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SAMPLE COR SUPPORT MANAGER (CSM) NOMINATION MEMORANDUM

[Applicable to individual nominations reflecting administrative support to the COR - specific duties and responsibilities to be changed as needed]
                                                 Date

MEMORANDUM

From:  Local Competency Lead (No lower than Division Head)
To:    Contracting Officer

Via:   Nominee

Subj:  NOMINATION OF A COR SUPPORT MANAGER (CSM)
Ref:   (a) SSCPACINST 4240.1, Contracting Officer’s

           Representative
1.  Pursuant to reference (a), I hereby nominate Mr./Ms.____________________________________ to serve as the CSM to the Contracting Officer’s Representative (COR) in performing administrative duties and responsibilities pertaining to the contract (task order) resulting from procurement request number _________________ to acquire __________________________​________ supplies/services in support of _______________________________. 
2.  Mr./Ms. _______________________________________​​​​​ title, code, business address, and phone number is:_________________________.

3.  Mr./Ms. _____________________________________ qualifications are: __________________________________________________________.
4.  Mr./Ms. __________________________________ has completed the on-site approved basic COR training (COR 222).  He/she attended the COR Course in __________________ (month, year) [If Basic COR training was completed over three years ago, COR refresher training (on-line DAU CLC 222) was completed in ________________ (month, year)].  (Note: If the on-site basic COR 222 training has not been completed and an immediate CSM designation is required, the on-line DAU CLC 222 training will suffice with the proviso that the on-site COR 222 training be completed within the six month period following the CSM designation.  If the on-site COR 222 basic training is not completed within the six month period following designation, the CSM designation will be terminated in writing by the Contracting Officer.)  Copy of training certificate(s) is/are attached.

5.  Mr./Ms. __________________________________ completed required annual ethics training ____________ (month, year).  A copy of the certificate is attached.
6.  Mr./Ms.__________________________________ completed contract fraud awareness training ________________ (month, year).  (Command sponsored contract fraud awareness training is not required for appointment, however, it is required to be completed within 12 months of CSM appointment and annually thereafter.  A certificate is not provided for this training; therefore, evidence of training may be verified via classroom sign-in sheets.)
7.  Mr./Ms. _______________________________ completed Contractor Performance Assessment Reporting System (CPARS) training in _______________ (month, year).  (Note: CPARS training is only required for CPARS contracts.  Training should include the CPARS Overview and CPARS Quality and Narrative Writing.  For those contracts, Task Orders or Delivery Orders in CPARS, the CSM may provide support to the COR in accomplishing the required performance assessments.  On line training for CPARS is located at:  http://www.cpars.csd.disa.mil/allapps/cpartrng/webtrain/webtrain_all.htm.)  A copy of the certificate(s) is attached.

8.  Mr./Ms. ________________________________ completed Wide Area Work Flow (WAWF) training in __________ (month, year).  (On-line training for WAWF is located at https://wawf.eb.mil)  A copy of the certificate is attached.

9.  The SSC STRL SWA for Mr./Ms.________________________________ includes the following sentence: Perform CSM duties and responsibilities as outlined in the CSM designation letter.
10.  I recommend that the CSM be assigned the following duties (Note to preparer: Omit any that are not appropriate and add any that are appropriate but are not included):

    a. Assist the COR in acquisition planning as may be requested by the Contracting Officer.
    b. Establish and maintain COR contract files.

    c. Assist the COR with the development and maintenance of a Quality Assurance Surveillance Plan (QASP) delineating how the contractor’s performance will be monitored.  Assist with updating the QASP as necessary to ensure sufficient for monitoring contractor performance.
    d. Interface between the COR and the Contracting Officer.

    e. Ensure a copy of all correspondence between the COR and the contractor is retained in the COR file.

    f. Monitor any proposed changes submitted to the Contracting Officer for action.

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

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

    i. Perform monitoring and reporting duties including security issues and attendance at various meetings relevant to the contract or order.
    j. Assist the COR in assessing 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.
    k. Identify, document and notify the contracting officer of any instances of unethical conduct and instances of fraud, waste or abuse.

    l. Assist the COR with monitoring contract or order expenditures and maintain a record of contract or order authorized and invoiced amounts for quantities, labor hours by labor category and other costs.

    m. Assist the COR with monitoring individual lines of accounting in the contract or order to ensure contract invoiced amounts don’t exceed amounts authorized.

    n. Assist the COR with monitoring the control and disposition of government assets.  Monitor the contract to ensure that property provided the contractor is authorized by the contract and that appropriate disposition is made when no longer required.
    o. Provide assistance to the COR with other monitoring and reporting duties including security, data rights and patent issues and attendance at various meetings relevant to the contract or order.

    p. Assist the COR with his/her Assessing Official (AO) responsibilities to ensure required reports on assessment of the contractor’s performance are completed including quarterly assessments when applicable.

    q. Perform such other administrative duties to ensure accountability and adequacy of records maintained.

    r. Keep the COR apprised of all records and documentation.

10.  Any changes to these recommended duties must be discussed and agreed to by both the undersigned and Contracting Officer prior to issuing the designation letter.

11.  In case of problems, disagreements, or other questions pertaining to the CSM’s performance of duties you may contact ______________________________at______________________.

_______________________________________
Signature of Local Competency Lead





(No lower than Division Head)

