Contracting Officer’s Representative Annual Review 

Standard Operating Procedures

Mission:  To provide contracting officer oversight to any assigned Contracting Officer’s Representative (COR) and Contracting Officer’s Technical Representative (COTR) and to ensure proper technical monitoring and administrating of assigned contracts.

Background:  DLAD 1.602-2 directs that after the selection and establishment of a COR or COTR, the contracting officer is responsible for monitoring and documenting any of their contract related activities.  The contracting officer is required to perform an annual evaluation of the COR/COTR’s performance.  This evaluation is to include an in-depth analysis of daily performance including overall contracting expertise.

References:  DLAD 90.602 and DLAD 90.603 for additional information regarding CORs and COTRs and their chain of responsibility.

Standard Procedures:

1. The contracting officer is required to maintain a file for each individual contract that has an assigned COR or COTR.  Each file is required to include the following:

a) A copy of the Letter of Appointment for each COR and COTR assigned to the contract.  The Letter of Appointment is to include the scope and limitations of authority.

b) Documentation as to the qualifications, training and experience commensurate with the authority the COR or COTR will exercise under the appointment.

c) Any documentation that might change the status, scope or limits of authority of the COR/COTR appointment

d) If the COR/COTR is authorized to certify invoices for payment, documentation showing that the appropriate payment office has been notified of the appointment, with the address and phone number of the COR/COTR.

e) Documentation of written notification to the COR/COTR’s supervisor requesting immediate written notification if the COR/COTR is transferred, reassigned, on extended absence, or unable to fulfill responsibilities as COR/COTR.

f) A copy of the contract and solicitation package.

g) Documentation of actions taken on the contract; any approved plans of action on the contact; comments on draft reports; performance of tests and evaluations, etc., as required by or as a result of the contract.

h) Documentation of annual evaluation conducted by the contracting officer of the COR/COTR on contract related activities.

2. The annual evaluation prepared by the contracting officer is used to document the extent to which the COR/COTR complies with the responsibilities stated in the Letter of Appointment and the limitations stated therein.  During the evaluation process, the contracting officer should consider whether or not the COR/COTR: 

a) Maintains a required contract file with a copy of the contract package

b) Has knowledge and familiarity with the contract and conditions to ensure contactor compliance

c) Promptly notifies contracting officer of any delays in work progress or problems encountered that may require contract modification or administrative action.

d) Submits timely copies of required technical reports and documentation.

e) Notifies contracting officer (in writing) of actual and potential performance problems and makes recommendations for remedies.

f) Properly performs other technical duties as required in the contract, such as: 

1) Arranging to supply Government Furnished Equipment, facilities, services, etc.

2) Reporting suspected fraud, waste and abuse to local Counsel

3) Reporting needed contract changes that may need modification

4) Reporting all unacceptable and acceptable deliverables to contracting officer in writing

5) Providing technical interpretation of requirements.

g) Violates the COR/COTR limitations stated in the Appointment Letter

h) Clearly identifies and retires COR/COTR contract files and records with the contracting officer’s official contract file at completion of the contract.

3. Contracting officers must discuss negative performance evaluations with the CORs and COTRs.  If necessary, the discussion can be held at the level above the contracting officer.
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