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What is a Contracting Officer’s
Representative (COR)?

« Office of the Acquisition Executive (AE) COR
Deskbook — “Eyes and Ears”

 Required Courses
« COR Nomination/Designation Letter

« Alternate CORs
 Annual Performance Objectives
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Alternate CORs

« Alternate Contracting Officer Representatives (ACOR)s are
qualified individuals appointed by the Contracting officer (KO)
to assist the COR in the technical monitoring.

« ACORs are appointed or designated through the same process
as that for the COR: (1) nomination by the requiring or
supported unit, (2) appointment or designation by the
contracting officer, and (3) signature by the contracting officer
and ACOR, with a copy to the contractor.

 ACOR has the authority and responsibility to act as COR only in
the absence of the primary COR. Absence of the primary COR
may be due to annual leave, sick leave, training, etc.
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What Makes an Excellent COR?
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Standard Operating Procedure

« COR Oversight SOP

— Purpose

— Policy

— Responsibilities

— Procedures

— COR Performance Evaluation Form
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Contracting Overseas

*US has Status of Forces Agreements (SOFAs) with
over 100 nations

26 are represented under the NATO-SOFA
*SOFAs have no standard points of reference

Some are classified
*Of particular interest to us have been agreements

with Germany, Italy, Korea, Qatar, Afghanistan, and
Iraq

* For Germany: mark.ferrigno@eucom.mil

 For KAF: mary.hennigan@afghan.swa.army.mil

 For Others: david.ziner@dodiis.mil
SITESS
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COR Tools

« SITE PMO COR Tools
— Oversight SOP
— SITE COR Training
— CAR Report
— COR Acceptance Log
— Personnel Qualifications Log
— Oversight Questionnaire
— COR Performance Evaluation Form
— COR File Inventory Spreadsheet

« FACTS/EDW/CMS
« Annual Performance Assessment
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Guidelinzs for Completing the
CONTRACT ACTIVITY REPORT (CAR)

Dooument Header within Word Document: Enter the company name [VENDOR RARKE]

MONTHLY REPORT Section:

#  Enter Task Order Name; Contract Number; and Reporting Period.

DESCRIPTION OF WORK BEING PERFORMED Section:

#  Provide brief peneral description of work being performed.

TASKE ORDER POINTS OF CONTACT Section:

%  Enter Point of Contzct; Address; Telephone; and Email for each of the following:
1. Contracting Officer (CO)
1.  Contracting Officer Representative (O0R] and all Akernate CORs [ACOR) assizned to the contract [insert additional rows as
neaded)

3. Gowernment Project Manager (if different from COR. otherwise enter “3ame as COR™); and
4.  Contractor Project Manager
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Sample COR Acceptance Log

COR Acceptance Log tracks all defined contractor deliverables specified in the contract and task order
awards. With a small amount of upfront planning by COR to tailor the log to fit Task Order requirements will
save much time later on when compliance and acceptance documentation is required.

MS Excel tool was developed to provide a central location for COR documentation of acceptance and
approval of vendor scheduled deliverables. This template is easily tailored to address contract/task order
deliverables as defined in the Task Order Performance Work Statement (PWS) and Quality Assurance
Surveillance Plan (QASP).

* Use IDIQ contract and task order award documents to populate the template with deliverables to
be measured.

e Euach SITE task order should include a Performance Requirements Summary (PRS) within the PWS,
as well as a government QASP defining the methods for measuring performance.

A =] L o = T u n 1 u 8 L
Task? S0wW Acoeptable Complianse Level and
1 |Item | Deliverakle | para. Porf. Standard Quality Lawal Mathad |Frequancy Data Othor Commants
Orak: To be submitted with Diirect Fuly compliant. Oraft | 74220
2 1 |PWSand QRSP 30 the final proposal 10032 Observation [ A= Required | ineluded within Proposal.| [avard]
Final LT 15 days after task Oirect
2 1 | PWSand QASP 20 order swad 10022 Dbservation [ A= Regquined Fully compliant. i
AR Feport ( LIl T 10th working day of the Lirect
3 2 Ease Feriod 3 nex manth A Observation rcnthiy
FLT 10th working dayof the Direct Fully campliant.
E 2 Aua1l [ merk menth o5 Ob=ervaticn PMonthly Uploaded to SharaPaint.| 943001
FLT 10th working day of the Direct Fully campliant.
E 2 Sep-1l 3] next month 52 Observation Ponthlh | Uploaded toSharePoint. | 104111
RLT 10th working day of the Oirect Submitedlate.
7 2 D11 EZX next month ks Dbservation Monthly | Uploaded to SharePont. | 11AS/1
RLT 10th working day of the Direct
g 2 Mow-11 B3 neik manth o Observation | Monthly
MLT 10th working day of the Direst
a 2 Diec-11 6.3 nex month vy Ob=erwation Monthly
FLT 10th working day of the Direct
i 2 Jan42 ] et month e Obszeruation Ponthly
RLT 10th working dayof the Direct
1 2 Feb-12 B3 nest month et Observation Monthly,
RLT 10th working day of the Direet
12 2 Mar-12 B3 nei manth 0% Observation | Monthly
MLT 10th working day of the oirect
1 2 Apr-1E B3 nest month 05 Obserdimiof|  Monchily
FLT 10th working day of the Direct
1 2 My iz B2 ek menth i Observation Ponthly
RLT 10th warking dauof the Direct NSFOR 7,
15 2 Jun-12 [:3¢] nest month 22 Dbservation Maonthly > A,
T.LT 10th working day of the Direct " A%
1 2 AJul2 B3 neit manth 0 Observation | Monthly =
AR Feport MLT 10th working day of the Oirect
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Personnel Qualifications Acceptance Log

Acceptable Other Comments [e.g.
S0W Quality Level Method (from Frequency selection | rejection
'I'Et Deliverable para. Performance Standard ifrom EP] OASE) !frum QEI EuntnEIhm:E Lewel and Date bﬂdﬂ
4.0 and|x 4.1 wey of Conlacd e Claise Status of proposed personnel, and
Contract Percormel H-16 | H-18 [SITE Comract) 100% Direct ohservation | As reguired date of assescment
Program Banager Yes PO Progra - Mo d Ay irnio L of cwarall Resume review Acceptable gualifications | 1/13/12 | Tom Baker - has 30 yrs.
conlract opaaBond, upporting mulple projecr and groups of axp., B5, FMF, and ITIL
conlracies parscsssl &t Sultple locet ons. Direct asd osordinabes cartifications
thi planning and eecutios of all COMTEC SUPROTT Setvithis_ Must
poricsess mxenll et weinies and eval communicatdon skills.
Riemgensible for ensaring all contractes ks and dellverables ar Green: Accepted, meets Al
biing parforsd | stcerdance with the cesact, Wik order, and requirements
quality assurancs stendasds . Extabllihis and st ji necessany] Yellow: Accegtable, mests
T Yl S PR TIL ST 13 St Efliect] v SO0 O SUp PO some but not ol
wcllvithi. Muil have al bisasl 15 yeids dxpidiencs bn this Nald with z
S 5T AR AN R I Thi Dipa Skt of Dafar s and for vl llgene s rEqul 'e"n_EI'I'E
Support Advamesd dagrass. dil i, BUSE hink & RSur e daghi Read: Rejectad, does not mest
minimum requirements
Systems Administrator Mo 6. Matwsr bk Adilnl e - Parformm adesdnlaraton dutles for Resume review 2112 |Rejected Sam Baker
oo b g hastchwarm e luding router s, sl b, Brolin, gateways, based on lack of degres
wroms polet, netsork inte Teze cards, netwes king cable, setwore
_ _ bt g, meschirres, (SO addaoters, Neawal ls and cthar ool natem ik Use arrow 1o select from SITE el wnprioncs.
Use arrow in lower right P i MG B v AP rap o e kawhedgs of Aiber & copper- Ehor D o A
comer of call to select bk Etnr it e hinologiem, capabili e amd cabding and thair c”'iEng escription
from SITE Labor connect vty to local and wide arms neeworks. & minimum of tres Qualifications dropdown menu
yias of Falavast bechinl cal e prbancs in B @ dsl sy atl o of
Category Titde men rretweer kool prewe. A Bachsior™s Degres an accredited instee
Inam arms spplicable o this pesiten [eg information syaiees,
comiraler chenos, math, of angl e sl 0 sddidcnal foo yaed of
ol il L hidcal depr i i imay be & uls Bluted o the Ba ol o'y
Conig 1 i
unior Process Inmprowement Yes 51 Junler Process imesosament Sl - Aas b and conses in Resume review Ouestionable experience | 3715/12 | Accepted Tarya Baker
lnaiyst supparting proces | sgrovesee tearo. AL lasse 4 ymars of I T with prooess based on degres and
e in devnll apmen, besting, o operatced asd rained is
prece bngeawainant, &1l @ma, CMMI, o related proces Inneervamt Ol cowrthfication, but
i e et Ausiuts we th Eenchima king and survevs. appaans i kack e
BRSNS b then Taclilaton of procecs |mprevement afforis. Must havse PRAEE PIOOESE
Sl hmast 2 i o T fd il e ocins | Sy it s el ancn. Musl Full list of Labor Category Improvemant
Fiwts i FuT i Bk ks oF Computer Scbancs falabid dighie Ah Titles and Descriptions [ exparienoe.
addiional 4 ymars of eeperinnce cam be soba i poted for s degres. Qualiﬁc stions induded below
| =
|MVote: Personnel Oualificanons decepfance Tool includes listing of all STTE Labor Cafegories. ..

Personnel Qualifications Acceptance Log Tool located at: NIPRNET/SHAREPOINT/ GUIDES & TEnMPLATES/SITE COR TooLKIT
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SITE COR Oversight Questionnaire

Did you complete the minimum training {COR, and SITE PMO COR) within the last three years?

Were you properly appointed, by a contracting officer, receiving a designation letter?

Are your COR responsibilities included in your annual performance objectives?

Do you have an Assistant COR (ACOR) to assist you with your COR duties? If so, who, and what

responsibilities are assigned to the ACOR?

If you have an ACOR(s) assigned do you have their Letter of Delegation in your COR Folder?

Does your TO have a PWS and Performance Requirements Summary (PRS) detailing TO

performance standards and metrics?

7. Does your TO have an oversight plan (QASP) detailing contract monitoring procedures to perform
the oversight? If no, are you or your contractor in the process of developing a QASP or do you need
assistance?

8. Does your contractor have a Quality Control Plan (normally submitted as part of their proposal) for
meeting all contract performance objectives? If so, have you reviewed it?

9. Do you maintain some type of acceptance log to document compliance, such as the QASP Sample

provided in your SITE COR Training?

ol A
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COR Performance Evaluation
Evaluator: Click here to enter text. Date: Click here to enter text.
Contract or Task Order No./Contract or Task Order Name Click here to enter text f Click here to enter text.

Rating Descriptions: 1 = Poor 2 = Fair 3 = Adequate 4 = Very Good 5 = Superior MAA=Mot Able to Assess
Please check the appropriate answer:

1. Performance of Delegated Contract Management Duties
1{a) Compliance with limits of appointment [ J1 [ ]2 []3 [ Ja[]5 [ naa
Comments: Click here to enter text.

1{b) Invoice certification and review of contractburnrate(s) [ J1 [ J2 [ ]3[4 []5 [ Inaa
Comments: Click here to enter text.

1{c} Monitoring and inspection of work products |:| 1 |:| 2 |:| 3 |:| 4 |:| 5 |:| M
Comments: Click here to enter text.
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COR File Inventory Checklist

[FoLDER |SUBFOLDER or File |sUB-sUBFOLDER

|Fl:qu'l:d Files

[Pre-Award Library (Gow't Special Aocess)

Requirements Documents
[editable]

Contract Acguisition timeline for Task Order Requirements
Completion and Award; 20W: 500; PW5S; OASP:
Attachments for supporting information; IGE; Source
Selection Criteriz; Draft DD Form 254, Draft DD Form 250;
and pending Modifications to 300, PWE, or SOW; Market
resezrch; meeting minutes and action items, and ather

e 0 e e T Y

Solicitations

BFl Questions, & Answers, BFl Besponses; Technical
Exchanpge; Capability Statements; and RFP and RFP
Amendments; and BFP Questions & Answers

Solicitation documents released o bidders, to include: RFis,

AWARD |Gow't and Vendor)

D10 Base Contracts

Link to SITE DI Base Contract

Awarded Proposal

Awarded Technical Proposal, Awarded Past Performance
Proposal, Transition Plan, and Staffing Plan/Matrix

Task Order Award and Mods [ind.
DD254]

Task Order Award: Notice To Proceed; Standard Form 30;
DD250; D054

JCOR DOCS (Gov't mnd Vendor]

0. COR_ACOR Designation

Signed COR and ACOR Nomination and Designation
Letter(s]
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= STORMS is an online management
system and data repository for the
administration of IDIQ contracts

— STORMS provides users the capabillities to
manage all aspects of SITE Task Orders

= Ceiling Allocations and Task Order Planning

* Info on IDIQ Contracts (e.g., NTE labor rates)

= |Info on Contractors (Prime and Subs)

* Info on Task Orders & Modifications (e.g., funding status)

= Imports Vendor data which includes hours delivered by Employee
Name, Location of Work, and Labor Category charged for each Task
Order
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STORMS System Components

SITE Program Website (www.siteidig.gov) _
DEFENSE INTELLIGENCE AGENCY L ‘:‘ SITE Sh arePOI nt

INFORMATION TECHNOLOGY ENTERPRISE

SITE HOME

SURVEY:
€ P

an acquisition framework for deliv

SharePoint

ommand and Control (€2

o multiple award contract vehicle that allows for comptition betwsen SITE Task Orders for work at the Task

Reset Password

02 Mod Prin Set-aside? Awd Date
and agencles od Prime  Setasider Awd Dat

OUR MISSION

scoming SITE Trainir Event
Mana

acquisition framewoek for &
nse Intalligance Agency, the Aita
Intaligen
inteltigance

STORMS Database

SITELINKS CONTRACTS TASKORDERS PROPOSALS | REPORIS | COMPANIES  CEILING

vering the full scope of Information tech
st Guard, th
nt of Defensa departmen

and capabHlities to
. the Joint
gencies with

o Tite Start Cate

STORMS Report Repository
(Crystal Reports)

HHM402-10-D-0013 Prime: BAE Systems
Title: SITE IDIQ Contract: BAE Systems/IT Description: SITE IDIQ Contract BAE Systems/IT

Q Q001 Custormear Engagement & Flald Support Services

Q D002 Enterprise Operations Services

&2 Home | Document List | Open | Send To ~ Help | Prefere

HHM402-10-0-0014 Prime eneral Dynamics
Title: SITE IDIQ Contract: General Dynamics Description: SITE IDIQ Contract: General Dynamics He hew = Add - | Organize » | Actions = Searchtite - ][
Q& ooz Enterprise Service Desk (ESD) B al a Title Last Run Type Owner
= i My Favorites DB Downloads Folder bthompson.adrmin
% Q002 Enterprise Communications Services (ECS) Jp—
=] vd CLIN Summary - by [DIQ & Task Order Crystal Report Adrministrator
Q Q003 Cyber Defense PLblic Folders
5 5 CLIN Summary - by Task Order MaME Crystal Repart Administrator
HHM402-10-D-0015 Prime: Lockheed Martin zCrystal Samples
Title: SITE IDIQ Contract Lockheed Martin Description: SITE D10 Contract Lockheed Martin v Sponsor Summary Report Crystal Report bthornpson.admin
Q0001 maury Hat
yd wendors - Complete Listing Crystal Report kgordon
HHM402-10-D-0016 Pri GC Alpha listing of ALL Yendors
Title: SITE IDIQ Contract: Morthrop Grumman Description: SITE IDIQ Contract; Northrop Grumman 4 Wendors - Primes and Subs (not warking) Jan 24, 2012 12:45 PM Crystal Report kgordon

Listing by Primes with Subs

% o
U 550
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Customer enters
requirement into cfel\gt(gs
Contract
Management “gTORMSI,,
System and works roposa

with SITE PMO

STORMS
Management
Reports RFP
.. Released
to Vendors
STORMS
Expenses & Any Database SITE _
Modifications SharePoint
%) Validated by Folders
14 STORMS
@)
0
o
L Price Proposal
vend Rates
enaor Validated by
Submits
PMO
Expenses and
Deliverables

Task Order
Awarded
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Invoice Approval w/ STORMS Expense Report (SER

New process to begin Q03 2012

COR

i Payment Approves
Vendor Invoice Office Orpp

Invoice

STORMS

Expense

Vendor submits
SER to Data COR uses SER

STORMS>> Validated results to
determine
invoice approval

RESULTS of SER
data validation:

Error Report sent
to Vendor for
correction

Vendor corrects

, >expense data and
Report of Processing Decid resubmits SER
ACCEPTED W/ results w/ WARNINGS O{@]3 eeides
into STORMS
- Vendor corrects
: COR expense information
Valid Receives and resubmits SER
(Data Accepted) Summary
Email Report DATA LOADED

into STORMS }

Uni
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Sample SER Email Summary Report

ACTION REQUIRED: [XXX] WARNING errors were identified by STORMS (see attached error file for details). These errors need to be
reviewed by the COR before approving this invoice for payment. This error information was also provided to the Vendor.

Contract: HHM402-10-D-XXXX Task Order: XXXX
Title: CEOS Services

Prime: XYZ Company

PCOR: lam Good

The following invoice was processed for the above contract/task order:
File Name: HHM402-10-D-0XXX_XXXX_12 SER.xls

Date Submitted: 12/14/2011

Invoice Number: XXXXXX-XX_XXXXX

Invoice Date: 12/12/2011

Total Labor:  $340,000.00
Total ODCs $10,000.00

Total Invoice: $350,000.00

Invoice CLIN Summary:

CLIN Type CLIN Title Amount Charged
0001 FFP-LOE Base Labor $230,000.00
0002 T&M Base Labor $110,000.00
0005 ODC Base ODCs $10,000.00

This will load the SER data represented above into the STORMS database.

Select your COR action:

This will notify Vendor that SER data has been rejected. Please work with SIT : 18
your vendor for resubmission of their SER and Invoice. E— o —

7,
S 2
N 4,
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COR/Vendor Responsibilities

« COR
— Maintains COR file in SharePoint
— Manages Permissions for Task Order record
— Approves SITE deliverables

— Prior to invoice approval, COR verifies invoice accuracy
against STORMS Expense Report (SER) submitted by
vendor (via COR Email Summary)

« Vendor

— Submits SITE-required deliverables (CAR, PMR, SER)

— Submits PPR to SharePoint to validate rates prior to
award

— Submits negotiated, awarded PPR to SharePoint after
award
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SharePoint COR Folders:

COR FILE

--- NOTE: Document libraries with limited access are annotated {in parenth
Pre-Award Library

(Gov't Special Access Sample Task Order Name

Award 0 description about this task order (based on S0OW),

COR Docs
_ ) Announcements
COR Docs (Mo Yendors®

Yendor Deliverables ] @ Title Modified

=ER: f_'3'||"3:3' ik There are no items to show in this view of the "aAnnouncements” list, To add a new item, click. "Mew",
[Zpecial Acce

9 Add new announcerment

TASK ORDER TEAM

Calendar

+ =+ March, 2012

Tearm Discussian
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SITE SharePoint FAQs

Frequently asked questions: [

- How do | get access to E—
SharePoint? '

« How do | get accessto a
particular Task Order?

« What are the two
Contractor roles within a
Task Order?

« How do | view contract
documentation (CAR,
PPR, SER, etc...)
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