SUBJECT: Appointment as Contracting Officer's Representative

                   [Project Title & Location]

                    Contract No.                               
          TO:                                                     
                  Engineering Project Manager

    FROM:                                                
                 Contracting Officer, FCB

You are hereby appointed Contracting Officer's Representative (COR) under the subject contract.  This appointment will remain in effect for the life of the contract (i.e.,     [Award Date]       through      [Completion Date]      ) unless:

1.
The appointment is terminated in writing by the undersigned Contracting Officer (CO) or by a successor CO.

2.
You are reassigned.

3.
Your employment with the Government is terminated.

You will represent the CO for all technical matters that arise under the contract.  In this respect, you shall thoroughly familiarize yourself with the terms and conditions of the contract, particularly those that fall within the area of your authority.

Your major duties and responsibilities are:

 1.
Monitor the contractor's effort to determine if progress is commensurate with contract requirements.

 2.
Advise the CO of any unusual problems affecting the progress or cost of the contract.

 3.
Ensure that labor information and Equal Employment Opportunity Posters are prominently displayed during the entire contract period.

 4.
Report progress monthly to CO.
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 5.
Concur with minor changes determined necessary.  Review conditions, problems, and solutions with the Inspector and Architect-Engineer (A-E).  Document all discussions, contacts, and reports to the CO.

 6.
Ensure rejection of defective materials and contractor's corrections.

7. Submit change order requests and justifications in advance to the CO.

8. If the contractor makes a claim (must be in writing) for changed conditions (subsurface,   latent, etc.), send the written claim immediately to the CO.  Formulate your                       recommendations with the A-E and the Inspector, and forward immediately to the CO.

9.
Require the contractor to comply with labor standards of the contract (including, but not limited to, the minimum wage rate and fringe benefit determination).  Payroll records must be submitted WEEKLY and include ALL HOURS worked by laborers or mechanics during the entire construction period.  If an Inspector has been assigned to the project, the Inspector must review payroll records before submitting to the CO.

Conduct Labor Standard Interviews (SF 1445) as necessary but no less than once during the contract performance period.  (CO may delegate to Inspector).

10.
Make recommendations to the CO for progress payments (when requested by the contractor) for work completed and/or materials onsite on basis of approved schedule.

11.
The contractor's invoices must be submitted through you to the CO.  The final invoice must be supported by a "Release from Claims," as shown in the contract.

12.
Discuss with the contractor any aspect of work that is lagging and the contractual responsibility to complete the project on schedule.  Inform the CO of the discussion and the follow-up results.

13.
Assist in the final inspection with the Research Program Manager or Representative and Inspector when work is completed; advise the CO, in writing, the list of contractor deficiencies and; of acceptability of project.

14.
Review the Inspector's daily reports to ensure adequate documentation of actions, happenings, and understandings, which might be useful at a later date in the event of a dispute or investigation.

NOTES:

o
All changes affecting contractual terms and conditions, such as extension of completion date, substitution of materials, change orders, etc., are vested only in the CO and must be referred to the CO through the EPM for actions and final decision.

o
The CO must be informed at least monthly as to progress of the work.  The report may be brief, but should include a statement as to whether or not, in your opinion, satisfactory progress is being made and, if not, the reason for delay.  Also, identify the total estimated percentage of construction completed as of the date of the report.  Unless there is evidence of satisfactory performance and progress, we will initiate follow-up action with the contractor.  The attached Form ARS-295, "Monthly Report by Contracting Officer's Representative," should be used for keeping and submitting reports.

o
All individuals involved in contracting and procurement activities are required by the January 31, 1991, change to the Ethics Reform Act of 1989, to have a current OGE-450 AConfidential Financial Disclosure Report for Executive Branch Employees@ on file with the ARS Ethics Officer, Human Resources Division (HRD).  You must submit the Form OGE-450 within 30 days from your appointment as COR.

The Facilities Contracts Branch is responsible for notifying HRD of this appointment.  Requests for forms and assistance should be directed to the Ethics Officer, Labor and Employee Relations Branch, HRD, at 301-504-1442.

Notwithstanding the authorities delegated elsewhere, you shall not redelegate any authority to any other person; shall not change any of the terms or conditions of the contract or sign any modification to the contract; shall not obligate the payment of any money by the Government; shall not cause the contractor to incur costs not otherwise covered by the contract with the expectation that such costs will be reimbursed by the Government.

Consult the CO for guidance when in doubt about the extent of your authority or any circumstances not covered above.

Forward to the CO a copy of all of your correspondence with the contractor, including memoranda on significant verbal discussions.

This appointment requires that you acquire and maintain the skills and training to continue supporting the REE mission as a member of the professional Acquisition Workforce.  As a COR with a Level (select one: I, II, or III) certification, you must acquire (select one: 24, 64, or 56) hours of basic training within 6 months of this appointment, if you have not already done so.  You will then need to take 16 hours of maintenance training every 2 years, and provide copies of all training certificates to your supervisor and the Policy Branch, Procurement and Property Division (PPD).  Please refer to Departmental Regulation 5001-1 and PPD=s Policy Memorandum 01-04, on the PPD Web site for additional information on training requirements.

Your COR designation and certification will be revoked or terminated if you fail to comply with applicable laws and regulations, violate the code of conduct, or fail to maintain the required level of proficiency and skill.  Revocation of your certification, for reasons other than separation from ARS, will be provided in writing.

cc:

Construction Contractor

A-E Contractor

Area/Location Personnel

PPD, Policy Branch

FEB Branch Chief

FCB Branch Chief

J. Cook, FCB

REE Ethics Office

