Sample Contracting Officer’s Representative Nomination Letter

(Use Official Letterhead) 












(Insert Date)

(Insert Office Symbol)

MEMORANDUM FOR CONTRACTING OFFICER, ATTN: (insert Name and full mailing address)

Subject:
 NOMINATION FOR DESIGNATION AS (CONTRACTING OFFICER’S 



   REPRESENTATIVE (COR), ALTERNATE CONTRACTING OFFICER’S 


   REPRESENTATIVE (ACOR), (Select One)

1.  The individual below is nominated as the (insert COR or ACOR as appropriate) for (insert ASR number or contract number as appropriate and a description of the supplies provided/services performed under contract):

     a. Name/Organization.

     
(i)
Rank or grade: 










      
(ii)   
Job title:  











      
(iii)  
Unit or organization:  







 

      
(iv)  
Telephone number:  









     
(v)   
DEROS (DD/MM/YYYY):  







 

      
(vi)  
Effective Date and Duration of Nomination:  






      
(vii) 
E-mail Address:  








 

     b. Nominee’s Rater. 

(i) Name:  









  

(ii)  
Job Title:  











      
(iii)  
Telephone number: 










      
(iv)  
E-mail Address:  










     c. Type of Requirement to be Contracted.  (Refer to the Type A, Type B, and Type C requirement descriptions outlined in the DSCA Certification Standards.  Please note that the vast majority of DSCA actions will be coded as Type B requirements.  Any other designation shall be coordinated in advance with the Contracting Officer.)

(i) Type of Requirement:  







  

     d. Acquisition Training.  (Refer to the minimum training requirements outlined in the DSCA Certification Standards.)

	Name of Course
	Name of Service Provider
	Dates of Training
	Hours of Course Credit

	Wide Area Workflow, Inspector, Acceptor, and Government Property (GFP) Receiver
	https://wawf.eb.mil/  
	
	N/A

	Electronic Data Access (Contracts; Vouchers-Commercial Pay)
	http://eda.ogden.disa.mil/ 
	
	N/A

	Contractor Performance Assessment Reporting System (CPARS) 
	www.cpars.csd.disa.mil
	
	N/A

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


     e. Technical Experience.  (Refer to the minimum experience requirements outlined in the DSCA Certification Standards.)

	Agency Experience
	Waiver (if Agency experience is less than the minimum required)
	Relevant technical experience
	Relevant technical experience

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


    f. Refresher Training.  (Refer to the minimum training requirements outlined in the DSCA Certification Standards.)

	Name of Course
	Name of Service Provider
	Dates of Training
	Hours of Course Credit

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


    g. Contracts to which Nominee is currently appointed/designated as the COR/ACOR. 

	Contract Number

	Description of Contract
	Dollar Value
	Period of Performance
	Percentage of time spent performing COR/ACOR duties

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


2. The nominee will file an OGE Form 450 and there is no conflict of interest or apparent conflict of interest interfering with this appointment.  The nominee will be required to file an OGE Form 450 annually, for the duration of this appointment. 

The nominee has filed an OGE 450 or registered (if a new COR) on (insert date).

3. This memorandum verifies that the individual nominated will have sufficient time to perform COR duties, is technically proficient, and has completed required training. I understand that appointment as a COR for this contract requires a significant amount of time and effort to properly manage the contract and have ensured the member has the appropriate time to properly execute his/her COR duties.

4. Within 30 days after the COR has been nominated, the COR duties will be added to the incumbent’s position description and the COR objectives will be added to the incumbent’s evaluation support form.

5. The point of contact for this nomination is (insert name) at DSN XXX-XXXX or e-mail (insert e-mail address).


Signature of the Supervisor                         


and typed name and title under 

                                       


the signature line.

Attachments (Training Certificates):

1. CLC106 Training Certificate

2. CLM003 Training Certificate 

3. CLC 222 Training Certificate

4. Other Training Certificates

5. SAAR (DD 2875) Form for EDA Access to Contracts and Vouchers-Commercial Pay for DoDAAC HQ0236 or HQ0013 as applicable
