Contracting Officer’s Representative Revocation of Designation Template

 (Use Official Letterhead)












(Insert Date)

(Insert Office Symbol)

MEMORANDUM FOR Mr. John Doe, ATTN: (Office Symbol) full mailing address.

Subject:
REVOCATION OF DESIGNATION OF CONTRACTING OFFICER'S 



REPRESENTATIVE (COR) FOR CONTRACT NUMBER(S) 



______________________, _______________________, ____________________,

1. Your appointment as Contracting Officer’s Representative for subject contract(s) is being revoked. This termination of your COR responsibilities is effective (insert date). Upon that date, you shall transfer all of your records to the successor COR.

2.  Any questions regarding the foregoing may be directed to me or Ms./Mr.

_________________ at (insert phone number).

NAME

Contracting Officer


Receipt of this revocation is acknowledged*. 

NAME (Print or type):  



SIGNATURE:  




TITLE:  





DATE:  





RANK/GRADE:  




TELEPHONE:  




* Note:  After signing this letter, please return the original to the Contracting Officer and retain a copy for your files.

Copy to:

Contractor

COR Supervisor

