 Contracting Officer’s Representative Request for Termination of Designation Template

(Use Official Letterhead)












(Insert Date)

(Insert Office Symbol)

MEMORANDUM FOR CONTRACTING OFFICER, Attn:  (insert name, office symbol, and full mailing address of Contracting Officer)

Subject:
REQUEST FOR TERMINATION OF CONTRACTING OFFICER'S 

REPRESENTATIVE (COR) DESIGNATION

1.  Due to my transfer from my position (or insert other reason), I hereby request my designation as COR be terminated effective (insert date) for the following contracts:



     CONTRACT NUMBER

                CONTRACTOR

                          _____________________                          ____________________

                          _____________________                          ____________________

                          _____________________                          ____________________

2.  My successor will be (insert name), at extension (insert number).  Enclosed is the nomination signed by his/her Supervisor and a copy of the associated attachments to support the nominee’s qualifications.

3.  The point of contact for this request is (insert name), at extension (insert number).








NAME








Contracting Officer’s Representative

Enclosure


Copy to:

Contractor

Successor Nominee’s Supervisor


