Annual Review of COR/Alternate COR Files

 Reference TPP, COR, 25 March 04 ;PC3 SOP,COR, in PC3 Intranet; COR  Apt Letter, dist Sept 03; and ARDEC Clause 68,Nov 03)

                                                                                   Part I

 Reviewer Printed Name; Signature                                                                         Date of Review

COR Name, Organization, Phone #, and e-mail(if there was a prior one indicate who, etc)

Alt COR Name, Organization, Phone # and e-mail (If Alt COR took any actions under the contract, attach a separate review of the Alt COR file). (If there was a prior one, indicate who,etc)

Contract # and Date Awarded

Item or Service?

Contract Type

Contract dollar Amount (thru last Mod)

Current PCO and Specialist (also list awarding ones, if different)

Contractor Name and Address

List all other open contracts for which COR or Alt COR serves as COR/Alt

Note:  Respond to All Questions below with "Yes", "No", or "N/A" and explain any" No" or " N/A" answers, unless otherwise indicated. Also add any comments reviewer thinks appropriate.

 Reviewers are to personally review the COR/Alt COR and PCO contract file to determine responses and prepare draft report for discussion .  Only then discuss with appropriate COR/PCO personnel  for clarification and their views. Incorporate these in final report and final recommendations

1.Does the COR maintain a separate COR file for this contract(if not, why not)?

2.Is it well organized?

3.Is the COR's signed,dated,acknowledged COR appointment letter/any changes in the COR file,If not, where is it?

4. Is the Alt COR's signed,dated,acknowledged Alt COR appointment/any changes in the COR file, If not, where is it?

5. Are written communications with the contractor and other documents(trip reports, minutes of meetings, records of discussion, and all other actions taken as COR/ALT etc) in the COR file.?  This is a roll up of greater details in 14.

6. Are they signed only as "COR" or "Alt COR"?

7.Do they all reference the contract number?

8.Does the COR file demonstrate that a copy of each document has been furnished the PCO timely?

9.Have the required quarterly reports been submitted to the PCO with a copy retained in the COR file?

10.Does the COR file contain the ARDEC clause 68 (should be in the contract copy) and reflect that the COR has taken all appropriate actions pursuant to ARDEC clause 68(including Non-Disclosure Statements; Identification Badges; Vehicle Decals; Certification of Lawful Employability or US Citizenship, camera passes etc ) as well as any other appropriate actions under the clause?

11.Does the COR file contain the appropriate ARDEC 68  documents ?

12.Does the file  reflect that appropriate copies of ARDEC 68 documents have been furnished to:

     a.the PCO?

     b.Security?

13. Does the file reflect that the COR has taken any action that might change the contract/sow, deviate from its terms, advise the contractor to stop work or supervise contractor employees?   (Answer to this should be "No"; explain any "Yes)

14.Does the COR file contain:

     a. a copy of the complete contract and all modifications?

     b. a copy of the applicable QA and all other surveillance plans?

     c. a copy of the contractor's quality control plan and system? 

     d. a copy of the surveillance schedule?

     e. a record of the COR's surveillance per the schedule and their results?

     f.  Memorandum for Record or minutes of any pre-performance conferences?

     g. a copy of  trip reports(prepared within 7 days) of every visit made by the COR to the contractor?

      h. Memorandum for Record or minutes of any meetings and discussions with the contractor or others pertaining to the contract or contract performance?

       i. Memorandum for Record of all telephone conversations which relate, in any way, to the contract?

       j. Copies of any contract discrepancy reports?

       k. copy of all approvals given the contractor within the COR delegated authority?

       l. copy of all correspondence initiated by COR or addressed to COR concerning performance of the contract?

       m.Copy of appointment letters of any Task CORs(if any, attach to this review a review of all Task COR's files)

15. Has the COR appropriately and timely verified and certified for payment contractor submitted invoices and certificates of completion for services when required by the COR handbook and letter of appointment?  This is usually required for T&M contracts and Task/Delivery order contracts and others we retain for administration because they are performed on post.

16 Are there copies of the above in the COR file?

17 Have the verified invoices been timely forwarded to the payment office by the COR?

18.Does the COR file reflect that the COR has taken the other appropriate actions under the COR appointment letter applicable to the particular type of contract(para 11 of the  appointment letter or its equilivent prior appointment letter)

19.Does the file reflect that the COR personally performed his/her duties?  If not who and person's position who performed?

20a. Date of last COR training/refresher?  (Verify by looking at training certificate that should be in PCO file  or in possession of COR).

    b. Has latest OGE Form 450/SF 278 been filed by COR with Legal?   Ask to see or, if COR considers private, ask Legal to verify it has been.  It should have been dated within 1 year of review as they are usually filed in Oct,annually

    c. Date of last review of COR files?  Is it in contract and COR files?  Were its recommendations implemented?

21.Any other comments the reviewer considers appropriate?

22. Draft Reviewer Recommendations?

23. Has reviewer discussed with the COR the draft results of the review/recommendations?  Always do this AFTER the draft review has been made).  Leave draft review as written above and put any changes  in 22 keyed to the questions above.

24.  Comments, signature, and date of the COR?  (signature indicates only that reviewer discussed report with COR,not necessarily concurrence.  COR to indicate any non concurrence below ?

25.Reviewer to indicate here any changes made in the Review as a result of the discussion with the COR

26 Final Report Recommendations :

(Copy of Report to COR, PCO, Specialist and reviewer) 

                                                                           Part II

1. Reviewer discussed with contract specialist on:      Date                                Initials of Specialist

2. Reviewer discussed with PCO on:                          Date                                Initials of PCO

3. Actions to be taken/taken by PCO:

Action                                                                                                       Date for Completion                    Date Completed

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

4.Name and  Signature of PCO                                                                                     Date

(In action column, address each final recommendation in the report, indicate concurrence or non-concurrence.  For concurrence, indicate action to be taken; for non-concurrence, indicate rationale.  Project date for completion in that column and in next the date actually completed.

5. Copy of Completed, signed  report to Contract File, to PCO and specialist, to COR (and Alternate if appropriate), to reviewer,  & to Director PC3

_____________________________________________________________________________________________________________ 

