SAMPLE COR DESIGNATION LETTER

From:
Contracting Officer, (Name)

To:
(Name of Designee)

Subj:
CONTRACTING OFFICER’S REPRESENTATIVE (COR) DESIGNATION

Ref:
(a)  SPAWAR Contract Policy and Procedures Manual (SCPPM)

Encl:
(1) Copy of Appropriate Contract

(2) Contractor Invoice Review Form
1.  Pursuant to reference (a), you are hereby designated as the contracting officer’s representative

(COR) for:



Contract Number ______________________



Contractor:
______________________

As such, you are authorized to furnish and are responsible for furnishing information of a technical nature to the contractor and to monitor contract performance so as to assure compliance with the terms and conditions of the applicable contract or order.  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, for the term of the contract and/or any extensions thereof.

2.  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.  Your relations with the contractor must be entirely above reproach.  You must read and understand reference (a) and be totally familiar with the terms and conditions of the contract, provided herewith as enclosure (1).

3.  Issuing delivery orders or taking action which may be construed by the contractor to change an order or the contract is outside your authority as the COR for this contract.  If the contractor suggests or indicates that your actions or words imply such a change, promptly advise the contractor to the contrary and inform the cognizant contracting officer of the circumstances.  Your duties and responsibilities associated with this appointment cannot be redelegated by you to any other government employee or to any contractor employee.

4.  Memoranda for the Record (MFR), documenting dates, participants, discussions, decisions, and action items, should be prepared and retained by the COR for all meetings, trips, and telephone conversations relating to the contract in which the COR takes part.  A copy of each MFR and all correspondence relating to the contract received by the COR shall be furnished to the contracting officer.  Extreme care must be taken to protect contractor proprietary data as well as all government classified and business-sensitive information.

5.  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 to ensure that proper labor categories are charged and travel and other items appear consistent with performance (the contractor will provide you with any supporting documents you request) and that charges are reasonable for the work performed, and complete an invoice review form, enclosure (2), and forward it to the assigned contract administration office with a copy to the PCO.

e.  Accept services or deliverables 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 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) Any needed changes to the contract from 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) Conditions that will require the designation of a COR to replace you; or

(10) Improper use of government material or equipment.

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

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

i.  Issue technical direction in accordance with the appropriate contract clause.

j.  Review and comment on the final performance report of the contractor as to compliance with technical instructions, timeliness and any problem(s) associated with the contract/order.

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

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

7.  In connection with the performance of your COR duties, you are NOT authorized to negotiate terms or make any agreements or commitments with the contractor which will serve to modify the terms and conditions of the contract.  You can be held personally liable for actions you take outside the scope of your authority set forth herein.





Contracting Officer





Space and Naval Warfare Systems Command

COR Acknowledgement/Acceptance

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 understand my technical duties and limitations as assigned by this appointment.

I have read and understand SPAWAR Contract Policy and Procedure Manual (SCPPM), COR Document 

I accept the appointment as COR for this requirement.



__________________________________________________________



(Sign and date; retain a copy and return the original to the PCO)

Copy to:

COMSPAWARSYSCOM 02-41 (with certificates)

(COR’s supervisor)(without certificates)

(Contractor)(without certificates)

(Contracting Administration Office)(without certificates)

