INTEROFFICE MEMORANDUM 

TO:  DISA/DITCO PL8313, [Contracting Officer]

FROM:  [Requirements Office]

DATE:


SUBJECT:  Nomination of [Primary or Alternate TM (separate nominations for each)]

Reference:  DISA Acquisition Regulation Supplement (DARS) Subpart 1.602-2-90
Preparer:  [Name/Organization Code/Telephone Number]

I hereby nominate [insert name] as [COR or TM] for [describe requirement].  This request is based on and subject to the contracting officer’s written notification of acceptance of the employee’s completion certification of the following initial training, qualifications/experience, and other considerations: 

a.  TRAINING QUALIFICATIONS

	Course Title
	Date Completed

	
	

	
	

	
	


Enter title of any single or combined course(s) totaling 24 hours of COR functional responsibilities orientation.

· For DISA employees the minimum required courses are:  TM/COR Training;  Annual DISA Ethics Training; and DOD Wide Area Workflow (WAWF) Training.  A certificate for each course must be attached to this letter.

· For Non-DISA customers COR/TM training, or prior acquisition training (Program Management/Contracting Officer) is required.  Ethics training and WAWF training are also required.  Agency training may substitute for the required DISA training on a case-by-case basis.  A certificate or other proof of training must be provided for each course completed.  See the following web sites for DISA approved training.  If completing the following courses, only the final subcourse certificate is required to be returned with this Nomination Letter. 

· TM Training:  https://acc.dau.mil/CommunityBrowser.aspx?id=22122

Recommended training is as follows: 
 
i. 
COR with a mission focus (CLC 106 – 8 hours)


ii. 
Contracting for the rest of us (CLC 011 – 2 hours) OR Contracting Overview (CLM 024 – 8 hours)


iii.     
Potentially:  Market Research (CLC 004 – 3 hours)
- DISA Ethics Training:  https://cmis.disa.mil/training/Ethics/ (and submittal of Completed OGE Form 450, as appropriate)
- WAWF Training:  http://wawftraining.com  
b.  TECHNICAL QUALIFICATIONS/EXPERIENCE   

Insert applicable previous contracts administered, or other experience that qualifies you as the Government’s technical expert for the work to be completed under this task order:

	Office
	Dates
	Types of Work Performed or Contracts Administered

	
	
	

	
	
	

	
	
	

	
	
	


c.  OTHER CONSIDERATIONS:

[List as appropriate}

[Signature]

Name/Title of Nominating Official

(Normally TM’s Supervisor)

Copy to:

Nominee's Supervisor

Nominee
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