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[bookmark: _GoBack]SAMPLE COR DESIGNATION LETTER
Put on appropriate Letter Head

From:	Contracting Officer, (Name)
To:	(Name of Designee)

Subj:	CONTRACTING OFFICER’S REPRESENTATIVE (COR) 
Ref:	(a)  SPAWAR Contract Policy and Procedures Manual (SCPPM), Contracting Officer’s Representative

	(b)  SPAWARNOTE 4200, SPAWAR Service Contracting Performance Metrics

Encl:	(1)  Copy of Appropriate Contract/Task Order/Delivery Order

(2) Invoicing, Receipt, Acceptance, and Property Transfer (iRAPT) SCPPM Document

(3) Invoice Review Report Format

(4) DoN Contractor Manpower Reporting COR Quick Reference Guide

1. Pursuant to reference (a), you are hereby designated as the contracting officer’s representative
(COR) for:

Contract Number and Task Order or Delivery Order Number: _____________________________                                                              

Prime Contractor:	________________________________________________________________                                                                                    

As such, you are authorized to furnish and are responsible for furnishing information of a technical nature to the contractor, and monitoring contract performance so as to assure compliance with the terms and conditions of the applicable contract or order.  You must be totally familiar with the terms and conditions of the contract, provided herewith as enclosure (1).  Specific emphasis should be placed on the quality provisions, for both adherence to the contract provisions and to the contractor's own quality control program.  Record and report to the contracting officer incidents of faulty or nonconforming work, delays or problems.  In addition, you are required to submit a monthly report concerning performance of services rendered under this contract. 

2. You are to perform your duties in accordance with reference (a) and any amplifying instructions provided herein or provided in writing by the contracting officer at a later date.  This designation as a COR shall remain in effect through the life of the contract, unless sooner revoked in writing by the contracting officer or you are separated from Government service. 

3. Because your duties require close surveillance of the contractor, you must use extreme care to avoid supervising the contractor’s employees or interfering in any way with the contractor’s management of its labor force.  You shall conduct business dealings with industry in a manner above reproach in every aspect and shall protect the U.S. Government's interests, as well as maintain its reputation for fair and equal dealings with all contractors. DoD Directive 5500.7-R sets forth standards of conduct for all personnel directly and indirectly involved in contracting.   You must be totally familiar with the terms and conditions of the contract, provided herewith as enclosure (1).

4. You are not empowered to award, agree to or sign any contract (including delivery orders) or contract modification or in any way to obligate the payment of money by the Government.  You may not take any action that may affect contract or delivery order schedules, funds or scope.  All contractual agreements, commitments or modifications that involve price, quantity, quality, delivery schedules or other terms and conditions of the contract must be made by the contracting officer.  If the contractor suggests or indicates that your actions or words imply any such changes, promptly advise the contractor to the contrary and inform the cognizant contracting officer of the circumstances.  You may be personally liable for unauthorized acts.  You may not re-delegate your COR authority.

5. You are required to maintain adequate records to sufficiently describe the performance of your duties as a COR during the life of this contract and to dispose of such records as directed by the contracting officer.  As a minimum, the COR file must contain the following in the CORT Tool module of the Wide Area Workflow eBusiness Suite. 

a. A copy of your COR Designation Letter from the contracting officer, a copy of any changes to that letter and a copy of any termination letter.  The contracting officer is responsible for loading these documents.

b. A copy of the quality assurance (QASP) surveillance plan, or Waiver. 

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

d. A record of inspections performed and the results. 

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

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

g. Applicable test reports. 

h. Records relating to the contractor's quality control system and plan and the results of the quality control effort. 

i. A copy of the surveillance schedule. 

j. Documentation pertaining to your acceptance of performance of services, including reports and other data. 

6. At the time of contract completion, you will ensure all records are loaded into the CORT Tool. 

7. A COR who may have direct or indirect financial interests which would place the COR in a position where there is a conflict between the COR's private interests and the public interests of the United States shall advise the supervisor and the contracting officer of the conflict so that appropriate actions may be taken. CORs shall avoid the appearance of a conflict of interest in order to maintain public confidence in the U.S. Government's conduct of business with the private sector. You must supply the contracting officer with evidence that you have officially filed an OGE Form 450 Confidential Financial Disclosure Report; however, do not provide an actual copy of the OGE form 450.

8. Your responsibilities as COR arise through the provisions of the contract identified in 
Paragraph 1.  Your specific duties are as follows:

a. Know and work cooperatively with all members of the SPAWAR acquisition team.

b. Assist in negotiations when requested, providing appropriate comments and recommendations.

c. Review and comment on monthly reports that concern the contractor’s progress.

d.  Review contractor invoices per iRAPT Policy Guidance, enclosure (2), to ensure that proper labor categories are charged and that labor, travel and other items appear consistent with performance (the contractor will provide you with any supporting documents you request). Complete an invoice review form, enclosure (3), and forward it to the cognizant PCO and contract specialist.  Report Service Contracting Performance Metrics in the Online Reporting Tool in accordance with reference (b).

e. Accept services or deliverables in iRAPT when completed, unless otherwise specified in the contract or order and certify when all deliverables have been accepted by the Government.

f. Promptly notify the contracting officer and cognizant requirements personnel of:

(1) Any violation of, or deviation from, the technical requirements of the contract/order;

(2) Inefficient or wasteful methods in use by the contractor, including the contractor exceeding the requirements of the order or contract;

(3) Any needed changes to the contract, Task Order or Delivery Order  identified by either the contractor or the government, along with the proper documentation for effecting the changes;

(4) Issues that require clarification or resolution;

(5) Any performance failure by the contractor;

(6) Anticipated delays in completion of the contract according to schedule, including recommendations for remedial action;

(7) Inconsistencies between invoiced charges and performance, including the use of improper labor categories;

(8) Indications that the cost to the Government for completion of performance under the contract will exceed the amount specified in the contract;

(9) Improper use of government furnished property;

(10)  Notify the contracting officer sufficiently in advance of reassignment or separation to permit timely selection and designation of a successor COR.

g. Monitor and track all GFP provided to the contractor.   

h. Review engineering studies and design or value engineering change proposals submitted by the contractor to determine their feasibility.

i. Review and comment on requests for government-furnished facilities, supplies, materials, and equipment, and forward any such request to the contracting officer for disposition.

j. Coordinate with the Contracting Officer to issue technical direction in accordance with the appropriate contract clause.

k. Monitor any security related material that the contractor may be required to handle.  

(1) Where contract deliverables (e.g. A001) contain security clearance information, review validity of the clearances (i.e., dates) and notify Contracting Officer and Security Manager if a clearance appears to be outdated.

(2) Sponsor Contractors aboard base facilities for only the time required by the nature of the meeting or terms of the contract.

(3) Maintain the DD254 with updated and accurate information.

(4) Modify the DD254 when a new COR takes over the contract.

(5) Knowing and understanding the types of material that the contractor will handle under the requirements of the contract.

(6) Administer all security-related contract clauses per the clause prescription and use.

(7) Work with SPAWAR Security (8.3.3) on any specific areas of monitoring (Contracting Officer must specify here).


l. You are delegated the responsibility of approving contractor travel orders under this contract/order. Verify that travel receipts are valid and match the travel requirements identified in the Performance Work Statement (PWS) or Statement of Work (SOW). Notify the Contracting Officer immediately if any issues or problems are observed. Report on approvals conducted in your monthly report.

m. The following is applicable only to those Contracts, Task Orders or Delivery Orders in CPARS: The COR is assigned as the Assessing Official (AO) for this effort and has read and understands the AO’s roles and responsibilities in the Contractor Performance Assessment Reporting System (CPARS) and is responsible for providing the required performance assessments IAW the CPARS guidance. This role is not delegable.

n. If the contractor is tasked to enter information into the Enterprise-wide Contractor Manpower Reporting Application (eCMRA), the COR is responsible for validating the existence, timeliness and accuracy of the information entered.  Refer to enclosure (4), COR Contractor Manpower Reporting Quick Reference Guide.

o. Assist in the close-out of the contract.

9. If specific situations arise that you believe require contractual attention, communicate them to the contracting officer immediately.

10. If applicable:  If the COR identified on this COR Designation Letter is replacing an existing COR, complete the following on the COR being replaced:

 a)        Name of COR being replaced: ______________________________Code:____________.
This appointment as Contracting Officer’s Representative (COR) is hereby terminated without prejudice to any action taken under that authority.    


11.  _________________________________________________________                                                                        
(Sign and date)
Contracting Officer
Space and Naval Warfare Systems Command

a) COR Acknowledgement/Acceptance

       I submitted the annual OGE 450 Confidential Financial Disclosure Report form on __________. 
      
 I have read and understand my Letter of Designation and the SPAWAR Contract Policy and Procedure Manual (SCPPM), Contracting Officer’s Representative document.  I understand my technical duties and limitations as assigned by this appointment.  I accept the appointment as COR for this requirement.



	__________________________________________________________
	(Sign and date; retain a copy and return the original to the Contracting Officer)

Copy to:
Contractor
Contracting Administration Office 

Enclosure (2)
1
