FIGURE 1:  1.602-2
SAMPLE LETTER OF APPOINTMENT

SUBJECT:  Appointment as (Contracting Officer’s Representative)  (Contracting Officer’s Technical Representative) for Contract Number ________________.
TO:  (Address to individual, indicating rank or grade, branch, division, activity, and location.)

       1.  The following letter of appointment is made pursuant to DFARS 201.602-2, DLAD 1.602-2, and DGPA 1.602-2.  Under the authority vested in me by the warrant dated ______________, you are hereby designated contracting officer’s representative (COR) or contracting officer’s technical representative (COTR) with authority recommended and approved by the contracting officer.  (COR/ COTR authority is not redelegable under DFARS 201.602-2(5)(iv))
       2.  COR/COTR’s responsibilities during the contract performance may include (but are not limited to) the following:
          a.  Monitor the contractor’s performance to assure compliance with technical requirements of the contract.
          b.  Review and approve progress and financial reports, and other items required for approval.  Notify the contracting officer if reports or other items submitted are to be rejected.
          c.  Advise the contractor to submit written requests to the contracting officer, if 

they need to make a change indicating the impact that the alteration will have on the contract.

          d.  Inform the contracting officer of communications if the COR/COTR determines that the situation could possibly result in future claims against the Government.   

         e.  Notify the contracting officer as soon as there is evidence of problems with 
the contractor’s performance on the contract.

          f.  Keep the contracting officer informed of communication with the contractor in order to prevent possible misunderstandings or situations that could become a basis for future claims against the Government. 

       3.  The scope of the COR/COTR authority is subject to the following limitations. 

You are not authorized to:     
          a.  Alter the contract in any way.
b. Issue instructions to the contractor to stop or start work.

c. Order or accept goods or services not expressly required by the contract.

d. Render a decision under the Disputes clause.

          e.  Authorize delivery or disposition of Government property not authorized by the contract.

          f.  Discuss acquisition plans or provide any advance information that might 

give one contractor an advantage over another contractor in forthcoming procurements.

g. (Specify any other limitations on the COR's/COTR's authority.) 
      4.  The contracting officer shall annually evaluate and document the performance of the COR/COTR and provide a copy of this evaluation to the COR's/COTR's organizational head.  If the contract performance period is less than one year, this evaluation shall be conducted prior to contract closeout.  
      5.  The COR/COTR may also be personally liable for any unauthorized acts. 
      6.  I hereby acknowledge and agree to all of the terms and conditions in this letter of appointment.
       ______________                                                       __________________

                  Date                                                                   COR/COTR
       7.  This letter of appointment shall be in effect until it is revoked by me or my successor in the same manner as it is hereby granted, or upon your transfer from the  (branch, division, activity, and location).

         ______________                                                        __________________
                 Date




         Contracting Officer
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