SAMPLE CONTRACTING OFFICER’S REPRESENTATIVE
OF THE QUARTER NOMINATION FORMAT
 
From:  (Nominating Office) 
To:    Command COR of the Quarter Selection Board 
 
Subj:  NOMINATING COMMAND CONTRACTING OFFICER’S REPRESENTATIVE
       OF THE QUARTER (COTQ) IN THE CASE OF  ______________  
 
Ref:   (a) SPAWARINST 12450.1A
 
Attch: (1) Supervisor Endorsement 
       (2) Appointing PCO Endorsement

1.  Per reference (a), ______________ is nominated as Space and Naval Warfare Systems Command/Activity Contracting Officer’s Representative (COR) of the Quarter.  Attachments (1) and (2) are provided as supporting information.
 
2.  The following information is provided:  
 
    a.  Full name and Code of present organization, complete address with telephone number, and facsimile number of nominating organization:  
 
    b.  Name of nominee (Last, First MI):  
 
    c.  If Military: Rate/Rank 
 
    d.  E-mail:  
 
    e.  Phone:

3.  Brief synopsis of COR-related achievements:  
 
    a.  Contract Management and Surveillance
· Program(s)/Project(s) supported
· Number and estimated dollar value of contracts/orders assigned
· Types of contracts/orders assigned: (e.g., CPFF, CPAF, FFP)
· COR-related assignments (e.g., Trusted Agent, Contractor SAAR coordinator, Contract NDA coordinator)
· Invoice Reviews
· Tripwire analysis and reporting
· Contractor submitted Status Report reviews
· CDRL Reviews/acceptance to determine if the Government is getting what it paid for

    b.  PCO and Management Awareness:  Communication of contract status with Management, PCO and Contractor.

    c.  Actions taken by the COR to identify, eliminate/prevent Contract/DO/TO related issues and concerns.

    d.  Other COR Highlights not previously addressed. “Above and Beyond” Performance.




						  SIGNATURE BLOCK



Attachment (1) Supervisor’s Endorsement Remarks:









_____________________________
        Signature




Attachment (2) PCO’s Endorsement Remarks:



	









___________________________
       Signature
                                             SPAWARINST 12450.1A
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SAMPLE FLAG LETTER OF COMMENDATION



From:  Commander, Space and Naval Warfare Systems Command
To:    Mr./Mrs./Ms. First Name MI Last Name

[bookmark: _GoBack]Subj:  CONTRACTING OFFICER’S REPRESENTATIVE OF THE QUARTER AWARD

1.  I commend you on your selection as the (insert Command name) Contracting Officer’s Representative (COR) of the Quarter for the xx quarter of fiscal year 201X.  You have proven yourself to be exceedingly knowledgeable on all aspects of COR-related functions and demonstrated a clear understanding of the responsibility and accountability to the Government that your duties entail.    
%
%
2.  Citations shall be prepared in upper and lower case type, without the use of acronyms. The font used shall be Courier New, Size 12, Justified. The body of the Letter of Commendation is limited to 29 type written lines with margins of one inch.
%
%
3. In addition,…. 
%
%
Your consummate professionalism and unbounded dedication to duty is directly responsible for… Well done and keep up the good work!



	I. M. ADMIRAL
	Rear Admiral, U.S. Navy 
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