Contracting Officer Representative Tracking (CORT) Tool
NAWCTSD Orlando Quick Reference Guide

March 21, 2016

Point of Contact:  Vance Rosebush, Contract Specialist, Naval Air Warfare Center, Training Systems Division, eBusiness Contracts Support Branch-2.5.3E, Phone:  (407) 380-4867, Email:  vance.rosebush@navy.mil

CORT Tool Registration:

Registration
Changing User Profile
Annual Revalidation
Registration Process Questions
User Adding a Role
Updating IA Training Date

COR Selection Process:

1. The IPT discusses contract administration plan. If needed, a COR/ACOR Nominee is selected by the Requiring Office.
a. Reference NAVAIRINST 4200.57.
b. The requiring activity or COR management and the COR nominee must have a WAWF account and be a registered DoD CORT Tool user to complete the nomination package (http://www.dtic.mil/whs/directives/corres/pdf/500072p.pdf page 14/33).

2. The COR/ACOR self-nominates on CORT Website by following these instructions.

3. In the self-nomination page, the COR/ACOR uploads their required training certificates.

Proof of Training / Certification required for ALL COR / ACOR Types:
· (Annual) OGE Form 450 (Upload an email from Supervisor or Legal Office that states “the OGE 450 was received on (DATE)” to the CORT Tool)
· (Annual) FAC 022 - Combating Trafficking In Persons - Upload certificate to CORT Tool
· (Annual) CLM 003 - Ethics Training - Upload certificate to CORT
· (Every 3 Years) NAVAIR-Specific Training

Specific Training Requirements:
· FOR TYPE A:				CLC 106
· FOR TYPE B & C:			COR 222 or CLC 222 
· FOR CONTINGENCY CONTRACTS:	CLC 206

4. The COR/ACOR’s Supervisor reviews the nomination and approves using these instructions. (The PCO is notified via automated email message that the COR/ACOR nomination is ready.)

5. The PCO verifies that all elements in COR Nomination Review Checklist have been completed.  The Nomination Letter is a Contract File Checklist Requirement to be documented at Tab A11.  Reference FAR 1.602-2, DFARS 201.602-2, DFARS PGI 201.602-2, NAVAIRINST 4200.57, and DoDI 5000.72.  When using CORT (https://wawf.eb.mil/), include copy of the COR Nomination Checklist in the official contract file:

[bookmark: _MON_1427280139]                                                                
6. PCO fills out and uploads the COR Designation Letter and COR Designation Form.  (Also file at Contract File Tab E13).  Ensure that the QASP/Surveillance invoice reviews match duties (Reference Contract File Tab A19).  PCO finalizes COR Designation using these instructions.  COR status becomes Active when the process is complete.  **Please Note - The letter and designation form are COR quarterly audit items and the audit requires hardcopies of both in contract file and uploaded to CORT Tool.


[bookmark: _MON_1441691420]                                                    

7. If a COR needs to be replaced, a COR Termination Letter and Form must be issued by the PCO prior to beginning the nomination process of a new COR. 


[bookmark: _MON_1487492246][bookmark: _GoBack]                                                  

If You Need Assistance

· Contact Vance Rosebush or the CORT Tool Help Desk
· The Wide Area Workflow eBusiness Suite Program Management Office manages the CORT Tool operations at:
· CONUS ONLY:  866-618-5988
· COMMERCIAL:  801-605-7095
· DSN:  388-7095
· Email:  disa.ogden.esd.mbx.cscassig@mail.mil
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COR Nomination Review Checklist


(See NAVAIRINST 4200.57)




The purpose of this checklist is to assist in review of the COR nomination in the CORT Tool prior to execution of the COR designation.

		Initial Certification Requirements


(Initial Certification requirements must be completed prior to being nominated and designated as a COR.  Note that specifics regarding Agency Experience, Competencies and Technical experience required by the DoD Standard and the OGE-450 filing date should be included in the “COURSES SECTION ” section of the COR nomination within the CORT Tool.)



		

		Meets requirements of DoD Standard for COR Certification, including competencies, experience, and training (DAU course(s) )




		

		Completed NAVAIR Specific COR Training




		

		Annual Ethics Training 



		

		Filing Date of OGE Form 450 and filed the form with the respective Office of Counsel (Air-11.0) or site equivalent
 (C3 of COR Nomination form)



		

		Combating Trafficking In Persons (Required per CORT Tool).  



		





		Agency Experience (Type A - Minimum of 6 months; Type B & C - Minimum of 12 Months)(C1 of COR Nomination form)*

Competencies & Technical Experience Information (Statement regarding the competencies and technical experience of the nominee) (C4 of COR Nomination form)*

*These two requirements can be included as one attachment.



		

		Completed any additional training deemed required by the requiring activity and/or PCO





		Refresher Requirements (If applicable)

(Refresher certification requirements must be completed every 3 years OR prior to assuming COR responsibilities if the individual has not served as a COR within the previous 24 months.)



		

		Completed NAVAIR Specific COR Training




		

		Complete a combination of other coursework approved by the PCO that when combined with the NAVAIR Specific COR training meets the course hour requirement per the DoD Standard


Type A – Minimum of 8 hours COR Specific Training


Types B & C – Minimum of 16 hours COR Specific Training





Footnote explaination on following page.



NAVAIRINST 4200.57, Enclosure (2), includes the DoD Standard for COR Certification.  The instruction is available on the AIR-2.0 website under Policy and Process Management, Subjects of Interest, Contracting Officer’s Representatives, Summary of Certification Requirements. https://contracts.navair.navy.mil/index.cfm?fuseaction=home.guideSection&section_id=414.

2NAVAIR Specific COR training covers NAVAIR’s specific policy regarding Contracting Officer’s Representatives and covers details regarding the performance of contract surveillance, using Wide Area Workflow, and working with Contractor’s in the federal workplace.  See the NAVAIR Career Development Office (CDO) website at for course listings by NAVAIR site or contact your local COR Coordinator.  The link to the CDO website is https://mynavair.navair.navy.mil/portal/server.pt/community/training_catalogs___other_developmental_activities/865/training_catalogs/724.  A list of COR Coordinators is available on the AIR-2.0 website under Policy and Process Management, Subjects of Interest, Contracting Officer’s Representatives, POC Listings.  https://contracts.navair.navy.mil/index.cfm?fuseaction=home.guideSection&section_id=408.

3A list of list of OGE Form 450 Points of Contact are available on the AIR-2.0 website under Policy and Process Management, Subjects of Interest, Contracting Officer’s Representatives, POC Listings.  https://contracts.navair.navy.mil/index.cfm?fuseaction=home.guideSection&section_id=408. To obtain form go to https://www.fdm.army.mil/FDM/myInfoMain.do

4See Footnote 2.

5 A list of recommended topics and courses for fulfillment of the refresher training requirement is available on the AIR-2.0 website under Policy and Process Management, Subjects of Interest, Contracting Officer’s Representatives, Training, Recommended Refresher Courses and Topics.  https://contracts.navair.navy.mil/index.cfm?fuseaction=home.guideSection&section_id=412.
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                                                4200


                                                Ser [code/ser #]


                                                Date


From:  Procuring Contracting Officer, [Insert Name of Activity]


To:    [Insert Title of COR Nominee and Name of Activity]


Subj:  CONTRACTING OFFICER’S REPRESENTATIVE DESIGNATION 

       FOR [Insert Procurement Description and Identification 

       Number (Purchase Request#, Procurement Initiation 

       Document #, Solicitation #, or Contract/Delivery 

       Order/Contract Line Item #)]


Ref:   (a) COR Nomination, NAVAIR Letter 4200 [Insert Ser # and 

           Date]


       (b) NAVAIRINST 4200.57, Contract Administration and Use 

           of Contracting Officer’s Representatives of 19 Sept 


           2012

       (c) [Insert any other applicable references]


Encl:  (1) NAVAIR 4200/39, Contracting Officer’s Representative (COR) Designation Form


       (2) [Insert any other applicable enclosures]


1.  Reference (a) was completed to nominate you as the COR for [Insert Procurement Description and Identification Number (Purchase Request#, Procurement Initiation Document #, Solicitation #, or Contract/Delivery Order/Contract Line Item #)].


2.  I have reviewed the referenced nomination.  In accordance with reference (b), the enclosure (1) Contracting Officer Representative (COR) Designation Form is hereby provided to formally designate you as my authorized representative and assign you specific functions, duties, and/or responsibilities.


3.  Please sign NAVAIR 4200/39 to accept this designation and make the required affirmations relating to your role as COR.  If you have any questions, please contact me.


4.  [Insert any additional information deemed necessary.]  


                                [Insert Name of Procuring 

                                 Contracting Officer]


Subj:  CONTRACTING OFFICER’S REPRESENTATIVE DESIGNATION 

       FOR [Insert Procurement Description and Identification 

       Number (Purchase Request#, Procurement Initiation 

       Document #, Solicitation #, or Contract/Delivery 

       Order/Contract Line Item #)]


Copy to:


[Insert Name/Title/Code of COR Nominating Official/Manager/Supervisor]


[Insert Name/Title/Code of COR Manager/Supervisor (if different from the Nominating Official)]


[Insert Name/Title/Code of applicable COR Coordinator]


2
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COR Designation FORM 4200_39RE.pdf


Please wait... 
  
If this message is not eventually replaced by the proper contents of the document, your PDF 
viewer may not be able to display this type of document. 
  
You can upgrade to the latest version of Adobe Reader for Windows®, Mac, or Linux® by 
visiting  http://www.adobe.com/products/acrobat/readstep2.html. 
  
For more assistance with Adobe Reader visit  http://www.adobe.com/support/products/
acrreader.html. 
  
Windows is either a registered trademark or a trademark of Microsoft Corporation in the United States and/or other countries. Mac is a trademark 
of Apple Inc., registered in the United States and other countries. Linux is the registered trademark of Linus Torvalds in the U.S. and other 
countries.
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4200_38 COR Termination Letter Template_MASTER.docx
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                                                4200

                                                Ser [code/ser #]

                                                Date



From:  Procuring Contracting Officer, [Insert Name of Activity]

To:    [Insert Title of COR and Name of Activity]



Subj:  TERMINATION OF CONTRACTING OFFICER’S REPRESENTATIVE 

       DESIGNATION FOR [ALL CAPS - Insert Procurement 

       Description and Identification Number (Purchase Request#, 

       Procurement Initiation Document #, Solicitation #, or 

       Contract/Delivery Order/Contract Line Item #)]



Ref:   (a) NAVAIRINST 4200.57, Contract Administration and Use

           of Contracting Officer’s Representatives of 19 Sept 

           2012

       (b) COR Nomination, NAVAIR Letter 4200 [Insert Ser # and 

           Date]

       (c) COR Designation, NAVAIR Letter 4200 [Insert Ser # and 

           Date]

       (d) [Insert any other applicable references]



Encl:   (1) NAVAIR 4200/38, Contracting Officer’s Representative (COR) Termination Form

        (2) [Insert any other applicable enclosures]



1.  In accordance with references (a) through (c), you were nominated and designated as the Contracting Officer’s Representative (COR) for [Insert Procurement Description and Identification Number (Purchase Request#, Procurement Initiation Document #, Solicitation #, or Contract/Delivery Order/Contract Line Item #)].



2.  Enclosure (1) is hereby provided to formally terminate your designation as COR for the subject procurement.



3.  Please sign section D of NAVAIR 4200/38, COR Termination Form, to acknowledge this termination.  In addition, please have the COR nominating official/manager/supervisor sign section E of NAVAIR 4200/38 to acknowledge that you will no longer be performing the functions, duties, and/or responsibilities previously assigned.   If you have any questions, please contact me.





Subj:  TERMINATION OF CONTRACTING OFFICER’S REPRESENTATIVE 

       DESIGNATION FOR [ALL CAPS - Insert Procurement 

       Description and Identification Number (Purchase Request#, 

       Procurement Initiation Document #, Solicitation #, or 

       Contract/Delivery Order/Contract Line Item #)]



4.  [Insert any additional information deemed necessary or remove paragraph 4 of this template.]  







                                [Insert Name of Procuring 

                                 Contracting Officer on line 5]



Copy to:

[Insert Name/Title/Code of COR Nominating Official/Supervisor]

[Insert Name/Title/Code of COR Supervisor (if different from the Nominating Official)]

[Insert Name/Title/Code of applicable COR Coordinator]

[Insert Name/Title/Code of Contractor POC]

[Insert Name/Title/Code of Administrative Contracting Officer]
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COR Termination Letter


Please wait... 
  
If this message is not eventually replaced by the proper contents of the document, your PDF 
viewer may not be able to display this type of document. 
  
You can upgrade to the latest version of Adobe Reader for Windows®, Mac, or Linux® by 
visiting  http://www.adobe.com/products/acrobat/readstep2.html. 
  
For more assistance with Adobe Reader visit  http://www.adobe.com/support/products/
acrreader.html. 
  
Windows is either a registered trademark or a trademark of Microsoft Corporation in the United States and/or other countries. Mac is a trademark 
of Apple Inc., registered in the United States and other countries. Linux is the registered trademark of Linus Torvalds in the U.S. and other 
countries.






