









Date
MEMORANDUM 

From:  Title, George C. Marshall Center, Garmisch, Germany

To:
Chief, Contracting Division, George C. Marshall Center, Garmiscsh, Germany
Subj:  
NOMINATION FOR APPOINTMENT OF A CONTRACTING OFFICER’S 


REPRESENTATIVE (COR)

1. The individual named below is nominated as the COR for contract(s):

HQ0236-08-X-XXX
*OR*

1. The individual named below is nominated as the COR for the contract(s) resulting from PR&C # XXXXXXXX.
a. Name.
(1) Rank or grade: 
(2) Job title:

(3) Unit or organization:

(4) Area of expertise:

(5) Telephone number:

b. Nominee’s Rater.

(1) Name:

(2) Job title:

(3) Telephone number:

c. Acquisition Training.

(1) Course title and completion date: CLC106 Contracting Officer Representative with a Mission Focus,  Completed XXXXXXXXX, plus 32 hours of additional COR training.  If the nominee does not have 40 hours of COR training, this letter must indicate how and when this requirement will be satisfied.
(2) Supplemental course title and completion date:  
d. Contracts Currently Appointed to Nominee as the COR.

(1) Contract numbers

(2) Description:
(3) Dollar value: 
(4) Period of performance: 
2. This memorandum verifies that the individual nominated will have sufficient time to perform COR duties, is technically proficient, and has completed all required training.

3. Within 30 days after the COR has been appointed, the COR duties will be added to the incumbent’s position description, the COR objective will be added to the incumbent’s annual performance plan, and the incumbent will be required to file a OGE Form 450 Confidential Financial Disclosure Report.  The incumbent shall also complete annual ethics training within 30 days of appointment, if previous training was completed more than one year prior, and COR training as it becomes available and as required.
(NAME AND SIGNATURE OF NOMINEE’S SUPERVISOR)  
