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        Date

From:
Commanding Officer, ________________________________

To:
Procuring Contracting Officer of the applicable Navy Field Contracting System (NFCS)


Activity

Subj:
NOMINATION OF CONTRACTING OFFICER’S REPRESENTATIVE (COR)

Ref:
(a)
NAVSUPINST 4205.3C

1.
Pursuant to reference (a), I hereby nominate Mr./Ms. ______________________ as the COR for the contract resulting from requisition number ____________________ to acquire _____________________ supplies/services in support of ____________________.

2.
Mr./Ms. _________________________ qualifications are:

3.
Mr./Ms. ___________ title, code, business address, and telephone number are:  _________.

4.
In case of any problems, disagreements, or other questions pertaining to the COR’s performance of duties you may contact _____________________________________________.

5.
Mr./Ms. __________________ has/has not completed Navy approved COR training.  He/she attended/is scheduled to attend the COR course in (month, year).

6.
The individual performance rating elements of Mr./Ms. _____________________ include/do not include the COR function (if not, why not).

7.
If an alternate COR (ACOR) is to be appointed to act in the absence of the COR, also provide the information requested in paragraphs 1 through 6 for the ACOR.

8.
I recommend that the COR be assigned the following duties:

    
a.
Control all Government technical interface with the contractor.

    
b.
Ensure that a copy of all Government technical correspondence is forwarded to the 

contracting officer (ordering officer) for placement in the contract (delivery/task order) file.

Subj:
NOMINATION OF CONTRACTING OFFICER’S REPRESENTATIVE (COR)


c.
Promptly furnish 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 their action.

d.
Determine causes when the contract is not progressing as expected and make recommendations to the contracting officer for corrective action.


e.
Monitor contractor performance to ensure individual contractor employees are of the skill levels required and are actually performing at the levels charged against the contract during the performance period.

    
f.
Monitor contractor performance to ensure that the labor hours charged against the contract are consistent and reasonable for the effort completed and that any travel charged was necessary and actually occurred.


g.
Monitor Government Furnished Property.  Ensure that property provided to the contractor is authorized by the contract.

    
h.
Complete the COR report of contractor’s performance following the schedule established in the contract administration plan for the contract.


i.
Conduct all contract administration duties in accordance with the terms of the contract and the guidance contained in the Contract Administration Plan.

9.
Any changes to these recommended duties shall be discussed with the undersigned prior to issuing the appointment letter.

                                                                          ____________________________________

                                                                          Signature of Commanding Officer

                                                                          or Designee
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