Contracting Officer’s Representative Appointment Letter
(Use Official Letterhead)












(Insert Date)

(Insert Office Symbol) 

MEMORANDUM FOR COR Name, Rank/Grade, Full mailing address

Subject: 
DESIGNATION OF CONTRACTING OFFICER'S REPRESENTATIVE (COR) 

1. Pursuant to DFARS 252.201-7000, and as prescribed in DFARS 201.602-2, you are designated as the Contracting Officer’s Representative (COR) in administration of the contract identified below:

Contract Number:
XXXXXX-XX-X-XXXX

Description:
(Insert a description of the supply/services.)

Contractor 
(Name of Contractor)

Contract Period:
(Identify base period plus all option periods.)

2. You are authorized by this designation to take action with respect to the following:

a. Develop contract work statements in such a manner as to promote competitive procurement actions.

b. Monitor quantities ordered under the contract to ensure necessary increases are requested and approved by the Contracting Officer before the increase occurs.  Ensure contract decreases are requested and approved by the Contracting Officer to maximize the use of any excess current year funds.  

c. Coordinate with requiring activity personnel any actions related to funding and changes in the scope of work before changes occur.

d. Ensure changes in the work or services are formally effected by written modification by the Contracting Officer before the contractor proceeds with any changes.

e. Attend pre-performance meeting with the contractor to ensure mutual understanding of the contract terms and conditions.  COR should be prepared to discuss ways the contractor can earn the top two blocks on the Contractor Performance Assessment Report form.  Emphasis should be that out of scope actions to earn high performance ratings are not acceptable.

f. Verify that the contractor performs the technical requirements of the contract in accordance with the contract terms, conditions and specifications.  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.  

g. Perform, or cause to be performed, inspections necessary under this contract and verify that the contractor has corrected all deficiencies.   Maintain evidence of inspection and performance in the COR file. 

h. Perform acceptance of goods provided and/or services performed under this contract for the Government.  Initiate and submit a signed Receiving Report within 7 days of receipt of the goods/services, unless a longer period is specified in the contract.  At no time shall the COR accept a service or deliverable that does not conform to the requirements of the contract.  If a proper invoice is received within this seven day period and the COR takes no exception to the invoice, the COR may use the invoice to document receipt/acceptance. Otherwise, the COR shall use a separate receiving document to document the Government’s receipt/acceptance.

i. Date stamp all invoices immediately upon their receipt.  Accept proper invoices within five days of receipt of the invoice.  Forward the completed Receiving Report and associated invoice to the appropriate payment office within 5 days after receiving a proper invoice from the contractor.  At no time shall a COR authorize payment prior to the receipt of a product or service unless advance payments to the contractor are specifically authorized in the contract.

j. Identify defects in writing on the invoice and return it to the Contractor for correction within 7 days after receipt.  If the invoice is incorrect due to deficiencies in performance which cannot be rectified by the contractor or is otherwise subject to assessment of deductions, forward the invoice together with the COR’s inspection findings relative to delayed, defective, or unacceptable work or contractor performance to the Contracting Officer for action.

k. Ensure prompt review of deliverables to permit the contractor to respond within the specified completion date in the contract (if applicable).

l. Maintain liaison and direct communications with the contractor.  Written communications with the contractor and other documents pertaining to the contract shall be signed as “Contracting Officer’s Representative,” and a copy shall be maintained in the COR file.  This is not a personal services contract; therefore, the COR shall only conduct business with the designated company representative(s) and not individual contractor employees.

m. Monitor the contractor’s performance, notify the contractor of deficiencies observed during surveillance and permit the contractor to take corrective action if possible.  Record and immediately report to the Contracting Officer incidents of faulty or nonconforming work, delays or problems.  Additionally, if the contractor disagrees with the COR’s determination of deficient work, the COR must forward the two divergent interpretations to the Contracting Officer for resolution.

n. Collect past performance information and assess the contractor’s performance at least annually and upon request by the Contracting Officer.  Provide contractor performance assessments to the Contracting Officer within 15 days of completion of the period of performance for any recurring service contract.  Contractor performance evaluations shall address only those services required under the contract and shall be fair, balanced and comprehensive with meaningful narratives to support each rating.   

o. Coordinate site entry for contractor personnel, to include necessary work permits and base access passes and computer access and ensure proper markings on workspaces, badges and e-mail addresses that clearly identify contractor employees as contractors.  Serve as the Trusted Agent for the Contractor Verification System to facilitate issuance of a CAC to a Contractor who requires it as part of the contract.  Coordinate termination of base access and computer access as appropriate.

p. Ensure that any Government-furnished property specified in the contract is available when required.  Ensure a joint inventory and issuance of Government-furnished property occurs and is documented at the time the Government-furnished property is provided to the contractor.  This issuance may be documented using a sub-hand receipt.  For contracts with companies, as opposed to sole proprietors, this inventory and acceptance shall be coordinated with the company representative to determine who the company wants to inventory and sign for the property.  Ensure a joint inventory and the return of Government-furnished property occurs before contract expiration.  Contact the Contracting Officer immediately if the COR is unable to provide the specified Government-furnished property, if the property becomes inoperable or otherwise hinders the contractor’s performance, or if Government-furnished property other than that which is specified in the contract must be provided to the contractor.

q. Initiate timely execution of contract options.  Submit the required paperwork to the Contracting Officer at least 90 days in advance of the expiration of the contract.  The initial paperwork shall include a confirmation of the intent to exercise the option, documentation that an informal market survey was conducted to support the option prices are still fair and reasonable, and a statement that the contractor is performing in a satisfactory or better manner.  Funds may be provided subsequent to the initial notice of intent; however, funds shall be received by the Contracting Officer at least 30 days prior to the expiration of the contract to allow timely execution of the option.  

r. (To be included for contracts valued over $1M or as otherwise directed by the Contracting Officer.) Provide monthly COR reports to the Contracting Officer concerning the performance of services rendered under this contract.  

s. Assist the Contracting Officer to train/inform other Government employees on the content of the contract and the guidelines for their interaction with contractor personnel.

3. You are expressly prohibited from performing the following:

a. Award, agree to, or sign any contract 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 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 shall be made by the Contracting Officer.  You may be held personally liable for any unauthorized acts.  

b. Interpret the contract.

c. Re-delegate your COR authority.

d. Make commitments or promises to contractors relating to award of contracts.

e. Write contract requirements around the product or capacity of one source.

f. Solicit proposals or quotes.

g. Issue instructions to contractors to start or stop work.

h. Take any action with respect to termination, except to notify the Contracting Officer.

i. Render a decision on any dispute on any question of fact under the Disputes provision of the contract.

j. Authorize delivery or disposition of Government furnished property not specifically authorized by the contract.

k. Discuss procurement plans or any other advance information that might provide preferential treatment to one firm over another when a solicitation is issued for a competitive procurement.

4. Violation of the foregoing may give the appearance that this organization is not acting in good faith.  Commitments made to contractors by other than duly appointed Contracting Officers may result in formal protests by other companies, embarrassment to the Department, criticism by the Government Accountability Office and possible monetary loss to the individual and the company involved.

5. 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 unless you are separated from Government service.  If you are to be re-assigned or separated from Government service, you shall notify the Contracting Officer sufficiently in advance of reassignment or separation to permit timely selection and designation of a successor COR.  If your designation is revoked for any reason before completion of this contract, you shall turn over your records to the successor COR or obtain disposition instructions from the Contracting Officer.

You are required to maintain adequate records to sufficiently describe the performance of your duties as a COR during the life of this contract.  Upon completion of the contract and verification of final payment, forward the COR file to the Contracting Officer for retention in the official contract file.  As a minimum, the COR file shall contain the following:

a. A copy of your letter of appointment from the Contracting Officer, a copy of any changes to that letter, and a copy of any termination letter.

b. A copy of the contract or the appropriate part of the contract and all contract modifications.

c. A copy of the applicable quality assurance surveillance plan (QASP).

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

e. The names and position titles of individuals who serve on the contract administration team.  The Contracting Officer must approve all those who serve on this team. 

f. A record of inspections performed and the results.

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

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

i. Applicable laboratory test results.

j. Records relating to the contractor’s quality control system and plan and the results of the quality control effort.  

k. A copy of the surveillance schedule.

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

m. Documentation pertaining to all payments authorized, including all invoices, receiving reports, payment logs, and transmittals to the payment office.

n. Assessments, performance reviews and file reviews conducted by the Contracting Officer, copies of any written notifications from the Contracting Officer to your functional area Supervisor, and copies of the checklists used by the Contracting Officer in conducting COR file reviews.

6. All personnel engaged in contracting and related activities shall conduct business dealings with industry in a manner above reproach in every aspect and shall protect the United States Government’s interest, as well as maintain its reputation for fair and equal dealings with all contractors.  DODD 5500.7 sets forth standards of conduct for all personnel directly and indirectly involved in contracting.

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 CORs 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 interests in order to maintain public confidence in the U.S. Government's conduct of business with the private sector. CORs must file an OGE Form 450 Confidential Financial Disclosure Report each year.   

8. If the contractor is required to provide input into the Contractor Manpower Reporting database, the COR shall ensure the contractor reports the information as required. The contractor must completely fill in required information at the secure web site designated by the Contracting Officer and annually thereafter for the duration of the contract. The COR must access the web site to determine contractor compliance and report the results in the monthly COR report to the Contracting Officer.

9. Pursuant to the Prompt Payment Act and FAR 32.905(c), you are required to forward correctly completed acceptance/receiving documents with the associated invoice to the Paying Office designated in the contract no later than five (5) working days after receipt and acceptance of goods and/or services or receipt of a proper invoice (whichever is later).  Failure to supply any required payment documentation within this timeframe may subject the Government to interest penalties to be paid using DSCA funds.  Interest penalties reduce DSCA funds available for other purposes. Therefore, IT IS EMPHASIZED that expediting payment to contractors is mandatory so that payment can be made within the time constraints required by regulation. Interest payments shall be avoided.   

10. You are required to complete all annual COR training to maintain your COR designation.

11. You are required to acknowledge receipt of this designation and return a signed copy to the Contracting Officer.  Your signature also serves as certification that you have read and understand the contents of DODD 5500.7.  The original copy of this designation should be retained for your file.  Please note that failure to sign and return this appointment letter to the Contracting Officer will result in notification to your Supervisor which could also culminate in revocation of the appointment.  Also, CORs must notify the Contracting Officer immediately when leaving the site of the original COR designation.
NAME

Contracting Officer
