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DEPARTMENT OF DEFENSE
HUMAN RESOURCES ACTIVITY
HEADQUARTERS
4800 MARK CENTER DRIVE, SUITE 07G12
ALEXANDRIA, VA 22350-1300





MEMORANDUM FOR [Enter Contracting Officer’s Representatives Designee Name]

SUBJECT: Designation of Contracting Officer's Representative (COR) for Contract 		        Number 

References: 	(a) Subparts 201.602-2 and 252.232-7003, DoD Federal Acquisition Regulation
     Supplement 
(c) DoD Regulation 5500.7-R, “Joint Ethics Regulation (JER),” current edition
(d) DoD “Standard for Certification of Contracting Officer’s Representatives 
[bookmark: _GoBack]     (COR) for Service Acquisition,” March 29, 2010


1. Pursuant to subpart 201.602-2, Federal Acquisition Regulation Supplement (Reference (a)), you are designated as the COR in administration of the subject contract. 

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

a. 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 adherences to the contract provisions and to the contractor's own quality control program.

b. Perform, or cause to be performed, inspections necessary in connection with paragraph 2a and verify that the contractor has corrected all deficiencies.  Perform acceptance for the Government of services performed under this contract via use of Wide Area Workflow (WAWF), which is mandated by subpart 252.232-7003 of Reference (a), when applicable.

c. 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.  

d. Monitor the contractor's performance; notify the contractor of deficiencies observed during surveillance and direct appropriate action to effect correction.  Record and report to the contracting officer incidents of faulty or nonconforming work, delays or problems.

e.  Coordinate site entry for contractor personnel, and insure that any Government furnished property is available when required.

f.  Conduct inspection and acceptance of contract deliverables and sign receiving reports.


g.  Enter contractor performance information into the contractor Performance Assessment Reporting System (CPARS).
 
3. You are not empowered to award, agree to, or sign any contracts (including delivery orders) or contract modifications or in any way to obligate the Government.  You may not take any action which may affect contract or delivery order schedules, funds or scope.  The contacting officer (CO) shall make all contractual agreements, commitments or modifications that involve price, quantity, quality, delivery schedules or other terms and conditions of the contract.  You may be personally liable for unauthorized acts. 

4. This designation as a COR shall remain in effect through the life of the contract, unless sooner revoked in writing by the CO or unless you are separated from Government service.  You may not re-delegate your COR authority.  If you are to be reassigned or to be separated from Government service, you shall notify the CO sufficiently in advance of reassignment or separation to permit timely nomination and designation of a successor COR.  If your designation is revoked for any reason before completion of this contract, turn your records over to the successor COR or obtain disposition instructions from the contracting officer.

5. You are required to maintain adequate records to sufficiently describe the performance of your duties as a COR during the life of this contract and to dispose of such records as directed by the CO.  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 and all contract modifications.

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

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

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

f. Records of COR inspections.

g. Receiving reports and invoices. 

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 U.S. Government's interest, as well as maintain its reputation for fair and equal dealings with all contractors.  DoD 5500.7-R 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 COR's private interests and the public interest of the United States shall advise the supervisor and the CO of the conflict so that appropriate actions may be taken.  CORs shall avoid the appearance of conflicts of interest to maintain public confidence in the U.S. Government's conduct of business with the private sector.

8. You are required to acknowledge receipt of this designation memo and your signature serves as certification that you have read and understand the contents of DoD 5500.7-R.  The original copy of this memo must be retained in your file.




[Contracting Officer’s Signature Here]
					Contracting Officer





ACKNOWLEDGEMENT OF RECEIPT:


___________________________________        _________________________________
COR’s Name & Date			      	      Contractor’s Name & Date
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