DATE:



XX/XX/XXXX
MEMORANDUM FOR:
(Insert Name)
FROM:  


(Insert Name), Contracting Officer, 

(Insert Organization)
SUBJECT:
Appointment of Contracting Officers’ Technical Representative (COR) for Contract 
No.: HHSN2722
This memorandum appoints you as the Contracting Officers’ Representative (COR)
 with respect to technical matters within the scope of the contractual instrument referenced above.  As such, you are authorized to act on behalf of this office in all matters related to the monitoring and oversight of the technical and programmatic aspects of the contract, subject to the limitations set forth in this appointment. You are required to hold an active HHS FAC-COR Level III at the time of this appointment and to maintain this certification level at all times. 

If you do not hold an active HHS FAC-COR certification at the required level you have six (6) months from the date of this appointment to complete any and all requirements in order to receive said certification. If you fail to meet this requirement within the allotted time, this appointment will be terminated effective immediately, all work on the contract(s) as its appointed COR will cease immediately, and the CO will appoint an alternate COR. 

Notifications of these actions will be issued to the CO, Head of Contracting Activity (HCA), Acquisition Career Manager (ACM), and your immediate supervisor and housed in both the contract and COR File. In order to be considered for reappointment you must complete all certification requirements and be recertified at the required level.
This appointment specifically authorizes you to perform the following duties:

· Serve as the primary liaison between the contractor and the Contracting Officer
;

· Ensure consistency among multiple CORs under a single contract when providing guidance to the contractor and evaluating the contractor’s performance;
· Develop and maintain a FAC-COR File for the assigned contract(s);
· Develop and maintain contract surveillance plan, where applicable;
· Develop and maintain contract management plan, where applicable;
· Maintain a complete working file for the assigned contractual instrument; 

· Monitor and evaluate the contractor’s performance and make timely reports of your findings to the Contracting Officer;

· Complete interim and final evaluations of the contractor’s performance under the instrument;

· Provide the Contracting Officer with copies of all of your written correspondence (including electronic communications) with the contractor;

· Inform the Contracting Officer of substantive oral communications (e.g., telephone conversations) with the contractor and provide notes and/or summaries of them as requested;

· Inspect and evaluate products (including reports and drafts) and services delivered by the contractor, and make recommendations to the Contracting Officer regarding their acceptability;

· Review and approve/reject contractor’s invoices (fixed-price contracts) or vouchers (cost-reimbursement type contracts);

· Monitor the contractor’s use of key personnel and notify the Contracting Officer of any changes in key personnel proposed by the contractor;

· Review the qualifications of proposed subcontractors and the appropriateness of subcontracting contract work, and make recommendations to the Contracting Officer regarding consent to the placement of subcontracts;

· Provide the contractor with, monitor the use of, and report on Government-furnished property;

· Provide technical guidance to the contractor;
· Assure that the Contractor has necessary clearances for access to the facility and any  information systems and data as required by the contract; Review the qualifications of proposed subcontractors and the appropriateness of subcontracting contract work, and make recommendations to the CO regarding consent to the placement of subcontracts


Promptly notify the Contracting Officer immediately of any:

 Actual or potential contractor performance problems;

 Action or inaction by HHS/OPDIV personnel that may affect the contractor’s ability to perform; and

 Inappropriate action on the part of HHS/OPDIV personnel with regard to the contract (e.g., any action that creates a conflict of interest on the part of the contractor or causes the contractor to perform inherently governmental functions).  The COR should concurrently notify the program office of any such action.

· As requested by the Contracting Officer, provide him/her with technical assistance on contract-related matters (e.g., disputes, settlements, litigation, patent and copyright issues, final payment during closeout, etc.);

· Provide timely reports on contractor performance to the Contracting Officer and other interested parties; and

· Ensure proper distribution of final products and other information resulting from the contract.
· Notify the CO on Contractor’s requests for public release of information regarding work being performed under the contract.
· Assist with all closeout procedures when the contract is completed.

This appointment does not authorize you to take any action that requires a Contracting                      Officer’s warrant, including:

· Re-delegate any of the above authorities;

· Change any of the contract’s terms and conditions including modifying the stated terms of the contract or direction changes

· Direct or give guidance to the Contractor or their subcontractors, in any way that could be construed as a contractual change (including task orders or modifications).  This includes any statement, oral or written, which might alter the price, quantity, quality, delivery schedule or any terms or conditions of the contract inclusive of the Statement of Work.

· Waive or relax in any way, the Government’s rights with regard to the Contractor’s compliance with the specifications, price, delivery or any other terms or conditions of the contract

· Issue instructions to Contractor(s) and Subcontractor(s) to start or stop work

· Approve items of cost not specifically authorized by the contract

· Render a decision on any dispute on any question of fact under the Disputes provision of the contract

· Take any action with respect to termination, except to notify the CO

· Authorize delivery or disposition of Government furnished property not specifically authorized by the contract

· Discuss procurement plans or any other advance information that might provide preferential treatment to one company over another when a solicitation is planned or issued for a competitive procurement.

· Make any commitments or approve any actions that would create any financial obligation on the part of the Government.  

The period of this appointment shall be from the date of this memorandum until the completion of the contract (including the submission of all required close-out documentation to the Contracting Officer), unless otherwise revoked or canceled, in writing, by the Contracting Officer.  If the appointment is revoked for any reason before completion of this contract, you shall turn over all contract-related information in your possession, at the time of revocation, to the successor COR or make other dispositions as directed by the Contracting Officer.  You may not transfer this appointment or any authority provided by it to a successor COR.

Please sign and return this memorandum to the Contracting Officer, and keep a copy for your own records.

By my signature below, I hereby acknowledge that I understand and agree to the terms and conditions of this appointment.

Printed Name
(Last, First, Middle Initial)

______________________________________                ____________________
Contracting Officer’s Representative




Date
______________________________________                ____________________
Contracting Officer’s Representative Signature



Date
Printed Name

(Last, First, Middle Initial)

______________________________________                ____________________
Contracting Officer 







Date
______________________________________                ____________________
Contracting Officer 
Signature





Date

NIH FAC-COR File Requirement

The Contracting Officer (CO) maintains the “official” contract file; however, the COR is responsible for establishing and maintaining an organized contract administration file to record Contractor and NIH actions pertaining to the contract. An organized file facilitates an easy transition from one COR to another if reassignment becomes necessary. The NIH FAC-COR File must contain the following, as applicable:

1. Copy of the CORs HHS FAC-COR Certification

2. Copy of the CORs HHS FAC-COR Appointment Letter

3. Copy of contract, delivery/task orders and all modifications to them

4. List of alternative COR and/or Technical Monitors

5. Contractor Surveillance Plan

6. Contractor Management Plan

7. Copies of all progress reports submitted by the Contractor

8. Copies of all correspondence and synopses of telephone calls to and from the Contractor

9. Copies of all Contracting Officer Authorizations (COAs)

10. Interim and final technical reports or other deliverables

11. Documentation of acceptability/unacceptability of deliverables

12. Documentation on all Site Visit results (Onsite and Reverse)

13. Copies of any memoranda regarding periodic performance affecting payment

14. Copies of all invoices/vouchers and a payment record or invoice log indicating the balance of funds remaining

15. Contractor performance and evaluation reports as required by the contract

16. Any other pertinent materials or information relating to actions taken in accordance with the COR designation letter

17. Contract closeout documents as applicable to include but not limited to:

· Contract completion letter

· Final invoice

· Final contractor performance or evaluation report

· Final funding allocation and closeout documents for PRISM, iProcurement, and UFMS

A 5-part Classification Folder should be utilized. This will organize the contents in an easy, understandable manner. 

PART 1 – Contract Award/Modifications and COR designation paperwork

PART 2 – Reports / Deliverables

This includes deliverables and reports from the Contractor

PART 3 – Funding Documents / Budget Information

This includes copies of Procurement Requests (PR); CAS ledger reports, Independent Government Cost Estimates (IGCE), program budget information

PART 4 – Invoices

This includes copies of invoices and/or CLIN or contract expenditures and balance information. 

This is important. CORs must monitor the availability of funds and have access to this information in real-time. Utilize Excel spreadsheets for monitoring funding.

PART 5 – Miscellaneous

This includes anything you want (i.e. Property Inventory (GFI/E), original contractor proposal, General Correspondence etc…)

�  This appointment is contingent upon your submission of the appropriate financial disclosure form and verification of your completion of the required Federal Acquisition Certification for Contracting Officers’ Technical Representative (FAC-COR) certification training.  Failure to submit the required disclosure or COR certification will result in the revocation of this appointment.  If you do not have a current financial disclosure form on file with your Ethics Official, please notify the Contracting Officer immediately.





� For the purposes of this appointment memorandum, the term Contracting Officer shall include the   Contract Specialist unless otherwise specifically indicated.





