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SAMPLE COR DESIGNATION LETTER
Put on appropriate Letter Head
From:
Contracting Officer, (Name)

To:
(Name of Designee)

Subj:
CONTRACTING OFFICER’S REPRESENTATIVE (COR) 

Ref:
(a)  SPAWAR Contract Policy and Procedures Manual (SCPPM), COR Roles and Responsibilities
Encl:
(1)   Copy of Appropriate Contract/Task Order/Delivery Order
(2) Wide Area Work Flow (WAWF) Invoice Review Policy
(3) Invoice Review Report Format

1.  Pursuant to reference (a), you are hereby designated as the contracting officer’s representative

(COR) or Task Order Manager (TOM) for:

Contract Number and Task Order or Delivery Order Number: _____________________________                                                              
Prime Contractor:
________________________________________________________________                                                                                    
As such, you are authorized to furnish and are responsible for furnishing information of a technical nature to the contractor and to monitor contract performance so as to assure compliance with the terms and conditions of the applicable contract or order.  You are to perform your duties in accordance with reference (a), and any amplifying instructions provided herein or provided in writing by the contracting officer at a later date, for the term of the contract and/or any extensions thereof.

2.  Because your duties require close surveillance of the contractor, you must use extreme care to avoid supervising the contractor’s employees or interfering in any way with the contractor’s management of its labor force.  Your relations with the contractor must be entirely above reproach.  You must read and understand reference (a) and be totally familiar with the terms and conditions of the contract, provided herewith as enclosure (1).

3.  Issuing delivery orders or taking action which may be construed by the contractor to change an order or the contract is outside your authority as the COR for this contract, Task Order or Delivery Order.  If the contractor suggests or indicates that your actions or words imply such a change, promptly advise the contractor to the contrary and inform the cognizant contracting officer of the circumstances.  Your duties and responsibilities associated with this appointment cannot be redelegated by you to any other government employee or to any contractor employee.

4.  Memoranda for the Record (MFR), documenting dates, participants, discussions, decisions, and action items, should be prepared and retained by the COR for all meetings, trips, and telephone conversations relating to the contract in which the COR takes part.  A copy of each MFR and all correspondence relating to the contract received by the COR shall be furnished to the contracting officer as requested.  Extreme care must be taken to protect contractor proprietary data as well as all government classified and business-sensitive information.

5.  Your responsibilities as COR arise through the provisions of the contract identified in 

Paragraph 1.  Your specific duties are as follows:

a.  Know and work cooperatively with all members of the SPAWAR acquisition team.

b.  Assist in negotiations when requested, providing appropriate comments and recommendations.

c.  Review and comment on monthly reports that concern the contractor’s progress.

d.  Review contractor invoices per WAWF Policy Guidance, enclosure (2), to ensure that proper  labor categories are charged and travel and other items appear consistent with performance (the contractor will provide you with any supporting documents you request) and that charges are reasonable for the work performed,  and complete an invoice review form, enclosure (3), and forward it to the assigned contract administration office with a copy to the PCO.
e.  Accept services or deliverables when completed, unless otherwise specified in the contract or order and certify when all deliverables have been accepted by the government.

f.  Promptly notify the contracting officer and your immediate supervisor of:

(1) Any violation of, or deviation from, the technical requirements of the contract/order;

(2) Inefficient or wasteful methods in use by the contractor, including the contractor exceeding the requirements of the order or contract;

(3) Any needed changes to the contract, Task Order or Delivery Order  from either the contractor or the government, along with the proper documentation for effecting the changes;

(4) Issues that require clarification or resolution;

(5) Any performance failure by the contractor;

(6) Anticipated delays in completion of the contract according to schedule, including recommendations for remedial action;

(7) Inconsistencies between invoiced charges and performance, including the use of improper labor categories;

(8) Indications that the cost to the government for completion of performance under the contract will exceed the amount specified in the contract;

(9) Conditions that will require the designation of a COR to replace you; or

(10) Improper use of government material or equipment.

g..  Monitor and track all GFP provided to the contactor.   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.  
h.  Review engineering studies and design or value engineering change proposals submitted by the contractor to determine their feasibility.

i.  Review and comment on requests for government-furnished facilities, supplies, materials, and equipment, and forward any such request to the contracting officer for disposition.

j.  Coordinate with the Contracting Officer to issue technical direction in accordance with the appropriate contract clause.

k.  The following is applicable only to those Contracts, Task Orders or Delivery Orders in CPARS: The COR is assigned  as the Assessing Official (AO) for this effort and has  read and understands  the AO roles and responsibilities in the Contractor Performance Assessment Reporting System (CPARS) and  is responsible for providing the required performance assessments  IAW the CPARS guidance. This role is non delegatable.
l.  Assist in the close-out of the contract.
6.  If specific situations arise that you think require contractual attention, communicate them to the contracting officer immediately.

7.  In connection with the performance of your COR duties, you are NOT authorized to negotiate terms or make any agreements or commitments with the contractor which will serve to modify the terms and conditions of the contract.  You can be held personally liable for actions you take outside the scope of your authority set forth herein.
8.  If applicable:  If the COR identified on this COR Designation Letter is replacing an existing COR, complete the following on the COR being replaced:
a) Name of COR being replaced: ______________________________Code:____________.
This appointment as Contracting Officer’s Representative (COR) is hereby terminated without prejudice to any action taken under that authority.
9.   _________________________________________________________                                                                        

(Sign and date)
Contracting Officer

Space and Naval Warfare Systems Command

a) COR Acknowledgement/Acceptance

NOTE: If the training Certificates already reside in the Code 2.3.1 COR database then you do not have to provide them again. Just list the date (Month and Year) and state “on file in 2.0”

I completed the basic COR training on _________________. (Attach copy of certificate of completion).

I completed COR refresher training on _________________. (Attach copy of certificate of completion).

I completed the WAWF Web Based training on, _______________. (Attach copy of certificate of completion).

I completed the annual Contractor Fraud Awareness training session on ______________. 

I completed the annual Ethics training on _____________.  ( Attach copy of certificate of completion) 
I completed the annual Combating Trafficking in Persons training on _____________.  ( Attach copy of certificate of completion) 
I understand my technical duties and limitations as assigned by this appointment.

I understand my role as the Assessing Official (for CPARS only): 

· Applicable to CPARS:   ___Y/N___             Initials: __________ 

· I completed the CPARS Narrative Writing Web Based training on __________. (Attach copy of certificate of completion).

· I completed the CPARS Navigation Web Based training on _________.
       I have completed and submitted the annual OGE 450 Confidential Financial Disclosure 

       Report form on __________. 

       I have read and understand SPAWAR Contract Policy and Procedure Manual (SCPPM), 
       COR Roles and Responsibilities Document.
I accept the appointment as COR for this requirement.


__________________________________________________________



(Sign and date; retain a copy and return the original to the Contracting Officer)

Copy to:

COMSPAWARSYSCOM 2.3.A5 paul.jenkins@ navy.mil (with certificates)

COR’s supervisor (without certificates)

Contractor (without certificates)

Contracting Administration Office (without certificates)
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WIDE AREA WORKFLOW 

(WAWF) INVOICE REVIEW
Contracting Officers Representative (COR) – WAWF Invoice Review and Acceptance or Rejection of Goods or Services.

1.    PURPOSE

The purpose of this document is to provide the SPAWAR claimancy policy and guidance regarding the COR’s  responsibility in reviewing contractor submitted invoices to the Wide Area Workflow (WAWF).  

2.   POLICY

a. SPAWAR Contracts use the WAWF to electronically receive, accept, and certify invoices and receiving reports.  Use of the WAWF was mandated via OUSD Memorandum of 14 Jul 2004, ASN (RD&A) Memo of 25 Jan 2006, and ASN (RD&A) Memo of 16 Mar 2007 which called for full deployment of WAWF by the end of FY 2008.

b. Based on your Program Office Nomination and the Contracting Officer Letter of Designation as a COR, one of your primary duties is to review and validate the contractor submitted invoices against products or services to ensure the invoiced amount for labor, materials and travel are consistent and reasonable for the work performed during that billing cycle.

3.   RESPONSIBILITIES

a. Generally, the COR is authorized by the Contracting Officer to perform inspection and acceptance of contract deliverables, verify the accuracy of contract vouchers/invoices, and monitor contract expenditures. The COR shall review and validate the contractor submitted invoices against the provided goods or services received by the Government during that billing cycle. NOTE: All voucher/invoice reviews/validations must be conducted by a Government employee only, never by a contractor.

b. The COR is no longer responsible for invoice certifications/approval for payment for those contracts administered by SPAWAR or DCMA.

1. For non DCMA administered contracts, SPAWAR HQ Comptroller has established a team to perform the Local Processing Official (LPO) invoice approval function in WAWF. 

2. For DCMA administered contracts, DCMA will perform the invoice approval function. 

4.    PROCEDURES

a. Currently Section G Invoicing Instructions of the Contract or Delivery Order do not include contractor WAWF invoice notification to the COR. 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. 


b. For all cost-type, Time and Material (T&M), and Labor-Hour services contracts and task orders, the COR will perform Labor Rate and ODC reviews by comparing and documenting each Invoice submitted by the contractor. 

c.  To determine what activity is responsible for the administration of the Contract or Delivery Order see the front page of the contract or delivery order. For a Contract, the SF30, Block 7, titled ADMINISTERED BY: or a Delivery Order DD1155, Block 7, titled ADMINISTERED BY:, will identify the administering activity by UIC/DODAAC. See the following three scenarios to identify your COR roles for invoice reviews, acceptance and/or rejection of Goods and Services based on the administering activity. 

1. If SPAWAR HQ is administering the contract, and you and/or your code are receiving goods and services, you as the designated Acceptor, will need to go into WAWF and accept or reject the Goods and Services. You need to review the invoice to ensure the invoiced amount correlates to the Goods as documented in the WAWF Shipment folder, or services provided during that billing cycle. You will not be certifying the invoice or approving payments. Since SPAWAR HQ certifies the invoice, you will need to send an e-mail to SPAWAR_1.0_LPO@navy.mil and notify them that you have accepted or rejected the goods or services in WAWF, and the LPO will go in and certify the invoice. In the case of rejection, the LPO will hold off certifying the invoice until the PCO provides resolution of the issue. This is an important step, as the LPO will not get automatic routing of invoices to certify. 

2. IF DCMA is administering the contract, and you and/or your code are receiving goods and services, you as the designated Acceptor, will need to go into WAWF and accept or reject the Goods and Services. You need to review the invoice to ensure the invoiced amount correlates to the Goods as documented in the WAWF Shipment folder, or services provided during that billing cycle. You will not be certifying the invoice or approving payments. If you accept the Goods and Services no further action is required on your part.  If you reject the Goods and Services, you will need to contact your PCO and DCMA for resolution of the issue. It is important to note that the invoice in question will still be paid and resolution may not occur until contract close out. 

3. IF DCMA is administering the contract and is designated as the Acceptor for the Goods and Services, you have no action in WAWF. 

5. MISCELLANEOUS

WAWF Tool Box

The main WAWF link is the WAWF Production Site which will provide step by step instructions for establishing a log-on and password and the required WAWF Roles of both “Acceptor” and “Acceptor View Only.”

WAWF Production Site:

https://wawf.eb.mil
Web-Based Training Site:

 http://www.wawftraining.com
WAWF Practice Site:

 https://wawftraining.eb.mil
Navy WAWF Assistance Line:

1 (800) 559-9293

Navy WAWF Quick References:

 http://acquisition.navy.mil/content/view/full/99
DISA Ogden Help Desk: 

1 (800) 618-5988

cscassig@csd.disa.mil

SPAWAR Contracting Officer's Representative COR Policy & Procedures

SPAWAR COR SCPPM Document
 - *Revised Sep 2012*

INVOICE REVIEW REPORT FORMAT

From:
(Applicable COR)

To:
(Applicable PCO and Contract Specialist)

Subj:
INVOICE REVIEW 

CONTRACT NUMBER:     ___________________________________                                                   
DELIVERY ORDER/ TASK ORDER #:      ______________________ 

COMPANY NAME:   _______________________________________

INVOICED PERIOD OF PERFORMANCE: FROM   MMDDYY    TO   MMDDYY
Encl:
(l) Invoice Number ___________________

Check Appropriate Space:

_______1.
Enclosure (l) submitted under the subject contract/DO/TO  has been reviewed and the labor hours, labor  rates , material (if any) and travel/ODC’s  identified therein appear consistent and reasonable for the effort performed during this billing period.

_______2.
Enclosure (l) submitted under the subject contract (delivery order) has been reviewed and the following deficiencies are noted:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________

3.   Direct Labor – Post Award Tripwire Monitoring:  For all Cost-Type, Time and Material (T&M), and Labor-Hour services contracts and task orders whose PSC is listed in the USD AT&L memo dated 23 Nov 2010, Taxonomy for the Acquisition of Services, the COR will perform an Actual Labor Rate review and shall report any tripwire metrics identified during the review through the use of the TripWire On-line Reporting Tool.  

a.  Monitor monthly all fully burdened labor charges in ANY labor category in excess of $250K per year ($120.19/hour) which were not originally specified in the contractor’s proposal at award.  

Enclosure(3)
i) ________ (Y/N)  Did any fully burdened actual rates (per person) in any labor category exceed $250K per year ($120.19/hour) which were not originally specified in the contractor’s proposal.   If no, go to paragraph (3)(b).



(1)  How many rates exceeded $250K during this reporting month? _________

ii) ________(Y/N)  If any fully burdened actual rates (per person) in any labor category exceed $250K per year ($120.19/hour), were these actual rates recorded in the TripWire On-line Reporting Tool at: https://e-commerce.sscno.nmci.navy.mil/tripwire.nsf/HomePage?openform
b.  Monitor monthly average actual labor rates compared to average negotiated labor rates and shall report any tripwire metrics identified during the review through the use of the TripWire On-line Reporting Tool.  
i) __________(Y/N)  Did the variation of actual-to-negotiated labor rate averages exceed 15% for this reporting month.  If no, go to paragraph (4).



(1)  What is the variance?  ________%

ii)__________(Y/N)  Did variation of actual-to-negotiated labor rates exceed 20% for more than three consecutive months and, if so, was this elevated to SPAWAR 2.0 or the Field Activity Director of Contracts where applicable? 

iii)_________(Y/N)  If the variation of actual-to-negotiated labor rate averages exceeded 15%, was this recorded in the TripWire On-line Reporting Tool at:

https://e-commerce.sscno.nmci.navy.mil/tripwire.nsf/HomePage?openform
4)  ODC Post-Award Tripwire Monitoring -  Monitor on a monthly basis the use of ODCs. If the COR requests that ODCs be increased more than 10% of original ODC total (cumulative per given period of performance), then the rationale shall be documented in this report, signed by the Program Manager (or equivalent), and shall report any tripwire metrics identified during the review through the use of the TripWire On-line Reporting Tool.  

_________(Y/N)  Will ODCs be increased more than 10% of original ODC total (cumulative per given period of performance)?  If no, sign and date memo.  Provide to PM and PCO, as required.

a) What is the percentage increase? ________%

b)  Rationale for the increase in ODCs:  

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

c)_________(Y/N)  If the ODC be increased more than 10% of original ODC total (cumulative per given period of performance), was this recorded in the TripWire On-line Reporting Tool at:

https://e-commerce.sscno.nmci.navy.mil/tripwire.nsf/HomePage?openform






____________________________







Signature of COR and Date

Concurrence, when Required:







_________________________________







Program Manager or equivalent and  Date
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