



Example COR Designation/Appointment Letter w/ COR Responsibilities 

ADDRESS 

Dear ________________________: 

You are hereby designated as the COR in connection with the technical phases of 

Contract No. _________________,  (list title of requirement after the contract number). 

A. DESIGNATION OF COR 

The COR is designated in writing in the contract schedule and by this letter. This designation will set forth in detail the full extent of the CORs authority and limitations therein. The designation does not change or supersede the established line of authority and/or responsibility of any organization. Changes in the designated COR will be made by modification to the contract and letter appointment as the need arises. Your designation as COR applies to the subject contract only, and shall terminate on completion of the contract. 

B. SCOPE OF SPECIFIC RESPONSIBILITIES 

1. Developing the contract specifications or work statement in such a manner as to promote competitive procurement actions; 

2. Coordinating with the program office actions relating to funding and changes in scope of work; 

3. Monitoring the Contractor’s performance of the technical requirements of the contract to assure that performance is strictly within the scope of the contract; 

4. Confirming all significant technical instructions to the Contractor; 

5. Assuring that changes in the work or services, and resulting effects on delivery schedule, are formally effected by written modification issued by the Contracting 

Officer before the Contractor proceeds with the changes; 

6. Assuring prompt review of draft reports and providing approval to the Contractor so that his distribution of the reports can be within the specified completion date of the contract, and assuring prompt inspection and acceptance or rejection of other deliverable items; 

7. Maintaining a contract-working file; 

8. Referring to the Contracting Officer those matters, other than purely technical problems, which may affect he contract; 

9. Informing the Contracting Officer when a contractor is known to be behind schedule, with the reasons therefore, and coordinating with the Contracting 

Officer corrective action necessary to restore the contract schedule; 

10. Furnishing to the Contracting Officer a copy of conference reports and correspondence and coordination with the Contracting Officer on the content of any contractually significant correspondence addressed to the Contractor in order to prevent possible misunderstanding or the creation of a condition that may be made the basis of a later claim. All correspondence addressed to the contractor will be signed by the Contracting Officer; 

11. Requesting the Contracting Officer to authorize Government furnished property and, when requested by the Contracting Officer, furnishing advice on Government-furnished property or contractor-acquired property disposition; 

12. Monitoring financial management controls; 

13. Furnishing the Contracting Officer a notice of satisfactory or unsatisfactory completion; 

14. Reporting to the Contracting Officer and legal counsel suspected procurement frauds, bribery, conflicts of interest, and other improper conduct; 

15. Reviewing and submitting recommendations to the Contracting Officer on subcontracts with respect to their relationship with the prime contracts; 

16. Assuring that the Contractor has necessary clearances for access to the facility and any data required by the contract; 

17. Advising the Contracting Officer on Contractor’s requests for public release of information regarding work being performed under the contract; 

18. Notifying the Contracting Officer of inventions by the Contractor during the performance of the contracts; 

19. When required, furnishing the Contracting Officer a formal request for termination; 

20. Evaluating Contractor’s request for travel; and 

21. Reviewing the Contractor’s invoices to ensure that they reflect accurately the work completed in accordance with the requirements of the contract and certifying acceptance. 

C. EXCLUSIONS FROM COR RESPONSIBILITIES 
The COR is expressly excluded from performing or being responsible for the following: 

1. Making commitments or promises to contractors relating to award of contracts; 

2. Writing contract requirements around the product or capacity of one source; 

3. Soliciting proposals; 

4. Modifying the stated terms of the contract; 

5. Issuing instructions to contractors to start or stop work; 

6. Approving items of cost not specifically authorized by the contract; 

7. Directing changes; 

8. Executing supplemental agreements; 

9. Rendering a decision on any dispute on any question of fact under the Disputes provision of the contract; 

10. Taking any action with respect to termination, except to notify the Contracting 

Officer; 

11. Authorizing delivery or disposition of Government furnished property not specifically authorized by the contract; 

12. Giving guidance to Contractors, either orally or in writing, which might be interpreted  as a change in the scope or terms of the contract; 

13. Discussing procurement plans or any other advance information that might provide preferential treatment to one firm over another when a solicitation is issued for a competitive procurement. 

Violation of the foregoing may give the appearance that this organization is not acting in good faith. Commitments made to contractors by other than duly appointed Contracting Officers may result in formal protests by other companies, embarrassment to the Department, criticism by the Government Accountability Office and possible monetary loss to the individual and the firm involved. 

Sincerely, 

__________________________   

Contracting Officer 





Acknowledgement:

___________________________________ 

Name 

___________________________________ 

Title 

___________________________________ 

Date 


