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SAMPLE COR (Alternate COR) DESIGNATION LETTER

 [Applicable to individual designations reflecting full technical and administrative responsibilities – COR, Task Order COR or Delivery Order COR – specific duties and responsibilities to be changed as needed – also applicable to Alternate CORs (ACORs) when designated]
(LETTERHEAD)
                                               4820

                                               Ser 220/00

                                               Date

From:  Contracting Officer, SSC Pacific
To:    Name of COR 

Subj:  CONTRACTING OFFICER’S REPRESENTATIVE (COR) DESIGNATION
       [Alternate COR (ACOR) if applicable] 
Ref:   (a) SSCPACINST 4240.1, Contracting Officer’s
            Representative

       (b) DOD 5500.7-R, Joint Ethics Regulation (JER)

       (c) SCPPM – Contracting Officer’s Representative

       (d) SCPPM – Acquisition of Services
1.  Pursuant to reference (a), you are hereby designated as the Contracting Officer's Representative (COR) (ACOR if applicable) for:

      Contract Number:  ____________________________________
      Order Number:  _______________________________________
      Contractor:  _________________________________________
      Period of Performance:  ______________________________
As such, you are authorized to furnish and are responsible for furnishing information of a technical nature, within the scope of the contract or delivery/task order Statement of Work or Performance Work Statement, to the contractor and to monitor contractor performance to assure compliance with the terms and conditions of the contract and order (if applicable). You are to perform your duties in accordance with reference (a), the instructions provided herein and any amplifying instructions provided in writing by the Contracting Officer at a later date, for the term of the contract or order and any extensions thereof.  (If ACOR designation, this authority is granted only in the absence of the primary COR)
2.  Because your duties will 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 must not interfere with the manner by which the contractor assigns work or with the contractor's relation(s) with organized labor.  You must not interfere with the contractor’s decision to subcontract work or the contractor’s selection of a subcontractor.  Your relationship with the contractor must be entirely above reproach.  You are to review reference (b) and ensure your compliance throughout the term of this designation.  A copy of the contract or task order (if applicable) will be provided to you under separate cover which you must read and become totally familiar with the terms and conditions.  
3.  You may not issue delivery orders or act in any manner that may be construed by the contractor to change the contract or an order under the contract.  If the contractor suggests or indicates that your action or words imply such a change, you must promptly advise the contractor to the contrary and inform the Contracting Officer of the circumstances.  You are not authorized to make any commitments or changes that will affect price, quality, quantity, delivery, or any other terms or conditions of the contract.  Your duties and responsibilities associated with this appointment shall not be re-delegated by you to any other government employee or to any contractor employee. 

4.  You should prepare Memoranda for the Record (MFR) of all meetings, trips, and telephone conversations relating to the contract.  Each record and all correspondence relating to the contract shall cite the contract and order number and include the dates, participants, discussions, decisions and action items.  A copy of all records and correspondence shall be retained in the COR file and a copy furnished to the Contracting Officer upon request.  Extreme care must be given to the restrictions regarding proprietary data as well as classified and business sensitive information.

5.  Your responsibilities as COR (ACOR if applicable) arise through the provisions of the contract and order (as applicable) identified in paragraph 1. Your specific duties are as follows:

    a. Work cooperatively with all members of the acquisition team.
    b. Assist with acquisition planning as may be requested by the Contracting Officer.
    c. Establish and maintain COR files per SSCPAC COR File Documentation – Index Checklists provided in the SSC Pacific toolbox within reference (c) at https://e-commerce.sscno.nmci.navy.mil/Command/02/ACQ/navgenint.nsf/policydocs/3257347CCE49093F88256A2400772BC0/$file/Contracting Officer’s Representative.doc.

    d. Develop and maintain a Quality Assurance Surveillance Plan (QASP) delineating how the contractor’s performance will be monitored.  Sample QASP provided in the SSC Pacific toolbox within reference (d) at https://e-commerce.sscno.nmci.navy.mil/Command/02/ACQ/navgenint.nsf/policydocs/3257347CCE49093F88256A2400772BC0/$file/Acquisition of Services.doc.

    e. Provide Government technical interface between the contractor and Contracting Officer.
    f. Continuously assess contractor work performance as well as review and comment on contractor reports that concern the contractor’s progress and inform the Contracting Officer of any concerns or inconsistencies noted.
    g. Assess the contractor’s compliance with the contract or order security requirements including:

       (1) Review and approval any contractor SCI nominations to ensure the number of accesses requested is consistent with the tasking budget and the prior approval by the Intelligence Related Contract Coordination Office (IRCCO) and the Special Security Office (SSO) Navy.

       (2) Review and approval of all contract SCI visit certification requests to ensure visits to other agencies are valid and in support of tasking as defined in the SOW.

       (3) Review and approval of all contractor JWICS access requests to ensure that the accounts are consistent with the scope of tasking and the prior approval by the IRCCO and SSO Navy.
    h. Ensure a copy of all technical correspondence is retained in the COR file with copies provided to the Contracting Officer upon request.
    i. Promptly furnish documentation on any requests for change, deviation, or waiver, whether generated by the Government or the contractor, to the Contracting Officer for action.  Monitor proposed changes.

    j. Identify, document and notify the Contracting Officer of any instances of unethical conduct and instances of fraud, waste or abuse.

    k. Monitor contractor performance to ensure that the labor hours and labor mix are consistent and reasonable for the effort completed and individual contractor employees are actually performing at the skill levels authorized and required by the contract.
    l. Verify that travel and Other Direct Costs (ODCs) are authorized and necessary for successful contract completion.
    m. Inspect, accept or reject services or deliverables in conformance with contract terms and conditions; and certify when deliverables have been accepted by the government.

    n. Review contractor invoices and supporting documentation to ensure labor categories, labor hours, travel and other items are authorized, consistent and reasonable for the work performed.  Complete and retain the contractor invoice review form in the COR file and provide copies to the Contracting Officer upon request.

    o. Monitor contract or order expenditures.  Maintain a record of contract or order authorized and invoiced amounts for quantities, labor hours by labor category, travel and other costs.

    p. Monitor the individual lines of accounting in the contract to ensure contract invoiced amounts don’t exceed amounts authorized.

    q. Review and comment on requests for government-furnished facilities, supplies, materials, and equipment, and forward to the Contracting Officer.  Monitor the control and disposition of Government assets.  Ensure that property provided the contractor is authorized by the contract and order (as applicable), and that appropriate disposition is made when no longer required.

    r. Perform other monitoring and reporting duties including security issues and attendance at various meetings relevant to the contract or order.

    s. Determine causes when the contract is not progressing as expected and make recommendations to the Contracting Officer for corrective action.

    t. When the contract or order is registered in CPARS, perform as the Assessing Official (AO).  Read and understand the AO roles and responsibilities delineated in the SCPPM CPARS document.  Ensure the required performance assessment of the contractor’s performance is completed in accordance with the CPARS guidance.  This function cannot be delegated.  Quarterly assessments (IPARS) must also be completed on the contractor’s performance when applicable.

    u. Perform such other duties to ensure the accountability and adequacy of records maintained.

    v. Promptly notify the Contracting Officer and your immediate supervisor 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) Needed changes to the contract, task order or delivery order from either the contractor or the government, along with 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) Conditions that will require the designation of an Alternate COR to perform the duties and responsibilities in your absence; or

       (10) Improper use of government material or equipment.

    w.
Review engineering studies and design or value engineering change proposals submitted by the contractor to determine their feasibility and submit recommendations to the contracting officer.
    x. Review and complete documentation pertinent to the close-out of the contract or order including reviewing Report of Inventions and Subcontracts, DD Form 882, and completion of the Patent Clearance Memorandum for the Office of Patent Counsel.

6.  If a specific situation arises that you think may require contractual attention, communicate it to the Contracting Officer immediately. 

7.  In connection with the performance of the above duties, you are not authorized to negotiate terms or make any agreements or commitments with the contractor that will serve to modify the terms, conditions or costs of the contract.

8.  Should you have any questions in regards to this letter, you may contact the undersigned at Fill-in. 

                            __________________________________

                            Signature of Contracting Officer

COR Acknowledgement and Acceptance

I accept the COR (ACOR if applicable) designation for this requirement.
I completed the basic COR training on ___________________. (Attach copy of certificate of completion).

I completed COR refresher training on ___________________. (Attach copy of certificate of completion).

I completed CPARS training on ___________________________. (Attach copy of certificate of completion).

I completed WAWF training on ____________________________. (Attach copy of certificate of completion).

I completed Ethics training on __________________________. (Attach copy of certificate of completion).
I completed Contract Fraud Awareness on _______________________.
I understand my surveillance responsibilities as delegated by the Contracting Officer.

I understand my duties and limitations as assigned by this designation.

I understand my role as the Assessing Official (AO) (Applicable to CPARS and IPARS).

·     Y/N_         Initials:__________
I have read and understand SPAWAR SCPPM COR, WAWF, CPARS and IPARS Documents.
I have read and understand SSCPACINST 4240.1.
I accept the designation as COR for this requirement.
                           ___________________________________

                           COR Signature and Date
Copy to:

Contracting Officer (with COR original signature and training certificates)

Nominating Local Competency Lead (without certificates)
COR Supervisor (without certificates)
COR File (without certificates)
Contractor (without certificates)
COR DATABASE Monitor (with certificates)
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