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CONTRACTING OFFICER’S REPRESENTATIVE (COR) 
1.  PURPOSE

The purpose of this document is to provide the SPAWAR claimancy policy and guidance regarding the Contracting Officers Representative (COR) under Prime Mission Product Contracts and SeaPort-E task orders.
2.  POLICY

a. It is the policy of the SPAWAR Contracting Office at the Contracting Officer’s discretion, to designate qualified personnel as their authorized representatives prior to contract award (1)  in order to assist in the technical monitoring and administration of support service contracts and occasionally on other than support services contracts depending on the circumstances. If the PCO determines that the need to appoint a COR exists, the PCO shall provide the requiring activity with a list of proposed responsibilities. The requiring activity must then submit nominations for COR’s to the contracting activity, in an effort to engage the COR in pre-award activities, the nomination should accompany the purchase request. 
b. As indicated in the Memo dated May 18, 2010 Under Secretary of Defense (Acquisition, Technology and Logistics) memorandum, DoD Standard for Certification of Contracting Officer's Representatives (COR) for Services Acquisitions, the Panel developed a DoD Standard which defines minimum COR competencies, experience, and training according to the nature and complexity of the requirement and contract performance risk and introduces new structure and rigor to performance of COR functions by delineating roles and responsibilities for the COR, COR management and the contracting officer. The contract categories are: 

      Type A: fixed price, low performance risk requirements; 

Type B: other than fixed price, low performance risk requirements; and 

Type C: unique requirements that necessitate a professional license, higher 

       education, or specialized training.

The surveillance activities performed by COR should be tailored to the dollar value/complexity of the specific contract for which they are designated. Contracting officers may exempt service contracts from the requirement when the following three conditions are met: 
(1) The contract will be awarded using Simplified Acquisition Procedures;

(2) the requirement is not complex; and;

(3)  The contracting officer documents the file, in writing, why the appointment of a COR is necessary. (Ref: DFARS PGI 201-602-2)
A COR shall be designated for a contract when:

(1) The Government must clarify, define or give direction on a contract’s specification,  Statement of Work (SOW) or Performance Work Statement (PWS) ;

(2) Task orders are to be issued against a cost-reimbursement (time and material, labor-hour, or cost plus fee) indefinite delivery type contract;

(3) The contract or task/delivery order falls under the definition of Consulting Services (CS) in accordance with SECNAVINST 4200.31C.

(4) A COR must be assigned to any Prime Mission Product Contract and must be assigned to each task order under the NAVSEA SeaPort –E Contract.  
a. A COR shall be assigned and an alternate COR (ACOR) can be assigned to a contract. An ACOR may be designated to perform the COR functions when the COR is unavailable to perform those duties.  The ACOR can be appointed at the time of contract award. Any person designated as an ACOR must possess the necessary COR qualifications as evidenced by a nomination and designation letters. The duties and responsibilities of the COR are set forth in DFARS 201.602-2; it should be noted that the COR is prohibited from issuing delivery orders and from re-delegating COR authority, duties or responsibilities.

b. Only persons technically qualified, certified and properly trained will be designated, and only designated persons will perform COR duties. The following “Standards” have been identified to certify COR’s: 
Type A: Low performance risk, fixed-price requirements without incentives. COR duties/responsibilities are generally limited to minimal technical/administrative monitoring of the contract.

 Type B: Other than low performance risk. COR duties/responsibilities are of increased complexity.

 Type C: Unique contract requirements that require specialized training. COR duties/responsibilities involve highly complex or specialized requirements.  
Under no circumstances are the functions designated for performance by the COR be performed by a non-government employee nor will any non-government employee assist the COR in the execution of any of his/her duties, unless otherwise authorized in agency regulations (see NMCARS 5201.602-2).

d. The COR is the “eyes and ears” of the Contracting Officer (CO) and acts as the technical liaison between the government and the contractor regarding the SOW/PWS and/or specification(s) under a contract. As a practical matter, the CO rarely has the expertise in all the areas necessary to ensure successful contract completion, therefore, the CO must rely on the COR to assist in contract development and administration regarding the technical and financial aspects of the terms and conditions of the contract.

3. RESPONSIBILITIES

Generally, the COR is authorized by the Contracting Officer to monitor the receipt of contract deliverables, verify the accuracy of contract vouchers, and monitor contract expenditures. 
a. Program Manager/Technical Code: The PM/TC is responsible for nominating and proposing CORs certification type, identifying as “full-time” or “part-time”, and notifying the PCO if a COR vacates his/her position.

b. Procuring Contracting Officer: The PCO, upon receipt of a COR nomination and proposed certification type, will:

(1) Review the nomination to ensure that formal COR training (and appropriate refresher training) has been successfully completed by the nominee and that the nominee is a government employee (or if the exception at NMCARS 5201.602-2(1) applies). 

(2) Concur that the proposed COR certification type is commensurate with the anticipated requirement.

(3) Ensure that a COR is not delegated responsibility to perform functions at a contractor’s location that have been delegated to a contract administration office.

(4) Prepare and issue a COR letter of designation (see sample for content and format), including the extent and method of contract monitoring appropriate to the particular contractual effort, and establish a feedback procedure to ensure that the PCO is informed of significant contract events. 
(5) Provide a copy of the fully executed COR letter of designation to the parties identified in the letter as well as to the COR’s supervisor. This information will then be stored in the COR database.  The designation letter must be provided to the COR, the COR’s supervisor, the contractor and to the contract administration office. In addition, SPAWAR 02 contracting officers must provide a copy of the designation letter with training certificates to SPAWARSYSCOM Policy Code 2.3A.

(6) Provide a copy of the contract/order to the COR containing the applicable COR clause. (see paragraph 4.a below)
(7) Require the nominating code to recommend a replacement if in the PCO’s opinion, an assigned COR is not properly monitoring a contract/order.

(8) Perform reviews of the COR contract files on an “as needed” basis. Issues/events to consider when deciding whether a review is needed are:

· designation of a new COR on the contract

· contractor receipt of an overall Contractor Performance Assessment Reports(CPARS)/ Informal Contractor Performance Assessment Reporting (IPARS) rating of RED (unsatisfactory) or YELLOW (marginal), or when a T4D is being contemplated

· a pattern of problems with COR performance in any area of responsibility, like;

· untimely/poor quality modification SOWs, PWS’s/Independent Government Estimates

· inadequate/non-existent invoice review forms
· untimely/poor quality CPARS/IPARS recommendations

· issuing questionable Technical Direction Letters

· complaints regarding monitoring of contractor performance or requesting  contractor performance outside the scope of the contract

c. Contracting Officer Representative/COR’s:  The COR, upon receipt of a COR designation, will:

(1) Complete acknowledgment/acceptance portion of the COR designation letter, and sign and return the original to the PCO.

(2) Maintain currency of training through attendance at mandatory refresher training sessions at least once every three years.

(3) Provide technical liaison between the government and the contractor with respect to the contract specification and SOW/ PWS. 
(4) Monitor the contractor’s progress, costs and quality of performance on a monthly basis and keep the PCO, PMW PM, DPM, TPOC’s and any other required parties, organizations informed.

(5) Promptly report any substantive deficiencies in contract performance or other instances of noncompliance with contract terms and conditions to the PCO.

(6) Maintain a file of all correspondence and documentation that occurs. This includes meeting minutes, adhoc reviews, issues/concerns, phone calls etc… Provide reports of, and documentation to support, significant actions taken as requested by the PCO.
(7) Review the contractor’s invoices submitted for payment via WAWF to ensure that the products and/or services cited has been delivered or performed and the labor hours, materials and travel charged during the billing cycle, are consistent and reasonable for the products and/or services provided. The Invoicing Clause G has been revised to include mandatory e-mail notification to the COR when the contractors submits the invoices to WAWF. It is important to ensure the contractor provides the COR notification, a soft copy of the invoice and any requested back-up data to assist the COR with the Invoice review/validation process. 
(8) If the contract specifies a labor mix/level of effort, the COR is responsible for monitoring the actual labor mix/level of effort expended and is responsible for periodically reporting significant differences between the contracted and actual incurred labor mix/level of effort expended to the PCO. This allows a more realistic labor mix/level of effort estimation, more realistic pricing for subsequent contracts, and also helps to reduce the risk of contractor-proposed uncompensated overtime on future contracts.

(9) Any labor mix/level of effort established in the contract shall not be altered by COR technical direction or task orders.

(10) Where work under a contract is assigned by task order or delivery order, the COR shall track performance, labor hours and mix ordered, and labor hours and mix expended by individual order.

(11) Be alert to inconsistencies between work actually performed by the contractor and performance claimed on invoices, as well as inefficiencies of the contractor and promptly notify the PCO.

(12) Review, inspect, and accept services or deliverables when completed, unless otherwise specified in the contract, and certify when all deliverables have been accepted.

(13) Not requiring the contractor to provide personal services for the requiring organization or for the COR.

(14) Not issuing delivery orders or change the intent of substance of a contract or order.

(15) Not interfering with the contractor’s dealings with organized labor.

(16) Not interfering with the contractor’s personnel practices.

(17) Maintain a file for each contract assigned and close out the COR contract file within five years upon completion.

(18)
If the contract/task order/delivery order is tracked in CPARs, as the Assessing Official (AO) prepare and submit a report on the contractor’s performance in accordance with CPARs. [See CPARs SCPPM]. All CPARS information is treated as source selection sensitive information in accordance with FAR 3.104 and as such, any CPARS related efforts in the CPARS performance evaluation justification and rating must be developed by the Government AO. Contractor assistance is not permitted in the CPARS performance evaluation and rating justification process.

(19) Act as the central POC for the Contract/Delivery Order administration functions:

1. Review and approve all Contract Modifications/Task Orders Request’s to ensure all are with-in scope of the basic contract or Delivery Order requirements prior to submission to 2.0.

2. Ensure all tasking is funded with the appropriate funding types.

3. Monitor and track ceiling status of the Labor hours and funding, ODC’s and travel funding.

4. Coordinate and conduct Monthly Status Reviews (MSR) with the Contractor. Obtain monthly inputs from your code’s functional TPOC’s on contractor performance.
· Financial Review
· Technical Review

· SOW/PWS Staffing Review

· Identification and resolution to issues/concerns

5. Review and approve all travel requests in advance of travel.
6. Maintain copies of all contractor requests and reports (Trip Reports, Travel requests, CAC and Badge Requests …etc)
7. Review and approve all Badge Requests, Escort Privileges and After Hour’s Access.

8. Depending on how your specific PMW has assigned your roles and responsibilities, you may be assigned the additional role and responsibility as the Trusted Agent (TA) for all contractor CAC functions:
· Entering CAC new/re-validation Request’s into CVS

· Approving new/re-validation CAC Request’s in CVS
· Validating active Security Clearance and investigation type conducted 

· Tracking all active CAC’s. 
· Revoke and obtain CAC for destruction when employee departs the company or transfer the CAC TA responsibility to the appropriate TA when employee transfers to another SPAWAR code but is still employed by the same company. 

9. Track all mandatory events and training status by contractor employee.

· Government Information Systems, secured website or other nonpublic information. The COR is the designated approval authority for all Contractor employee’s requiring access to Government Information Systems, secured website or other nonpublic information access by ensuring a Non Disclosure Agreement (NDA) has been submitted and justified for each employee. 
· IA 
· Privacy Act 
· SAAR
10. CORs will maintain GFP transaction listings and will report GFP to SPAWAR HQ 4.3.2 by emailing excel files with fields shown in enclosure (4) of SPAWARINST 4440.12 to scm-spawar@navy.mil on a monthly basis, noting changes/transactions since previous submission.
11. CORs  will monitor and evaluate the contractors performance IAW the Quality Assurance Surveillance Plan (QASP). 

(20)
In general the COR should ensure the following actions do not occur:

· Promising or authorizing the contractor to perform additional work
· Do not provide direction to the contractors. Provide clarification.

· Issuing stop work orders.

· Authorizing additional GFP.

· Disclosing source selection or proprietary information.

· Providing any budgetary information

· Suggesting or directing the Contractor to hire specific personnel.
· Directly or indirectly changing the following:

-Pricing, Cost or Fee

-Quantities

-Quality

-Scope of the Task/Delivery Order/Contract

-Delivery Schedule

-Labor Mix

-Any other terms/conditions of the DO/Contract
4.  PROCEDURES

For site-specific procedures regarding the COR nomination, designation, and termination, see the links under paragraph 6 below.  General procedures are as follows:

a. COR Contract Clause.  The clause at DFARS 252.201-7000, Contracting Officer’s Representative, shall be used in solicitations and contracts when appointment of a Contracting Officer’s Representative is anticipated.

b. Training. Before designation, nominees must complete an approved or sponsored SPAWAR course commensurate with the proposed certification level.  Upon review of the designation letter and contract requirements the PCO may require additional training. 
c. COR Termination:  When replacing an existing COR or terminating a COR without cause due the contracted effort completing final close-out submit the completed COR Termination Memorandum for the Record to the Contracting Officer.
DAU COR Basic 
[Select ‘Class Schedule View/Apply’] at the

DAU Register Now web site: https://www.atrrs.army.mil/channels/clm/
DAU Course description: http://icatalog.dau.mil/onlinecatalog/courses.aspx?crs_id=1584 
Army Logistics Management Courses (Including Contracting Officer’s Representative training)
http://www.almc.army.mil/ALMC_CATALOG.pdf
ALMC Course Descriptions:
http://www.almc.army.mil/ALU_COURSES/ALUCOURSES.htm 
CPARS:

https://www.cpars.csd.disa.mil/allapps/cpartrng/webtrain/webtrain_all.htm 

· CPARS Overview

· CPARS Quality and Narrative Writing or CPARS User Group Seminar. 

WAWF Training: 

https://wawf.eb.mil/.
Wide Area Work Flow (WAWF) training modules:

· WAWF Overview 

· WAWF Home Page Overview 

· WAWF Session Timeout Overview

· WAWF Navigation 

· WAWF User Roles Overview

· WAWF Document Types Overview

· WAWF Generated Email Overview 

Print WAWF Overview Lesson Certificate
OGE 450 Confidential Financial Disclosure Reporting:

 http://www.oge.gov/
· All active COR’s must submit on an annual basis the OGC 450 Confidential Financial Disclosure Report.
COR Refresher training, DAU CLC 222, is required every three years. 
Annual Command Ethics Training
The training requirement for COR certification is as follows:

If vendor/equivalent training is the chosen means to satisfy course requirements, DAU shall determine if the proposed training is identical to the DAU/ALMC courses by ensuring the competencies in the course are being met.  
Some suggested vendors include:

(1) AMCI - Basic 

     - Refresher 

(2)  Management Concepts – Basic Schedule 
           Refresher Schedule
At least 36 hours of COR Basic training, (DAU COR 222/ALMC COR course)(NOTE: Both these

courses have 8 or more hours in Contingency Contracting);

· At least 1 hour of ethics training annually (e.g., DAU CLM 003 OR AGENCY EQUIVALENT).
· Complete the on-line CLC 222 COR Refresher training every three years.
· Attend 1 session of the Command sponsored Contractor Fraud Awareness training annually.
· CPARS Training:  Overview and Quality and Narrative Writing or CPARS User Group Seminar.
· WAWF training:  Course Introduction, Overview and Navigation and Interface.
· Specialized/technical training determined by the agency.
· Annual filing of OGC 450

5.  APPROVALS

Only the Contracting Officer may appoint a COR, as their authorized representative to assist in the technical monitoring or administration of a contract, and any designation and certification type shall be in writing and should specify all duties for which the COR is responsible.  See DFARS 201.602-2.
6. MISCELLANEOUS
	COR TOOLBOX
Recent COR Nomination Policy:

Memo: DoN Monitoring Contracts for Services 06 Oct 2008
Memo: Monitoring Contract Performance in Contracts for Services 
Memo: New COR Standard dated 18 May 2010
Claimancy-wide documents:

COR File Documentation
COR Review Checklist (Long Form)
COR Review Checklist (Short Form)
COR Training Presentation
Sample COR Designation Letter - *Revised Sep 2012*
Sample COR Nomination Form
Sample Contractor Invoice Review Form
Sample COR Termination Memo 
SPAWARSYSCEN LANT: 

COR for Delivery Orders (DOCOR)
SPAWARSYSCEN PAC: 

COR Instruction 4240.1
· 4240.1 Enclosure 1
· 4240.1 Enclosure 2
COR-ACOR Nomination Memo
COR-ACOR Designation Letter
CSM Nomination Memo
CSM Designation Letter
COR File Index Checklist
COR Indoctrination Meeting 
Contractor Invoice Review Sample
SPAWAR WAWF Policy & Procedures
SPAWAR COR responsibility in reviewing contractor submitted invoices to the Wide Area Workflow (WAWF) - *Revised November 2012*
CVS: Contractor CAC Issuance
Contractor Verification System
CPARS: Contract Performance Assessment
https://cpars.csd.disa.mil/cpars/app/home.do 



	WAWF: Contract Invoices and Deliverables

Wide Area Work Flow 4.1
JPAS: Contractor Clearance Info

Defense Security Service – Joint Personnel Adjudication System                     

Seaport:

https://buy.seaport.navy.mil/seaport/login.asp?EID=1 

OGE 450 Confidential Financial Disclosure Report

http://www.oge.gov/
(cont.)
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