AMSTA-AR-A___     
DATE: 

MEMORANDUM FOR (Name and Address):      

SUBJECT: Appointment as Contracting Officer's Representative (COR) and Alternate COR 

1. Pursuant to DFARS 201.602, you,         (name), (telephone:        , e-mail:      ) are hereby appointed COR for the term of the following contract: 

Contract Number:       

Type of Contract:     
Contractor:      

Address:     
Telephone:      
E-mail:      
2. In your absence only, the Alternate COR is: 

Name:      
Telephone:       

E-mail:      
3. The file copy of this letter will be signed as indicated at the end of this letter, to acknowledge receipt of this appointment and to acknowledge that the Contracting Officer personally discussed with both of you, and that you both completely understand, the duties contained herein and limitations of authority delegated. 

a. Your signatures also serve as certification that you both have read and understand the 

Contents of DOD Directive 5500.7-R; The Joint Ethics Regulation (JER).

b.  The signed acknowledgment shall be returned to the following individual for retention in the contract file: 

Name:        

Office Symbol:      : 

E-mail:     
Telephone:      
4. In accordance with DFARS 201.602-2, the limitation of your authority and responsibilities as COR shall be as set forth below (the use of "your" and "you" means both the COR and the Alternate COR). Become thoroughly knowledgeable of the terms and conditions of the contract. If there are any doubts as to the limitation of your authority and responsibilities, or as to the correct course of action to be taken in the performance of the contract, contact the Contracting Officer. Note that you must personally perform these duties. You shall not delegate or assign them to others. CORs may be personally liable for unauthorized acts or failure to comply with the requirements in paragraph 5 below, including maintaining a COR file and appropriate documentation. 

5. COR DUTIES FOR ALL CONTRACTS: 

a. Maintain liaison and direct communications with the contractor and Government personnel (including the Defense Contract Management Agency (DCMA)). Written communications with the contractor and other documents (e.g. trip reports, minutes of meetings, records of discussions with the contractor, etc.) pertaining to the contract shall be signed as "Contracting Officer's Representative" with a copy furnished to the Contracting Officer. A copy will also be retained in your COR file. All correspondence must reference the contract number. 

b. Verify that the contractor performs all 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. Assure that timely inspections are performed by authorized personnel. 

c. Monitor the contractor's performance, notify the contractor of deficiencies observed during surveillance, and assure the contractor takes appropriate action to effect corrections to comply with contract requirements. Ensure these corrections do not incur addition contract costs. Record and report, immediately, to the Contracting Officer, in writing, incidents of waste, faulty or non-conforming work, delays, or problems/deficiencies that will impact contract performance. Periodically, check to ensure that any travel charged was necessary and actually occurred and report instances of abuse to the Contracting Officer. 

d. Coordinate site entry for contractor personnel. 

e. Ensure that any Government-furnished property/material is made available, when required under the contract, and that it is adequately monitored and accounted for. 

f. Prior to accepting any data or computer software with a restrictive legend or which other-wise restricts the Government`s rights to the data, review and evaluate whether the data/software is properly restricted and surface the matter and provide a recommendation, to both the Contracting Officer and the Legal Office. Do not accept the restricted data/software on behalf of the Government until the Contracting Officer has validated the restricted data and has furnished you appropriate instructions. 

g. Consult your ARDEC COR Handbook for guidance and/or your Contracting Officer. 

h. You are required to submit a quarterly report substantially in the format contained in the COR Handbook, concerning the contractor's performance rendered under this contract. 

i. Resolutions of Disagreements. You must attempt to resolve disagreements with contractors. If you are unable to arrive at an agreement, the matter must be promptly referred to the Contracting Officer for a decision. 

j. The COR is the primary representative of the contracting officer and the U.S. Government to enforce and assure the compliance of the contractor and its employees with ARDEC Clause 68, Identification of Contractor Employees, included in all Picatinny contracts.  The COR will meet with the contractor within 2 work days of award of the contract to coordinate and assure compliance with the requirements of the clause prior to the firm entering Picatinny and commencing work under the contract.  This includes:

(1) Obtaining all Non-Disclosure Agreements, retaining one copy and furnish one copy to the contracting officer.

(2) Identification Badges. Insure that contractors properly complete the Application for Identification card (SMCAR Form 3058) for each employee that will perform work at Picatinny Arsenal exceeding ninety (90) days. You will sign your name and COR title on the bottom, right-hand side of the card to certify the authenticity of the application, and have the Contracting Officer approve it before submittal to the Badge/ID Section for processing. For those contractor employees who will perform work at Picatinny Arsenal less than ninety (90) days, you will send an EMAIL to "Visitors", assuring a copy is transmitted to the cognizant Contracting Officer, requesting the issuance of an Visitor Registration Form Pass for those employees. Provide the following information: 

(l) Names of the employees; 

(2) Contractor name; 

(3) Contract number; 

(4) Starting date of work; 

(5) Ending date of work; 

(6) Location site of work; 

(7) COR name and extension number. 

(3) Coordinate the obtaining of contractor/contractor employees vehicle decals.

(4) Assure contractor compliance with any DD Form 254 included in the contract.

(5) Obtain the contractor’s certification of lawful employability or U.S. citizenship of the contractor’s employees and their freedom from a criminal history.  Furnish copies to the contracting officer, Security and retain one in the COR file.

(6) Assure the contractor employees wear their badge or have their visitor pass in their possession, and announce their contractor status at any meeting, doing reasonable spot checks on a random basis determined by the COR.  Document the COR file that this has been done.

(7) Assure, within 3 days of contract completion (including any exercised option) that the contractor and all employees have surrendered all their badges, passes, vehicle decals, other identification cards, if any, computer access cards and computer accounts to Security and the Picatinny CIO respectively as applicable.  Notify Security, the CIO and the contracting officer if this has not been done and take further action as directed by them.  Note:  Contractors will not be allowed to retain this material in anticipation of a future award, if any.  Rather, new documents and access must be obtained for any future award.

(8) Coordinate with the contractor and the Police Chief the obtaining of any necessary camera pass.

(9) Perform any other acts necessary to enforce ARDEC clause 68.

     (10) Document the COR’s file with all actions taken per the clause, and retain 

copies of documents as indicated above.

6.  In the performance of your assignment, you have no legal right to authorize changes or grant any deviation of any kind in the contractual terms and conditions, including the Statement of Work, regardless of the contractor's apparent difficulties in fulfilling its requirements, nor should you adopt any course of action which might be construed as giving tacit approval for such changes. Changes in contract terms and conditions will be made only by the Contracting Officer by properly executed modifications to the contract. You may not, under any circumstances, supervise contractors or contractor employees, or give the appearance of doing so. You may not advise the contractor to halt any work which may result in excess costs to the Government, ratify/approve travel, overtime, or place any procurement actions, including formal procurements and others, i.e., by use of blanket purchase agreements, or purchase orders, to place calls or delivery orders under basic agreements, basic ordering agreement, indefinite delivery type contracts, or charge account orders. 

7. You shall establish and maintain a current COR file for each contract. These files should be organized so that essential information can be quickly located. This can be accomplished by filing all information by groups and placing the contents of each group in chronological order. These files must be available for review by the Contracting Officer, Inspector General, GAO or any other official authorized by the Contracting Officer. As a minimum, the file should include the following information, when applicable (DFARS 201.602-2):

a. Copy of the signed and acknowledged COR appointment letter. 

b. Copy of the contract and all the modifications. 

c. Copy of the applicable QA and all other surveillance plans. 

d. Copy of the contractor's quality control plan and system. 

e. Copy of the surveillance schedule. 

f. All correspondence initiated by you, or addressed to you, concerning performance of the contract. 

g. Copy of appointment letters acknowledged by Task CORs (see Para 11b(1)(d) below. 

h. Record of surveillance performed and their results. 

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

j. Copy of the trip report (prepared within 7 days) of every visit that has been made by you to the contractor. 

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

l. Memoranda for record of all telephone conversations which relate, in any way, to the contract. 

m. Copies of any contract discrepancy reports.

n. Copy of all approvals that you have given to the contractor. These approvals can only be within the COR-designated authority. 

o. Copy of all records relating to ARDEC Clause 68.

8. If your designation as COR is revoked for any reason before completion of the contract, you shall turn over your records to the successor COR or forward your records to the Contracting Officer, whatever is instructed by the Contracting Officer. If you are reassigned or separated from service, you shall request termination and relief from your duties from the Contracting Officer sufficiently in advance of reassignment or separation to permit timely selection and designation of a successor COR. See Paragraph 4, you may not redelegate your COR authority. 

9.  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, you shall forward the COR files to the Contracting Officer for retention in the official contract file or to do as is determined by the Contracting Officer. 

10. By accepting this COR/ACOR appointment you agree and consent to the Contracting Officer providing an annual narrative letter input to your first-line supervisor(s) as to your performance as COR, for use by your supervisor(s) in your annual performance appraisal. The general performance standards against which you will be rated are: 

a. adherence to the requirements of this COR letter of appointment and all reference therein; 

b. adherence to the DoD Directive 5500.7-R; The Joint Ethics Regulation (JER);

c. adherence to the terms of the contract and protection of the Government's interest in connection therewith; 

d. cooperation with, and assistance to the PCO; 

e. any special standards applicable to this contract as set forth below:      
The Contracting Officer will provide you with the opportunity to discuss the ratings of the above standards before submitting the letter input to your first-line supervisor(s) for incorporation into your performance appraisal. 

11. In addition to the above, your additional, specific duties as applicable to contract type, are as follows: 

a.  IF COR FOR A COST-REIMBURSEMENT TYPE CONTRACT – 

(1) Perform engineering surveillance to assess compliance with contractual terms for schedule, cost and technical performance in the areas of design, development and production. 

(2) Evaluate for adequacy and perform surveillance of contractor engineering efforts and management systems that relate to design, development, production, engineering changes, subcontractors, tests, management of engineering resources, reliability and maintainability, data control systems, configuration management and independent research and development. 

(3) Review and evaluate for technical adequacy the contractor's logistics support, maintenance and modification programs. 

(4) Perform engineering analyses of contractor cost proposals. 

(5) Review and analyze contractor-proposed engineering and design studies and submit comments and recommendations to the Contracting Officer, as required. 

(6) Review Engineering Change Proposals for proper classification, and when required, for need, technical adequacy of design, producibility, and impact on quality, reliability, schedule, and cost, and submit comments to the Contracting Officer. 

(7) Assist in evaluating and make recommendations for acceptance or rejection of waivers and deviations. 

(8) Monitor contractor's Value Engineering Program. 

(9)  Provide information and assist the Contracting Officer in protecting the Government`s interest in inventions first conceived and/or reduced to practice during performance of the contract. 

(10) The publication of a technical report at the completion of an R&D project and its submission into the defense documentation system is mandated by AR 70-31. If a final report is required by a DID on DD Form 1423 of the contract, upon acceptance of contractor's final report, prepare a memorandum addressed to the contractor, Subject: Notice of Acceptance of Final Report, for the Contracting Officer's signature. Upon execution of the memorandum, the COR shall forward the original memorandum to the contractor with additional copies, as follows: 

· l copy - DCMC, if applicable; 

· 1 copy - Contracting Officer's contract file; 

· 1 copy - COR contract file. 

(11) Assure prompt review of draft reports and provide approval/disapproval/comments to the contractor through the Contracting Officer. 

(12) Coordinate all visits to the contractor's facilities or GOCO plants with the Contracting Officer, in writing. In emergency situations, telephone requests are authorized. The Contracting Officer will coordinate all plant visits with the ACO. Visits that require access to classified information will require advance written notice to the contractor (DFARS 242.402). Within seven (7) days after completion of the visit, a trip report will be furnished to the Contracting Officer with a courtesy copy for submission to the ACO or GOCO Contracting Officer/ACO, as appropriate. 

b. IF COR FOR A TIME-AND-MATERIAL CONTRACT – 

(1) If the contract is for technical services, the elements in Paragraph 11a, above, apply, in addition to the following: 

(a) 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. Check time cards for accuracy of labor hours being charged and obtain copies of contractor's purchase invoices for material costs to assure that these items are being invoiced properly. Initiate a tracking system for labor hours for on-site services. Deficiencies shall immediately be reported to the Contracting Officer. 

(b) Verify invoice charges and return the invoices to the Contracting Officer within the imposed suspense date. If the contractor is not entitled to payment, immediately return the invoices to the Contracting Officer with a statement justifying nonpayment. Do not hold the invoices for any reason. (Procedures for payment of invoices are set forth in your ARDEC COR Handbook.) 

(c) Maintain a system for keeping track of the funds being expended under the contract. Periodically compare the balance remaining with the balance record being maintained by the Contracting Officer. 

(d) If assistance is required to monitor a task covered by a delivery order, assure that the individual is properly appointed as a Task COR by the Contracting Officer. Qualification requirements are the same for the appointment of a Task COR as for the appointment of the basic contract COR. 

b. IF COR FOR A CONSTRUCTION CONTRACT – 

(1) Promptly inform the Contracting Officer of the exact date the contractor began performance. 

(2) Ensure that the contractor maintains an inspection system in accordance with the contract inspection clause. 

(3) Assure daily inspection of the work site is performed to ensure that the contractor's performance is in accordance with the contract requirements. Immediately notify the contractor and Contracting Officer, in writing, of any deficiencies or unsatisfactory performance. State the time element within which the deficiencies are to be corrected. 

(4) Ensure that the contractor corrects the deficiencies in a timely manner. Establish a suspense system to advise the contractor of the contractor's failure to complete performance or delivery in accordance with scheduled dates. If not being accomplished in a timely manner, immediately inform the Contracting Officer, in writing, of what has been done and what is to be done. 

(5) Notify the Contracting Officer of any delays in the contractor's progress due to the fault of the Government and provide a recommendation to the Contracting Officer regarding any extensions of the contract completion date. Only the Contracting Officer can issue a Suspension of Work Order. 

(6) When the contract contains FAR clause 52.232-5, Payments Under Fixed-Price Construction Contracts," screen each invoice for progress payments and assure that the certification required by the clause is furnished (see ARDEC COR Handbook, Section X, for additional guidance on payment procedures). Assure that all invoices are processed within time constraints. 

d. IF COR FOR A FEDERAL INFORMATION PROCESSING RESOURCES CONTRACT – 

(1) Assure site preparation is completed before delivery of equipment/system. 

(2) When the contract contains the clause, "Standard of Performance and Acceptance of Equipment" (52.0000-4259), advise the Contracting Officer, in writing, of the commencement date of the performance and the date of acceptance of the equipment/system. 

(3) During the performance process required by the above-stated clause in Paragraph d(2) above, maintain a tracking record of performance in the event the equipment/system malfunctions and the performance period has to begin over again or the equipment/system does not meet the contract requirements and it cannot be accepted. The Contracting Officer will require the documentation for whatever action is deemed necessary. If the equipment/system is accepted, place the documentation in the COR file with a copy of the acceptance document (e.g., DD Form 250). 

(4) Assure that equipment that is not subject to the clause stated in d.(2) above, is immediately installed upon delivery and working, so that the commercial warranty is not violated. 

(5) Prepare a method of tracking labor hours and parts used for repairs made to FIP resources at ARDEC (see ARDEC COR Handbook, Section XII). 

(6) Assure that inefficient or wasteful methods are not being used by the contractor to acquire parts. 

(7) When commercial software and/or software development are acquired, assure that the software functional requirements of the contract are met. Prepare a method for documenting events to use during testing. 

(8) Assure that proprietary rights of software contractors are not violated. Any violation may involve litigation and incur costs to the Government. 

12. References: 

a.   DoD Ethics Supplement (DoD Directive 5500.7-R) to the Office of Government Ethics (OGE).

b.   DFARS 201.602

b. ARDEC COR Handbookd.   SOP 42.203. 

c. ARDEC Clause 68 Identification of Contractor Employees, included in all Picatinny Contracts 
13. Receipt of this appointment is hereby acknowledged: 

COR SIGNATURE:     
DATE SIGNED:      
COR NAME:     
COR TITLE:     
RANK/GRADE:     
TELEPHONE:      
E-MAIL:      
ALTERNATE COR SIGNATURE:     
DATE SIGNED:      
COR NAME:     
COR TITLE:     
RANK/GRADE:     
TELEPHONE:      
E-MAIL:      
14. Supervisor's Acknowledgement:

I acknowledge that a copy of the COR/ACOR appointment has been received and I agree to utilize the Contracting Officer's letter input in the COR/ACOR performance appraisal.

COR SUPERVISOR SIGNATURE:       

SUPERVISOR NAME:      
TITLE:      
DATE:      
RANK/GRADE:      
TELEPHONE:      
E-MAIL:      
ALTERNATE COR SUPERVISOR SIGNATURE:       

SUPERVISOR NAME:      
TITLE:      
DATE:      
RANK/GRADE:      
TELEPHONE:      
E-MAIL:      
15.  Contractor's Acknowledgement 









///////signed by ////

Contracting Officer
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