

















COR RESPONSIBILITIES
1. PREPARATION

a. The COR must be knowledgeable of the terms and conditions, as well as the technical content in the Contract/Order/
Agreement document(s). To understand the terms, the COR must read the Contract/Order/Agreement document(s)
and discuss any unclear areas with the CO. The following is a list of topics in the Contract/Order/Agreement
document(s) that the COR is expected to understand and manage:

Contract type Time, place, and method of delivery or performance
Ordering procedures Inspection, acceptance, and Quality Assurance
Performance & quality standards and metrics Invoicing procedures

Earned Value Management Government Property and Equipment

Reports and other deliverables Special clauses

Packaging and marking
Security requirements

b. While the official Contract/Order/Agreement file is maintained by the CO, the COR must create and maintain the
Contract Administration File to document COR actions under this Contract/Order/Agreement. The Contract
Administration File must include:

+ Signed copy of the Acquisition Plan

+ Signed copy of executed contract

+ Signed copy of all executed contract modification(s) in numerical sequence

+ Delivery Orders/Task Orders

+ COR, Alternate COR appointment package, as applicable - including Appointment Letter, training
certificates, Conflict of Interest Form, and notification to contractor to the CO

+ COR, Alternate COR, SME, Program Manager (if appropriate), and CO Government contact information -
including name, position, phone/fax number, email and function of every person providing technical or
administrative assistance

«  Contractor contact information - including name, position, phone/fax number, email and function of every
person providing technical or administrative assistance

+ Post-Award correspondence/meeting minutes

+ E-mail communication & telephone conversation records

* Non-Disclosure Agreements

+ Contract Administration Plan/critical milestones

»  List of contractor employees working at a Government facility

»  Approval documents (clearances and appropriate access credentials) for cnsite contractor personnel

+ List of Government Property and Equipment and Contractor Acquired Property

+ Post-Award Orientation information checklist annotated with orientation attendees for Part | and Part I1.

+ Monitoring or surveillance plans and reports

« Contract reports i
Performance documentation/contractor evaluations

+ Receipt, inspection, and acceptance information

+ Invoices and payment tracking information

« Program management reviews/meeting minutes/onsite visit reports

+ Unauthorized commitment ratification documentation, Prompt Payment Act Interest, and late payment

notifications

Claims

Documentation of Freedom of information Act requests received and submitted to the CO

DHS and Congressional: Briefings

Final invoice & payment documentation

Closeout Checklist ‘

c. Inorder to effectively monitor delivery and performance, the COR must read and become very familiar with the
Contract/Order/Agreement schedule for performance standards and metrics, deliveries, completion dates, invoice due
dates, option renewal dates and other report or data submission dates.
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2. GENERAL ADMINISTRATION INFORMATION

a

0.

Determine the need, and ensure all requirements are met for contractor access credentials, background checks, and all
other required clearances.

Plan and coordinate as necessary with the BUILDING COORDINATOR AND LOCAL PROPERTY
OFFICER

I
Obtain and maintain a list of all employees working under the contract who will be working at the
KINGSTOWNE | facility. Maintain the list within the Contractor Tracking System (CTS)
making adjustments for new and terminated employees, as appropriate. A copy of the current list shall be included in the
Contract Administration File.

Ensure all contractors (and subcontractor as applicable) have signed Non-Disclosure Agreement (NDA's) form.

Safeguard the contractor's confidential business and technical information. Confidential information may include proposal
pricing, technical documentation, or personnel data. Do not release any information without first consulting with the CO to
determine if release of such inforTation is permissible.

Maintain communication with the contractor and the CO. Serve as a contact through which the contractor can relay
questions and problems to the CO.

Ensure all contractor personnel identify themselves and their company affiliation in all communications (written, telephonic,
and electronic) related to the Contract/Order/Agreement.

Monitor the contractor's compliance with safety, security, labor and environmental law requirements.

Report any observed fraud, waste, and abuse or the appearance of fraud, waste and abuse to the CBP Office of
Iinternal Affairs and the CO.

Report opportunities to improve performance or cost efficiency to the CO.

Provide Independent Government Cost Estimates (IGCEs) and other supporting information as required by the CO
when changes to the Contract/Order/Agreement are required.

\
Assist the CO in negotiating supplemental agreements and coordinating with contractors on other related contracts.

Provide an evaluation of the cont'ractor‘s technical performance at least annually and at the end of performance or
delivery in the Contractor Performance Assessment Reporting System (CPARS).

Keep the CO fully informed of any technical, administrative or contractual difficulties encountered during performance
and make recommendations as appropriate.

Seek guidance from the CO for specific situations not covered in this delegation.

3. MONITORING AND SURVEILLANCL

a.

Perform surveillance of the perfoirnance under the contract and conduct inspections necessary to ensure performance
and compliance with the terms and conditions of the agreement. Resolve day-to-day matters within the scope of your
authority.

Assist the contractor in interpreting the terms and conditions or performance requirements, provided that any
interpretation or clarification is within the limitations prescribed within this delegation.

Immediately bring to the contractor's attention, any potentially hazardous working conditions. The contractor is always
required to comply with Federal Occupational Safety and Health Administration (OSHA) guidelines, applicable labor
and environmental laws, as well as any state or local requirements for workplace safety, whether in a Federal facility or
other location. In addition, ensure that the contractor adheres to any specific safety clauses and/or the safety plan in
the Contract/Order/Agreement.
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7. CONFLICT OF INTEREST AND STANDARDS OF CONDUCT

a.

The COR is required to complete an ethics training course annually. Upon completion of the annual ethics training, the COR
shall submit documentation (e.g., certificate or e-mail) to the CBP COR Program Office indicating the annual ethics
training requirement has been completed.

If applicable, the COR must submit a disclosure, such as the OGE Form 450, Confidentiai Financial Disclosure Report.
The form can be found at: http://oge.gov/forms/form_450.aspx .

The COR must adhere to the standards of conduct as prescribed in Federal statutes, laws, regulations, and DHS and
CBP guidelines. ;

8. EXCLUSIONS FROM COTR RESPONSIBILITIES

The COR is expressly EXCLUDED from performing or being responsible for the following:

a.

Making or giving the appearance of being able to make commitments, modifications, or any other action that would
commit the Government to a change in price, performance quality, quantity, or the delivery schedule.

Providing guidance to the contractor, either orally or in writing, which might be interpreted as a change in the scope or
terms of the contract agreement.

Signing any changes or modifi tions to contract agreements and/or task or delivery orders.
Soliciting proposals.
Specifying how the contractor will accomplish performance.

Imposing or placing a demand upon the contractor to perform any task or permitting any substitution not specifically
provided for in the contract agreement and/or directing the contractor to begin work prior to the contract award date.

|
Increasing the dollar limit of the contract agreement or authorizing expenditures not specified under the contract
agreement.

Executing supplemental agreerrTnts.

Taking any actions with respect to termination, except to notify the CO that the action is desired and to assist with
the process as requested. ‘

Authorizing delivery or disposition of Government Property and Equipment not specifically authorized by the contract.
Engaging in conduct prejudicial Tw the Government.
Making unauthorized commitments on behalf of the Government.

Discussing procurement plans ot any other advance acquisition information that might provide preferential treatment
to one firm when a solicitation is jssued for a competitive procurement.
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