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1. Purpose

This document identifies the roles and responsibilities of Contract Specialists (KSs) and Contracting Officer’s Representatives (CORs) in TMA, and cognizant Contracting Officers (KOs) for TMA requirements processed through COD-FC.  These roles and responsibilities span all phases of the life cycle of contract actions to include the pre solicitation phase, solicitation and award phase, and the post award administrative phase.

2. Participants

2.1. KS:  COD-FC will work proactively with all supported activities to plan for their acquisition needs.  COD-FC will specify a KS responsible for assisting designated program offices in planning each of their upcoming contract actions.  The KS will draw on a broad, in depth knowledge of acquisition and provide liaison, expertise and assistance in planning for and providing acquisition services.  The KS will serve as the principal acquisition advisor to the requesting activity during the pre-solicitation planning phase of each acquisition.  

2.2. Contracting Officer’s Representatives (COR):  

2.2.1. COR for the Prime Contract.  In addition to the KS, COD-FC will nominate a COR for each of TMA’s current base contracts (i.e. prime contracts awarded under Defense Medical Information Management/Systems Integration, Design, Development, Operations and Maintenance Services (D/SIDDOMS), TRICARE Acquisition Automation and Resource Management Support (T/AARMS), and TRICARE Evaluation, Analysis, and Management Support (TEAMS).  This position will be referred to as the COR for the Prime Contract.  For each base/prime contract, the KO will designate a COR for the Prime Contract in writing.  The KS and COR for the Prime Contract duties may be performed by the same, or different individuals.

2.2.2. COR for the Task Order.  The requiring activity will nominate a COR for the task order to serve as the official contract administration point of contact for coordination on the individual task order.  This position will normally be referred to as the Task Order COR or simply as the COR.   The nominated individual must be a government employee and must be qualified by training and experience commensurate with the delegated responsibilities.  Upon, or prior to, execution of the order the KO will issue a memorandum of appointment, formally designating the responsible COR.  All TMA employees nominated to be a COR must complete and pass a general COR course, such as the Army Logistics Management College (ALMC) Contracting Officer’s Representative Course, or successfully complete, for credit, all of the modules of the Defense Acquisition University (DAU) Continuous Learning Center (CLC) web-based training course – (COR with a Mission Focus (CLC106), within six months of being assigned as a COR.  The web site for this training is https://acc.dau.mil/COR.  To take this module for credit, you must register with the DAU CLC site (https://learn.dau.mil/html/clc/Register.jsp).  In addition to this specific COR training, CORs are highly encouraged to take the Logistics Management Institute course on writing Performance Based Statements of Work.  The COR is a key facilitator of both disciplined contract administration and functional program management.  CORs must keep the responsible Program Manager (PM) informed of all contract actions having an impact on the overall program. 

2.3. KO:  The selected contracting activity, whether COD-FC or a non-TMA contracting activity, will designate a KO to administer the solicitation process and award and administer the contract.  Only KOs have authority to enter into, administer, or terminate contracts and make related determinations and findings.  Only KOs can lawfully commit the Government to a contract or otherwise bind the Government in dealings with industry representatives, and only KOs can modify or change existing contracts.  No contract shall be entered into unless the KO ensures that all requirements of law, executive orders, regulations, and all other applicable procedures, including clearances and approvals, have been met.  
3. Responsibilities
3.1. Pre-Solicitation Phase:  

3.1.1. COR Responsibilities.  The Task Order COR will be responsible for the following:
· Attend COR training.

· Provide information required to finalize the Acquisition Package.

· Prepare the Statement of Work (SOW) or Statement of Objectives (SOO),

· Prepare evaluation criteria for evaluating proposals,

· Prepare an independent government cost estimate (IGCE),

· Prepare and route the Procurement Request Worksheet (PRW) package for approval, 

· Where necessary, prepare a Sole Source Justification (SSJ) and Justification and Analysis (J&A),  

3.1.2. KS Responsibilities.  Following receipt of the acquisition package from the requiring activity, and prior to RFP release, the KS will be responsible for the following:

· The KS will coordinate and conduct work group meetings with the COR and the assigned KO to review the requirements, evaluation criteria, and cost estimate, and to develop an acquisition strategy.

· In conjunction with the COR for the Prime Contract, the KS and Task Order COR will develop the Quality Assurance Surveillance Plan for all contract actions.

· After selection of a procurement vehicle, conduct final review of the acquisition package to identify any contractual impacts and send it through the Resource Management directorate to the KO for processing.

· Assist the Task Order COR in planning and coordinating source selection and act as a resource and advisor during source selection activities.

3.1.3. KO Responsibilities.  The KO will be responsible for the following during the Pre-Solicitation Phase:

· Partner with the KS at the outset of the acquisition process and assist in all aspects of requirement development.

· In coordination with the KS, establish a feasible and appropriate acquisition strategy for the requested contract action.

· Prepare and issue appointment letters for the COR for the Prime Contract and Task Order COR, and providing copies to contractors as applicable

· Participate in work group meetings with the KS and CORs.

· Request and consider the advice of specialists in audit, law, engineering, transportation, and other fields as appropriate.

· Serve as the official point of contact between the Government and industry for the procurement.  This will include dissemination of Government responses to questions.

· Prepare and issue appointment memoranda for the COR for the Prime Contract and Task Order COR, and route to AM&S for execution.

3.2. Solicitation and Award Phase:

3.2.1. Task Order COR Responsibilities. During the period between RFP release and Award of a contract/order, the Task Order COR will perform the following:

· Coordinate with the KS to identify requiring activity representatives for the source selection team.

· Review each technical proposal and assure independent unbiased evaluation

· Review each cost/price proposal and validate reasonableness.

· Prepare an award recommendation statement, with appropriate narrative justification.

3.2.2. KS Responsibilities.  During the period between RFP release and Award of a contract/order, the Task Order COR will perform the following:

· Coordinate with the Task Order COR to provide answers to all questions submitted by industry in reference to the subject contract action.

· Coordinate with the Task Order COR to plan for the source selection process.  Depending on the size and complexity of the acquisition, the COR for the Prime Contract will arrange facilities, evaluation workbooks, and guidance to the technical source selection team.

· Review all proposals for any deficiencies or clarifications related to the base contract, if applicable.

· Assist the Task Order COR and technical evaluation team in resolving any issues that may arise during proposal evaluation.

3.2.3. KO Responsibilities.  During the period between RFP release and award of a contract/order, the KO will perform the following:

· Receive, log, and distribute proposals for review.

· Assist the evaluation team, to include cost and price analysis as needed.

· Review the award recommendation to identify any issues prior to award.

· Award the contract action. 

· Editing and signature approval of all contract obligations, and contract administrative modifications

· Ensure that the requirements of FAR 1.602-1(b) have been met, and that sufficient funds are available for obligation  

· Oversee and approval contract documents, assuring that all laws, regulations and DOD directives have been complied with

3.3. Post Award Administration:

3.3.1. Task Order COR Responsibilities.  During the post-award period, the Task Order COR will perform the following:
· Serve as primary technical point of contact for the task order.

· Identify the need for and generate contract modification requirements, as required.

· Initiate modifications and new task statements at least 50 days prior to expiration of funds or period of performance.

· Review, and accept or reject all contractor technical deliverables provided under the task order.

· Approve or disapprove contractor invoices or receiving reports.

· Review and approve invoice/receiving reports (Fixed-Price contracts/orders only) via the Wide Area Workflow – Receipt and Acceptance (WAWF-RA) system.  (If WAWF-RA cannot be used, obtain this concurrence in the form of a cover memo to the paying office.)
· Forward executed invoices and receiving reports to the appropriate paying office (such as DFAS), as designated in the order.

· Conduct periodic contract surveillance activities as identified in the contract surveillance plan.  Surveillance activities may include:

· Monthly progress reports

· Routine meetings, and

· Spot checks to identify trends in performance as they relate to trends in expenditures.  

· Notify the KO and COR for the Prime Contract of any performance issues related to this contract.

· Record contractor performance and manage the evaluation process utilizing The Contractor Performance Assessment Reporting System (CPARS), which has been adopted by TMA to capture, manage and report past performance information.  

· Monitor the task order funding balances and expiration date. 

· Conduct other activities as specified in their COR appointment memorandum.

· Once the contract expires:

· Insure that Government issued keys and badges are turned in.

· Notify the users of contract expiration.

3.3.2. KS Responsibilities.  During the post-award period, the KS will perform the following:
· Assist the Task Order COR in resolving any performance issues which may arise during the life of the order.

· Advise the Task Order COR in preparing any required modifications to the contract/ order.

3.3.3. COR Responsibilities.  During the post-award period, the COR for the Prime Contract will perform the following:
· Oversee the execution of the Surveillance Plan by the Task Order COR and any other involved TMA personnel

· Notify the KO of any disputes, performance issues, or contractual issues, which are not resolved at the COR for the Prime Contract - Task Order COR level.

· Coordinate with the Task Order COR to identify any issues that may potentially require or benefit from legal review/input.

· Initiate global contract changes such as change in paying office.

· Conduct other activities as specified in their appointment memorandum.

3.3.4. KO Responsibilities.  During the post-award period, the KO will perform the following: 
· Arrange the post award conference.

· Provide copies of COR for the Prime Contract and Task Order COR appointment letters to contractors as applicable

· The KO shall direct contract administration activities through the COR for the Prime Contract and Task Order COR for all aspects of the contract, from contract award to contract close out.

· Ensure compliance with the terms of the contract and safe guarding interests of the United States in its contractual relationships  

· Request proposals from the contractor for all contract modifications (Note KO is the sole entity with this authority),

· Execute contract modifications (Note KO is the sole entity with this authority),

· Verbally authorize start or stop work, as necessary (Note KO is the sole entity with this authority),

· Terminate the contract, if necessary (Note KO is the sole entity with this authority),

· Coordinate or obtain legal counsel, if necessary,

· Coordinate with legal counsel, the Task Order COR, the COR, and the Contractor to conduct any dispute resolution activities, if necessary.

· Facilitate routine periodic meetings with the contractor.

· Oversee and assure that all contract closeouts and ratifications for unauthorized actions are dealt with in accordance with agency procedures for the contracting activity.

4. Summary.  To assist with acquisition planning and strategy, COD-FC will provide a KS to advise supported offices.  COD-FC will also designate a COR for the Prime Contract for the three TMA Indefinite Delivery/Indefinite Quantity (ID/IQ) contracts (T/AARMS, TEAMS, and D/SIDDOMS).  The KS will coordinate with the program office and contracting activity to ensure a successful award.  The COR for the Prime Contract will coordinate with the program office and contracting activity to ensure successful implementation, and ultimate completion of the contract.  The requiring activity will nominate a Task Order COR.  The Task Order COR will participate in acquisition planning and upon award, will maintain direct control over the day-to-day operational implementation of the contract and document and evaluate contractor performance.  The KO will direct the administration of contract actions in consultation with the KS, COR for the Prime Contract and Task Order COR, ensuring compliance with the Federal Acquisition Regulations (FAR) and other applicable regulations and policies.
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