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MEMORANDUM





From:  Contracting Officer


To:	(COR Name)





Subj:	CONTRACTING OFFICER’S REPRESENTATIVE APPOINTMENT





Ref:	(a) DFARS 201.602-2


	(b) NAVAIRINST 4200.28C; Subj:  Contracting Officer’s Representative


	(c) SECNAVINST 4205.5; Subj:  Contracting Officer’s Representative


	(d) SECNAVINST 4200.27A; Subj:  Proper Use of Contractor Personnel





Encl:	(1) Contract Invoice Review Form


	(2) Contract Administration Plan


	(3) Report of Contractor’s Performance





1.	In accordance with references (a) and (b), you are hereby appointed as the Contracting Officer’s Representative (COR) for:


	


	Contract Number:  


	Contractor:  





Unless sooner terminated, in writing, by the contracting officer, this appointment shall remain in effect for the life of the contract described above.  You are responsible for providing prompt notification to the Contracting Officer if for any reason it becomes necessary to terminate your appointment as COR.  Your authority as a COR may not be redelegated.





2.	As COR, you are the technical representative of the Contracting Officer in the administration of the contract described above.  Your duties include providing technical direction and guidance as necessary with respect to the specification or statement of work under the contract.  You are to perform your duties in accordance with references (a), (b), (c), enclosure (1), and any amplifying instructions provided herein or provided in writing by the Contracting Officer at a later date.





3.	In accomplishing your duties as a COR, you are cautioned to carefully review and comply with reference (d) to ensure that the contract does not become a personal services contract through your actions or the actions of other Government personnel who may assist you in the performance of your duties.


�
4.	You are responsible for bringing to the attention of the Contracting Officer, Ordering Officer (if the contract provides for issuance of delivery orders) and the functional code for whom the work is being performed, any significant deficiencies with respect to contractor performance or other actions which might jeopardize contract performance.





5.	You are not authorized, either by this letter, or by references (a) or (b), to take any action, either directly or indirectly, that could result in a change in the cost/price, quantity, quality, place of performance, delivery schedule, or any other terms and conditions of the contract (or delivery order), or to direct the accomplishment of effort which would exceed the scope of the basic contract (or delivery order).  You may be held personally liable for any unauthorized acts.  Whenever there is the potential that discussions may impact areas such as described above, contact the PCO or Ordering Officer for guidance.  You must be especially cautious when providing an interpretation of specifications.  The understanding reached, or the technical direction given, must be formalized in writing and copies provided to the Contracting Officer (Ordering Officer if a delivery order is involved).  The Contracting Officer (Ordering Officer) shall be notified if the contractor is of the opinion that the COR’s interpretation is erroneous.  The contractor shall be advised to notify the Contracting Officer (or Ordering Officer) in writing of his/her position.





6.	Specific duties, in addition to those required by references (a) and (b) are as follows:


	


	a.	Responsible for controlling all Government technical interface with the contractor.





	b.	Responsible for ensuring that copies of all Government technical correspondence are forwarded to the Contracting Officer (or Ordering Officer) for placement in the contract (delivery order) file.





	c.	Responsible for promptly furnishing documentation on any requests for change, deviation, or waiver, (whether generated by the Government or the Contractor ) to the Contracting Officer (and Ordering Officer) for placement in the contract (delivery order) file.





	d.	In the event of Contractor delay or failure to perform, determine the cause and make recommendations for appropriate corrective and/or preventive measures to the Contracting Officer (or Ordering Officer).





	e.	Periodically check contractor performance to ensure that the individual contractor employees are of the skill levels required and are actually performing at the levels charged during the period covered.  The Contracting Officer (Ordering Officer) will request assistance from DCAA as necessary.





	f.	Periodically check contractor performance to ensure that the labor hours charged appear consistent and reasonable, and that any travel charged was necessary and actually occurred.





	g.	Ensure that all Government Furnished Property is adequately monitored and accounted for, under the contract.





	h.	Responsible for completing and signing the Contractor Invoice Review Form, enclosure (1), for all contractor invoices submitted.  Enclosure (2) provides detailed instructions on invoice reviews.





Responsible for completing and submitting the Contractor Performance Assessment


Report in accordance with the Navy CPAR instruction.





 





						_____________________________


						           


						CONTRACTING OFFICER











_______________________________________


				date


COR Signature (which constitutes		


acceptance of the appointment and


conditions thereof)





(The COR shall retain one copy of this letter, signed by both parties, and shall return the original to the Contracting Officer (and Ordering Officer) within ten (10) days of receipt for placement in the contract file).
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