Space and Naval Warfare Systems Command 
Contracts Directorate (2.0)
COR REVIEW CHECKLIST


	PCO Name:
	
	Review Date:
	

	
COR Name:
	
	COR Office/ Activity:
	

	
COR Phone No.:
	(      )
	
	



	Contract #
	Order #
	Contractor

	

	
	



Documentation reviewed for the period:  ____________ thru ____________.

The results of the above-referenced review of the operations and records maintained by the Contracting Officer’s Representative (COR) are outlined below.

ADMINISTRATIVE ISSUES:

1. Has the COR been designated in writing IAW DFARS 201.602-2(v) (PGI) for each contract/delivery/task order?
___YES 	___NO

2. [bookmark: OLE_LINK3][bookmark: OLE_LINK4]Is the COR Designated in the COR Tracking (CORT) Tool?
          ___YES 	___NO

3. Is the COR current with all required COR training; has the COR uploaded training certificates into their CORT Tool COR Profile? ______________________________

	Training Requirement 
	YES 
	NO
	If yes, specify date 

	COR 222 or CLC 222 completed in past 3 years?
	
	
	

	[bookmark: _GoBack]iRAPT Overview Modules (one-time)
	
	
	

	CPARS Training (one-time)

	   CPARS Overview
	
	
	

	   CPARS Quality and Narrative Writing
	
	
	

	Ethics (General Awareness OR CLM 003)  (annual)
	
	
	

	Procurement Fraud Indicators, CLM 049 (one-time)
	
	
	

	Combating Human Trafficking for DoD Acquisition Professionals, DOD 002 (annual)
	
	
	





4. Is the COR familiar with the SPAWAR Contract Policy and Procedures Manual (SCPPM); specifically, the Contracting Officer’s Representative SCPPM and SPAWARNOTE 4200, Service Contract Tripwires?
___ YES   ___ NO   

CONTRACT SURVEILLANCE:

5. Is the COR signing all written communications pertaining to the contract as "Contracting Officer's Representative” (e.g., email signature block)?
	___ YES   ___ NO   ___ N/A

6. Does the COR timely notify the contractor of deficiencies observed during surveillance and take appropriate action in accordance with the terms of the contract and their COR designation letter to effect correction?
	___ YES   ___ NO   ___ N/A

7. Does the COR document and report to the Contracting Officer incidents of faulty or nonconforming work, delays, deficiencies or problems?
	___YES   ___NO   ___N/A

8. [bookmark: OLE_LINK1][bookmark: OLE_LINK2]Is the COR familiar with DoD 5500.7-R, The Joint Ethics Regulation (JER), (provides a single source of standards of ethical conduct and ethics guidance)?
	___ YES   ___ NO

9. Is the COR aware of their responsibility to advise their supervisor and the Contracting Officer of any conflict, if they have reason at any time to believe that they may have a direct or indirect financial interest, which would place them as COR in a position where there is a conflict between their private interests and the public interests of the United States?  
___ YES   ___ NO

10. Is the COR familiar with the meaning of Organizational Conflicts of Interest (OCI) and how they can affect their contract(s)?  
___ YES   ___ NO

11. Does the COR routinely document meetings and/or discussions with the contractor or others pertaining to the contract or contract performance (e.g., email, memoranda for record, meeting minutes)?
___ YES   ___ NO   ___ N/A

12. For contracts that include Services, does the COR review contractor manpower data entered into the Enterprise-wide Contractor Manpower Reporting Application (eCMRA) IAW NMCARS 5237.102-90?
	___ YES   ___ NO   ___ N/A

13. Is the contractor performing inherently governmental functions (IGF) on this contract? 
	___ YES   ___ NO

14. Has the IGF indicator (e.g., closely related to IGF, critical, other) changed since award? 
	___ YES   ___ NO ___ N/A

INVOICES / RECEIVING REPORTS:

15. Are invoices reviewed by the COR?      
___ YES   ___ NO   ___ N/A
If YES, please indicate how the COR documents invoice reviews (e.g., use of the “Invoice Review Format” document provided as an enclosure to the COR’s Designation Letter).  _______________________________________________________________

_____________________________________________________________________   

16. Is contract subject to Service Contract Tripwires (SPAWARNOTE 4200)? If NO, skip questions 17 – 18.
               ___ YES   ___ NO 

17. Does the COR review contractor invoices for Tripwires?
               ___ YES   ___ NO   ___ N/A

18. Does the COR report Tripwires in the SPAWAR Tripwire Tool?
         ___ YES   ___ NO   ___ N/A

19. For service contracts, does the COR verify appropriateness of categories of labor used and the reasonableness of the number of hours worked in comparison to the work described in the PWS and the approach specified in the offeror’s technical proposal?  
___ YES   ___ NO   ___ N/A

20. Does the COR inspect and accept deliverables?
___ YES   ___ NO   ___ N/A

21. Does the COR document the Government’s acceptance/rejection/conditional acceptance of delivered supplies or services using the DD 250 or other Receiving Report? 
___ YES   ___ NO   ___ N/A


CONTRACTOR PERFORMANCE ASSESSMENT:

22. How is the COR documenting contractor performance? Check all that apply:
___ QASP (for services)
___ Periodic Reports to PCO (e.g., COR Monthly Status Report)
___ CPARS
___ Other (specify) __________________________________________
___ Not Documenting Performance

23. Is the contract subject to CPARS reporting?
___ YES   ___ NO   (If no, skip questions 24 - 25)

24. Are CPARS evaluations treated as Source Selection Information IAW FAR 3.104?
___ YES   ___ NO

25. Are CPARS evaluations completed within 120 days of the end of the evaluation period?  
___ YES   ___ NO

PROCEDURES:

26. Does the COR receive and review periodic status reports (e.g., contractor monthly status reports) when required by the contract/order?  
___ YES   ___ NO   ___ N/A

27. Does the COR understand the need to initiate procurement requests/modifications at least 45 days prior to expiration of funds or period of performance (exercising an option)?
___ YES   ___ NO   

28. Has the COR been delegated specific Government Furnished Property (GFP) responsibilities?
___ YES   ___ NO   (if no, skip questions 29 - 30) 

29. If the contract includes GFP, does the contract include the current list of GFP?
___ YES   ___ NO 

30. Does the COR understand and follow procedures for tracking and disposition of GFP?  
___ YES   ___ NO 


31. Is the COR aware of the limits of COR authority?  (e.g., all contractual agreements, commitments, or modifications, which involve price, quantity, quality, or delivery schedules, or other terms and conditions of the contract, must be made by the Contracting Officer.)  
___ YES   ___ NO

32. Is the COR aware of their responsibility to notify the Contracting Officer in advance of reassignment or separation to facilitate a timely transition to a successor COR?  
___ YES   ___ NO

33. Is the COR aware of the requirement to deliver the COR File to the Contracting Officer prior to contract closeout (PGI 201.602-2 (viii))?  This pertains to COR File documents located outside of the CORT Tool, since the cognizant Contracting Officer and Contract Specialist will have access to COR File documents uploaded to the CORT Tool.	
	     ___ YES   ___ NO		

RECORDS:

34. COR File is:  (check all that apply). Note: All CORs should be designated in CORT Tool
              ____ CORT Tool     ___ Electronic (includes email)   ___ Hard Copy
   
35. Does the COR File contain:

a. Copies of contract, modifications, applicable contract/task/delivery orders with all attachments?  NOTE: Not necessary to have copies in COR File if COR has access to EDA.
___ YES   ___ NO    ___ NO, but COR has EDA access

b. Copies of all Contractor deliverables?  
___ YES   ___ NO   ___ N/A

c. Copies of all DD 250s/letters from Contractors accompanying deliverables? NOTE: DD 250s should be in iRAPT
___ YES   ___ NO   ___ NO, but are in iRAPT

d. Copies of all Contractor invoices and/or receiving reports. Note: iRAPT records are acceptable.  
___ YES   ___ NO   ___ NO, but are in iRAPT

e. Up-to-date Quality Assurance Surveillance Plan (QASP)?
___ YES   ___ NO   ___ N/A

f. Quality Assurance documentation (e.g., QA Surveillance Forms)?
___ YES   ___ NO   ___ N/A

g. Copies of contractor’s monthly status reports?
___ YES   ___ NO   ___ N/A

h. Documentation regarding meetings and/or discussions with the contractor or others pertaining to the contract or contract performance (e.g., email, memoranda for the record, meeting minutes)??
___ YES   ___ NO   ___ N/A

i. The names and position titles of key Government and Contractor POCs?   
___ YES   ___ NO   ___ N/A

j. Incentive or award fee/term documentation? 
___ YES   ___ NO   ___ N/A

k. CPARs Evaluations
___ YES   ___ NO   ____ NO, but are in CPARS   ___ N/A

l. Copy of contractor’s proposal  
___ YES   ___ NO 

m. Copies of contractor employee non-disclosure agreements?  
___ YES   ___ NO   ___ N/A


General Comments, Recommendations and/or Corrective Action:

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________

____________________________________________________________________



PCO Signature: _______________________________________________
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