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26 Jul 02
MEMORANDUM FOR
Det 2 AMCAOS


ATTN: Msgt Michael Nash 

FROM:
AMC CONF/LGCFC (Nancy Jurke)


507 Symington Drive, Rm W202


Scott AFB IL 62225-5015

SUBJECT:
Purchase Order No. FA4452-02-M-0020 Duties and Responsibilities of Contracting Officer’s Representative 

1.  You have been appointed as the Contracting Officer’s Representative  (COR) for referenced contract and are responsible for the overall surveillance of the contract.  The authority is not redelegable. 

2.  As the COR you are responsible for monitoring contractor performance and inspecting and accepting the services/items for the government.  Your duties are varied and numerous, and, as the COR, you may be personally liable for unauthorized acts; therefore, it is essential that you familiarize yourself with the contents of the contract and insure all government actions are timely and in accordance with the contract.  Close coordination with the contract administrator is a must.  The following guidance is furnished to assist you throughout the contract period.  The COR:


a.
Is responsible for inspection and acceptance of services and for reviewing and accepting invoices submitted.  You must verify that services/items were received.  You should also ensure that this review and acceptance is documented in the contract file.  The original receiving report must be sent to DFAS-OM/FP, Vendor Payments, PO Box 7020, Bellevue, NE 68005-1920 in a timely manner.  An information copy of the DD250 or receiving report must be sent to Nancy Jurke at AMC CONF/LGCFC (FAX 256-5724).  Attached are the latest instructions from DFAS regarding proper submission of receiving reports/invoices (Atch 1).


b.
Is not authorized to make any change to the contract.  Recommendations (with supporting documentation) may be made to the contracting officer who will evaluate the proposed alteration and conduct all negotiations with the contractor if deemed advisable.


c.
Will furnish technical assistance to the contracting officer and ensure the contractor's compliance with the technical requirements of the contract.  Disagreements between the COR and the contractor must be referred to the contracting officer with an information copy to the chief of the functional area involved.


d.
Must not interpret the contract for the contractor; refer him/her to the contracting officer.


e.
Must not work for the contractor when responsible for inspecting and/or certifying that contractor's services as being acceptable.


f.
Must maintain detailed records to substantiate services received.


g.
Will not approve contractor procedures unless specifically provided by the terms and conditions of the contract.  When contractually authorized, approval authority remains subject to any limitations which may be administratively imposed by the contracting officer.


h.
Will not authorize expenditure of funds.

i.
Will not levy or impose upon contractors any task or permit any substitution not specifically provided for in the contract. 


j.
Will not enter into contractual agreements, including modifications, with the contractor.  

k.
Will not give direction to the contractor or to employees of the contractor.


l.
Will not offer advice to the contractor which may adversely affect contract performance, compromise the rights of the Government, provide the basis of a claim for constructive change, or impact any pending or future contracting officer determination as to fault or negligence

3.  In the event personnel changes are necessary during the contract period, the designated COR will be terminated and a new one will be appointed.  Terminations and appointments will be made in writing to the contractor by the contracting officer.

4.  The duties and responsibilities set forth above are not all inclusive.  Specific situations that are not covered or that have created a question should be brought to the attention of the contracting officer or designated representative for advice.  If, after reviewing this letter, you feel that you need additional training, we can schedule “modified” COR training.

5.   The authorized representative of the Contracting Officer is the Contract Administrator Nancy Jurke, 618-256-9963, who is responsible for overall administration of this contract.  Please be advised that only the Contracting Officer has the authority to change or amend the terms of the contract through formal modification.  Any other person attempting to change or deviate from the terms of the contract is without authority to do so and the Contracting Officer is without authority to ratify such unauthorized actions.



NANCY L. JURKE



Contracting Officer

Attachment(s)

DFAS instructions
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