certificate
DAU CLC 106 COR with a Missi Fi = A - .
with & Mission Focy (Al Certificate of Completion.doc
HETEIE AT Certificate of Completion.doc
DAU CLM 003 Ethics Training or Agency Equiv ABC

Certificate of Completion.doc

Supporting Contracting Center &
Contracting Center Iﬁ
Department: —
Contracting Center I—_ F—
DODAAC: .

Contract Information i
= -*Contract Mumber is Known o -=Contract Humber is NOT Known

[ The top of the page displays “Status Report Rejected.
1 An email is sent to the COR advising of the rejected Status
Report.



COR’s Online Report

CO/CS - Approves COR Status Reports

Month/Year Version Status Document Created By

02-2012 1 Submitted ) CORT.TEST2012
HBmite MONTHLY STATUS REPORT.docx

01-2012 1 Submitted ] MAE.BARTLEY
HBmits STATUS REPORT.docx

Created On

05/03/2012 11:25 AM

02/02/2012 06:44 AM

Month: I—Sslec‘t— - I Year: |2El12 - I
Add Filse Add F"e:l M
N Ze DEING UpoSne st not

Annual COR File Inspection Checklist

Year Document Created By
r W O
” e — n Fa)
Edit De=l=te 2012 File Inspection Checklist.docx MAE.BARTLEY

Created On

02/02/2012 0G:46 AM

Year: |2012 VI
o
2dd File Add File: | Browse... I
M ZE DeIng upkaled 5t not

COR Trip Report

To approve, click on “approve.” When the dialogue box

opens, click on “OK” to confirm approval.

[



COR’s Online File
CO/CS - Approves COR Status Reports

-
COR Home

COR Profile

COR Momination Process
Contracting Staff Registration
Contract List/Status

HAwaiting My Approval
Document Templates

All COR Submitted Documents
Mew COR Profile (ADMIMN)

Status Report Approved

View Complete COR Information
Li]

COR Information:cic to =

Supporting Contracting Center &

Contracting Center DODAAC: |=

COR Prosxy (ADMIN) Contract Information 1]
View CORs (ADMIMN) @ _~contract NL mber is NOT Kno
COR MIS_C Codes (ADMIN) Contract/Solicitation I = I I
Course List (ADMIMN) Number: ! e
Admin Email (ADMIN) Delivery/ Task Order:
Record Status: Active COR
Contracting Officer
Contracting Officer: BISSIG, MICHAEL Email: MICHAEL.BISSIG@US.ARMY.MIL
Commercial Phone:
Contracting Specialist
Contracting Specialist: BISSIG, MICHAEL Email: MICHAEL.BISSIG@US.ARMY.MIL

Commercial Phone:

Report now states, “status report approved.” An email is
generated and sent to COR.



CORT Tool

Part 4 — Other Menu Items
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All COR Submi

COR. Home

tted Documents

COR. Profile

COR. Momination Process

Contracting Staff Registration

Contract List/Status

Awaiting My Approval

Document Templates
All COR Submitted Documents
MNew COR Profile (ADMIMN)

Direct Filters:

|1 'INE)CthB

Records to Filter Qut:

™ Submitted to

™ Active

COR Prosxy (ADMIN)

Wiew All Orgs (ADMIMNY

COR: Contract #: I I Terminated [ Draft . - FUEETIEET | Rejected
Supervisor Approved COoOR
Supervisor: | pco: | Apply Checkbox Fitters...
Apply Direct Fiter(s) |
COR Contract Number € PreAward Number € Supervisor pCco COR Status
BEMNJAMIN.D.TREASURE HQO102-08-C-0003-0000 001002 MAE.BARTLEY BAUL GAUGHAN Active COR
BENJAMIN.D.TREASURE HQO102-08-D-TEST-TEDZ MAE.BARTLEY TEST.DOD COR Mominee - Supervisor

BEMIAMIN.O.TREASURE

MNOO150-05-C-0001-0000

BEMIAMIN.O.TREASURE

HOO102-08-C-TEST-0000

BEMIAMIN.O.TREASURE

HOO102-08-D-TEST-TEOL

KIMEERLEE.C.WATTS

HC1028-01-C-TEST-0000

KRISTIME.FREECE

KRISTIMNE.FREECE
M BARTLEY
MARY W.BPEARSOMN

TEST -- 5-5-3535-0000

TEST - KP

NOOD24-01-C-TEST-0000

PAUL.GAUGHAN

HOO0102-08-C-TO01-0000

TEST1999
BENTEST

TEST CONTRACT

TEST - 353339

TEST - KP

TESTZ222

MAE.BARTLEY
MAE.BARTLEY
MAE.BARTLEY
BEWERLY.MAYES
GARY . PUGLIAND

GARY . PUGLIAND
LEANTHA.DLSUMPTER
PALUL.GALHAN
MAE.BARTLEY

PAULGALUGHAM
MAE.BARTLEY
TEST.DOD
MAE.BARTLEY
MAE.BARTLEY

MAE.BARTLEY

MAE.BARTLEY
TEST.COD

Approved

Active COR
Active COR
Terminated
Active COR

COR Mominee - Supervisor
Approved

COR Moeminee - KO Rejected

Active COR
Active COR

Select “All COR Submitted Documents” and select the
contract number. ...
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All COR Submitted Documents

Monthly Status Reports ©

Month/Year WVersion Status Document Created By Created On
- i = .
01-z2012 1 Submitted COR Monthly Report SAMPLE.docsx MAE.BARTLEY 02/01/2012 10:06 AM
o i L -
10-2011 3 Submitted COR Monthly Report SAMPLE.docx MAE.EARTLEY 12/14/2011 09:12 AM
10-2011 2 Rejected O J MAE.BEARTLEY 1271472011 09:12 AM
slecte COR Monthly Report SAMPLE.docx f14/
o L .
10-Z2011 1 Approwved STATUS REPORT.docx PAUL.GALUGHAM 10/04/2011 10:58 AM
_ i ) .
07-2011 1 Submitted STATUS REPORT.docsx MAE.BEARTLEY 07/14/2011 09:51 AM
_ L .
03-2011 1 Approwved STATUS REPORT.doos MAE.BARTLEY 03/15/2011 11:08 AM
Annual COR File Inspection Checklist
Year Document Created By Created On
- .
2007 COR Checklist.doc MAE.BEARTLEY 10/07/2011 10:50 &AM
COR Trip Report
Month/Year Document Created By Created On
10-2011 . J MAE.BEARTLEY 10/26/2011 09:48 AM
Trip Report.docx
09-2010 . LJ PAUL.GAUGHAM 09/30/2011 09:01 AM
Trip Report.docx
05-2011 . J MAE.EARTLEY 07,/20/2011 09:53 AM
Trip Report.docx
COR Correspondence Reporit
Month/Year Document Created By Created On
10-2011 L] PAUL.GAUGHAM 10/04/2011 10:58 AM

Correspondence.docx

Miscellaneous Documents
Month/Year
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iew All Local COR Records

COR Home

COR Profile

COR Momination Process

Contracting Staff Registration

Contract List/Status

Search Criteria:

COR: I Contract #: I Supervisor/Commander: I PCOfSpecialist: I

Awaiting My Approval

Please select the record types you are interested in:

I active [ prarr | PENDING PCO I PEMDING SUPERVISOR I recorp resecTED BY | RECORD REJECTED BY

™ TeERMINATE

Document Templates REVIEW REVIEW pCO SUPERVISOR
Local Forms and POCs Pleaze click here to select identified records I
All COR Submitted Documents Last
PreAward Number ‘Actior
COR Contract Number €& 1] Status Supervisor/Commander PCO Specialist Date
STEPHEN.B.COLVIN EAZOX¥-11-C-0000-0000 ACTIVE MAE.BARTLEY DAVID.BHILLS DAVID.PHILLS 05
Admin Email (ADMIN) FAZOXX11C00001 13-
- - 2011
COR Misc Codes (ADMIN) KIMBERLEE.C.WATTS HC1028-01-C-TEST-0000 ACTIVE BEWVERLY.MAYES MAE.BARTLEY MAEBARTLEY  03-
COR Proxyy (ADMIMN) TEST CONTRACT 15-
— 2011
Course List (ADNMIMN) . . . . . . . . . . .
BAUL.GAUGHAN HOQO10Z-01-C-BA1Z-0000 ACTIVE MAE.BARTLEY MAE.BARTLEY MAEBARTLEY  05-
Do0ozZ 26-
2011
WILLLAM.MACZEES HO0102-01-C-TEST-0000 ACTIVE SHAUNAJ.DOVER MAE.BARTLEY MAEBARTLEY  05-
TEST DATA 2 26-
2011
WILLIAM.MACZEES HOQ0102-08-D-6998-0001 ACTIVE SHAUNAI.DOVER MAE.BARTLEY MAEBARTLEY | 04-
TEST DATA 05-
2011
WILLLAM. MACZEES TEST -00011 TEST -00011 DRAFT SHAUNA.].DOVER MAE.BARTLEY PAUL.GAUGHAN

(J Provide access to records associated with a the
contracting organization.
JLocal contracting staff will be able to access these

records



View all Local COR Record

[CcoR Home ]

COR Profile

View Complete COR Information

Contracting Staff Registration Caneel Record

Contract List/Status COR Information:

Awaiting My Approval DKO JOHN.DOES Eﬂg;.so;'m“e Organization DODAAC:

Document Templates ~ < ~ ~ - -

= = ——c Supervisor/Commander: MAE.BARTLEY Supervisor/Cor ander Commercial Phone: 703-789-6541

ocal Forms ﬂ? S Courses: Coursa Training Lvl Cartificate

All COR Submitted Documents o
View All Local COR Records DAU CLC 106 COR with a Mission Focus [al Certificate of Completion.doc
COR Related Links DAU CLM 003 Ethics Training or Agency Equiv ABC

_'l
Admin Email (ADMIM Certificate of Completion.doc

COR Misc Codes (ADMIM)
COR Prosxy (ADN -||\|] Supporting Contracting Center &

Course List (ADMIN) E‘;:ta":tf;g‘lgt_fe“te" [esc =1
Link To Reports |_ADI"JIIE]

Contracting Center —
New COR Profile (ADMIN) DODAAC: [Faoio2
View All CORs (ADMIN)

Contract Information Lil

' =Contract Number is Known ® =Contract Number is NOT Known

Contract/Solicitation

—
Number: EST 1
Record Status: PENDING PCO REVIEW
Contracting Officer
Contracting Officer: [BARTLEY, MAE =1 Email: MAE.BARTLEY@US. ARMY.MIL
Commercial Phone: _Select
[BARTLEY, MAE
GAUGHAN, PALL
SUMPTER, LEANTHA
Contracting Specialist PROPERT, DAWVID
Contracting Specialist: IGAUGHAN. PALL -1 Email: PAUL.GAUGHAN@US.ARMY.MIL

Commercial Phone: 7036993723

QA Surveillance Plan (QASP)

- - iption: 2
Existing Document: QUALITY ASSURANCE PLAN.doc Description: SAMPLE

: SAMPLE
gelﬂace QASP Document: I— Browse I Description: |:'

May change CO or CS on a record in the “Pending PCO
Approval Status or Active Status.




Document Templates

COR Profile
COR Momination Process Welcome to the Department of Defense’s COR Nomination and Tracking Site.

Contracting Staff Registration

ist/:

CDI"ITVI'ECt List/Status This site allows for the electronic nomination of a Contracting Officer Representative (COR) against a contract or order with any Department of Defense (DoD)
Awvaiting agency using FPDS-NG.
Document Templates
All COR Submitted Documents | 4 video overview of the COR Management System may be viewed here.
Mew COR Profile (ADMIM)
COR Proxy (ADNIM)
Wiew All Orgs (ADMIMN

(ADMIMN) All Users

To obtain a copy of the Contingency COR Handbook. please click here.

= All users that possess a Common Access Card (CAC) can utilize the site.
« Document templates are standardized and contained the minimum required information.

COR Nominees

= CREATE PROFILE: To create or update your profile, use the COR Profile link from the menu and complete the required fields.

* CONTRACT NOMIMATION: Use the COR Momination Process link from the menu on the left to begin the COR Momination Process. Be sure to select
wour servicing contracting center prior to populating the required fields.

+ NOMINATION STATUS REVIEW: To view the status of an existing nomination. use the Contract List/Status link from the menu.

= ADD DOCUMENTS: To add a document, such as a Monthly Status Report, to one of your appointed contracts, use the Contract List/Status link from
the menu. Click on the contract you wish to work with and scroll down to the Contract Management section. In this section you will find the capability
to add the desired document.

COR Supervisors

= APPROVE/REJECT: To review any nominations awaiting your review, use the Awaiting My Approval link from the menu. Click the Contract Mumber
wou wish to work with to navigate to that nomination. You can then review the COR information at the top of the record and Approve/Reject the request

Select Document Templates from the main menu.



Document Templates

|
COR Home

COR Profile

COR Nomination Process
Contracting Staff Registration
Contract List/Status

Awaiting My Approval
All COR Submitted Documents
MNew COR Profile (ADMIN)
COR Praxy (ADMIN)

View All Orgs (ADMIN)

Designation Letter | Revocation/Termination Letters

Designation Letter

PCOs should choose the Designation Letter template below.

Back to Tep

Document Template

=

Sample COR Designation Ltr.doc

Description

Use this COR Designation Letter for all contracts

Target User

PCO

COR Misc Codes (ADMIN)
Course List (ADMIN)

Revocation/Termination Letters

Back to Top

Admin Email (ADMIN)

Document Template
=]
Sample COR Revocation Ltr.doc
]

Sample COR Termination Ltr.doc

Description
Use this COR Revocation Letter to remowve COR responsibilities for a COR

from a contract.

Use this COR Termination Request Letter to inform the PCO that you no
longer will perform COR responsibilities for a contract.

Target User

FCO

COR

DoD Sampl

es are displayed.

4



Local Forms and POCs

COR Home
COR Profile Please select a Contracting m
COR. Momination Process Command: =

Contracting Staff Registration ;:f::se select a Contracting I—Seled- vl
Contract List/Status

Awaiting My Approval COR HANDBOOKS

Document Templates

Local Forms and POCs

All COR Submitted Documents
View All Local COR Records
COR. Related Links

Admin Email (ADNIM)

COR Misc Codes (ADMIN)
COR Proxy (ADMIM)

Course List (ADMIM)

Link To Reports (ADMIN)

MNew COR Profile (ADMIM)
View All CORs (ADMIM)

COR Profile Remaval (ADMIN)
Site SME Management (ADMIN}

COR POCs (Point of Contacts)

Allows components to have local handbooks and POC
posted.



Local Forms and POCs

COR Home

COR Profile Please select a Contracting NAVY =

COR Nomination Process Command: i

Contracting Staff Registration ;:f::se select a Contracting NAVY | =

Contract List/Status

Awaiting My Approval COR HANDBOOKS

Document Templates DOCUMENT NAME DOCUMENT

Local Forms and POCs p— | e ”— F— |

All COR Submitted Documents
View All Local COR Records

COR Related Links COR POCs (Point of Contacts)
Admin Email (ADMIN) POC ROLE PHONE EMATL
COR Misc Codes (ADMIN) isert | | Clar |[-Sefect PoC- =1 [seect =]

COR Proxy (ADMIN}

Course List (ADMIN)

Link To Reports (ADMIN)

MNew COR Profile (ADMIM)

View All CORs (ADMIN)

COR Profile Remaval (ADMIN)
Site SME Management (ADMIN)

Local Handbooks and Forms will be posted here.



COR Related Links

Training

W

Wide Area Warkfow Training

Defense Acauisition University Online Course Catalog

« Army Logistics University
+ ATRRS Intemet Training Application System

United States Army Acquisition Support Center

Contract Documentation

Wide Area Workflow

Electronic Document Access EDA

Regulations/Processes

Contractor Manpower Reporting Application CMRA

Contractor Performance Assessment Reporting System CPARs

FAR/DFARSIAFARS

Central Contractor Registration CCR

Contractor Verification System CVS

Defense Contract Management Agency DEMA

Synchronized Predeployment and Operational Tracker SPOT

Past Performance Information Retrieval System

Displays links to various training
contract documentation and
regulations/processes.
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Resources

e CORT Tool Helpdesk — cort@osd.mil

e CORT Tool
— Component SME

— Mae Bartley — Mae.bartley@osd.mil
e Telephone (703) 588-0832

— Dana Chan —dana.c.adler@us.ibm.com

— Paul Gaughan — paul.gauhan@osd.mil

e DoD Policy — Peggy Ayanian — peggy.ayanin@osd.mil



mailto:cort@osd.mil�
mailto:Mae.bartley@osd.mil�
mailto:dana.c.adler@us.ibm.com�
mailto:paul.gauhan@osd.mil�
mailto:peggy.ayanin@osd.mil�

Component Subject Matter Experts
ave Ao e

Mae Bartley
Steve Colvin
Steve Jaren
Shauna J. Dover
Molli Thacker
Kristin Fuller
Linda Pickleman
Mauri Giacomantonio
Belinda Croteau
Terry Anderson
Cheryl Harding
Dawn Franklin

Diane Dortch

DoD Lead
Air Force
ARMY
DLA
NAVY
DARPA
DCMA
DFAS - HQ
DHRA
DISA
DoDEA
DoDEA

DSCA

mae.bartley@osd.mil

stephen.colvin@pentagon.af.mil

steven.jaren@us.army.mil

shauna.dover@dla.mil
marlene.thacker@navy.mil
Kristen.Fuller@darpa.mil

linda.pickleman@dcma.mil

Mauro.giacomantonio@dfas.mil

Belinda.croteau@osd.pentagon.mil

terry.l.anderson162.civ@mail.mil

Cheryl.Harding@hq.dodea.edu
dawn.franklin@hq.dodea.edu

Diane.Dortch@dsca.mil
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Component Subject Matter Experts
ave Ao ewa

Bettina Hamilton DTRA Bettina.Hamilton@DTRA.mil
Lt. Col Jim Bachinsky Joint Staff james.bachinsky@js.pentagon.mil
Richard Sevigeny MDA Rick.Sevigny@mda.mil
Major Scott McClain SOUTHCOM Scott.mcclain@hg.southcom.mil
Mara Grissom Tricare Mara.Grissom@tma.osd.mil
Denise Krems USTRANSCOM denise.krems@ustranscom.mil
Charolotte.Gooch WHS charlotte.gooch@whs.mil
Rhonda Jackson DECA rhonda.jackson@deca.mil
Shirley Kye DTIC skye@dtic.mil
Samantha Sullivan DMEA samantha.sullivan@dmea.osd.mil
DMA
USSOCOM
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