
 
 

MODEL PRACTICES 
 
Some CORs are confident and effective acquisition managers while others struggle. Here are 4 
model practices that will help strugglers become achievers 
 
1. Identify your responsibilities. If you don’t know what you are supposed to do, you probably 

won’t be very successful at doing it. CORs need well-defined responsibilities specific to their 
assignment whether that includes aspects of contract formation and/or contract management.  

 
Contract Formation: Use the checklist of action items under FAR 7.105(b), Plan of Action. 
Identify items (or sub-items) which apply to you. Specify what you must accomplish for 
each. For example, Source Selection Procedures: The COR will (i) develop technical 
evaluation factors and sub-factors; (ii) identify a technical evaluation panel; (iii) prepare a 
technical evaluation plan; (iv) chair the panel; and (v) prepare a report of the panel’s 
findings and recommendations.   

 
Contract Management: Use a template COR appointment letter as a starter menu for 
designing a checklist of your responsibilities. Customize each selected responsibility, as 
needed, for your assignment. 

 
Coordinate these documents with your supervisor, program manager (if different), and the 
contracting officer. Ask if you are unsure of your responsibilities and obtain a definitive 
response. 
 

2. Obtain adequate guidance for each assigned task. No one should be made to perform a job 
for the first time without adequate guidance. Every COR should have: (i) a “go-to person” for 
advice and assistance; (ii) training addressing all significant responsibilities; and (iii) guidance, 
samples, and templates for each document to be prepared. The following agencies have 
published online COR handbooks offering general guidance and templates. 
 
DOD at acqnotes.com/Attachments/DoD%20COR%20Handbook%2022%20March%2012.pdf 

      FAA at fast.faa.gov/docs/CORHandbook.doc 
 
3. Determine how and when you will perform assigned tasks. Effective planning produces 

sound results. It also saves time. At a minimum, prepare a written plan for market research, bid 
or proposal evaluation, quality assurance, and schedule assurance. Then have each plan 
reviewed by your supervisor, program manager (if different), and contracting officer. Such 
plans may be detailed or minimal. For example, a QA checklist is sufficient for many 
acquisitions and is the heart of any quality assurance surveillance plan.  

 
4. Ensure adequate support. Contract formation and management are truly a team effort. 

Identify resources and other support needed from your program manager, program management 
team, designated subject matter experts, various stakeholders in the acquisition, and contracting 
staff. Ensure that support is committed in writing and delivered. Ensure that sufficient time, 
including relief from other job responsibilities, is provided to work your acquisition.     

     
 


