Contracting Officer Annual COR File Inspection Report  












(Insert Date)

(Insert Office Symbol)

MEMORANDUM FOR MR./MS. (INSERT COR NAME)

Subject:  ANNUAL COR FILE INSPECTION; FINDINGS AND RECOMMENDATIONS 

1.  Pursuant to DFARS 252.201-7000, and as prescribed in 201.602-70, you are designated as the Contracting Officer’s Representative (COR) in administration of the following contracts:  
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2.  You are required to maintain adequate records to sufficiently describe the performance of your duties as a COR during the life of each contract and to dispose of such records as directed by the Contracting Officer.  A COR File Inspection was conducted by (insert name) at (insert location) on (insert dates).  The following key items were noted during the inspection and recommendations for corrective actions follow each finding. 

3.  The inspection team reviewed the COR files in accordance with a previously provided COR file inspection checklist in an effort to ensure records are adequately maintained.  The overall impression of your COR file keeping is (positive/negative) with (only a few/several) areas that require corrective action.  

(Note:  The following language is intended to be a sample only.  The report is intended to highlight the deficient areas as noted during the inspection and provide the associated corrective action.) 

(a) COR Appointment Letter.  (Sample:  A copy of the letter of appointment from the Contracting Officer, a copy of any changes to that letter, and a copy of any termination letter was placed in every active COR file.  Additionally, the letter has been signed/acknowledged by the COR and the Contractor.)   

Corrective Action:

(b) COR Training.  (Sample:  Ms. Doe was trained as COR on 17 March 2010 and she completed annual ethics training on 15 November 2009.  However, copies of these certificates were not present in the COR files.  What corrective actions are in place to ensure the minimum training requirements are met as soon as possible?)

Corrective Action: (Sample:  Recommend the COR maintain the certificate of completion of annual ethics training in hard copy and all COR training in a master COR file easily   identified with all other hard copy contract files.) 

(c) COR Job Objective.  

Corrective Action:   

(d)  Alternate COR/Ordering Officer Appointment.  (Sample: There are currently no back-ups identified to perform duties as COR for the administrative portion (i.e., processing invoices, coordinating base access and computer access for contractors).  Additionally, the inspection determined Mr. Smith and Ms. Name were performing the technical duties described in the COR appointment letter for all contracts except the ____ contract (XX-X-XXXX).  However, neither individual had completed the required COR training at the time of the inspection.)  

Corrective Action:  (Sample:  Recommend the requiring activity nominate an individual to serve as the back-up to Ms. Doe in the event of an extended absence.  Additionally, recommend Mr. Smith and Ms. Name immediately complete the on-line COR training course and apply for COR appointment for the appropriate active contracts.  Recommend Ms. Doe’s COR appointment for these contracts be terminated and, rather, she be appointed as an alternate COR in the event of an extended absence my Mr. Smith or Ms. Name. What corrective actions are in place to ensure they meet the 40-hour training requirement as soon as possible?)   

(e)  Alternate COR/Ordering Officer Training.  (Sample:  Has the ACOR been nominated/appointed/properly trained? Has the acknowledgment of this appointment been received by the ACOR and Contractor?  Are any authorized Ordering Officers / Alternate Ordering Officers identified?  How are they appointed and have they had any contracts/COR training to assist in performing this function?)    
Corrective Action:  

(f)  COR Files.  (Sample:  It was determined that all files clearly index all documents by group, in chronological order, and files are kept in suitable folders with a clear structure and maintained similar to one another. The COR files contain a copy of the contract or the appropriate part of the contract and all contract modifications.  Where applicable, files included copies of task orders. The COR files also contain a Notice of Award or Notice to Proceed letter as well as option letters. The files include copies of all invoices and payment records as well as the Receiving Reports that are generated by Ms. Doe. Upon completion of the contract, COR files were forwarded to the Contracting Officer for retention in the official contract file and to signify the contract is eligible for close-out.)  

Corrective Action:

(g)  Correspondence.  (Sample:  There were no “Memorandums for Record (MFR)” in the COR files. We discussed that in the event of a significant meeting or discussions with a Contractor, these memos should be prepared not later than one business day after such an event.  Some correspondence, reports, findings, recommendations, and other documents were not signed using the COR’s name, job title followed by the words, “Contracting Officer’s Representative (COR).”  It was noted that some correspondence in the COR file was not in English.)  

Corrective Action:  (Sample:  MFR’s should be completed and placed in the contract files and the COR shall use the title COR when signing contract related documents.  All correspondence placed in the COR files shall be in English. If there are foreign language documents, these shall be translated into English at the Contractor’s expense.)

(h)  Payment Logs.  (Sample:  The files include copies of all invoices and payment records as well as the Receiving Reports that are generated by Ms. Doe.  Is the log structured to help the COR ensure invoices are processed in a timely manner and that duplicate payments or overpayments do not occur?)

Corrective Action:   

(i)  Invoices.  (Sample:  Does the COR have a date stamp to ensure proper stamping of invoices upon receipt?  The COR currently prepares all invoices for the contractors and signs the Receiving Reports.)

Corrective Action:  (Sample:  It is the responsibility of the contractor to submit a proper invoice to the COR. The COR should not prepare invoices for the contractors. This could create unnecessary problems for the Government if there is a delay in payment with DFAS due to an improper invoice and it was determined that Government Official prepared the invoice.)

(j)  Call Logs.  (Sample:  How are Calls issued outside of PD2 recorded by the Ordering Officer?  Is it evident from the files that sufficient funds were available BEFORE the call was placed?)

Corrective Action:  

 (k)  Quality Assurance.  (Sample:  The COR files contain a copy of a quality assurance (QA) surveillance plan and inspections appear to be conducted at the frequency and manner specified in the Plan.)

Corrective Action:  

(l)  Deliverables.  (Sample:  Are there any deliverables required under the contract?  If so, are they in the COR file and is there evidence that they were received in a timely manner?)  

Corrective Action:  

(m)  Past Performance Evaluations.  (Sample:  The COR files only contain what is sent to Ms. Doe from Mr. Smith and Ms. Name and so far, that has not been much. Ms. Doe is not seeing Performance Evaluations, which are supposed to be completed after each class by Ms. Name and Mr. Smith. The Performance Evaluations are done through end of class surveys submitted by the students. The raw data for the end of class review by Ms. Name and Mr. Smith is kept in a central location with the administrative assistant. Generally the students reference their classes and teacher names, but not having done so has been a problem.  Are the Contractor Performance Assessment Reports in the file?  Is there any other student/customer feedback regarding the KTR’s performance in the file?  Has the COR notified the Contracting Office of performance issues to allow us to take corrective actions as necessary?  Were performance evaluations completed within 15 days of the completion of the period(s) of performance under the contract?) 

Corrective action:  (Sample:  The requiring activity should implement a process to ensure accurate reporting after end of class reviews, to include ensuring the data from the students is useful and lists the teacher’s name. Raw data – student surveys – as well as resulting reports from Mr. Smith and Ms. Name shall be placed in the COR files for a historical record.)

(n) Government Furnished Property.  (Sample:  The COR does not currently maintain an inventory list of all government furnished property/equipment. The administrative assistant is the hand receipt holder. He maintains the inventory once a year per regulation. There are no such copies in the COR files.) 

Corrective Action:  (Sample:  Recommend the COR place copies of the updated annual inventory in the COR files and submit a request for modification to the contract, as necessary to update any inventory listed in the contract.)

(o) Options.  (Sample:  The COR has a system in place to ensure he/she is reminded to notify the Contracting Office of his/her intent to exercise an option at least 90 days prior to the expiration of the contract.)

Corrective Action:  (Sample:  The COR shall create a tickler that triggers her to submit the required paperwork to the Contracting Office at least 90 days in advance of the expiration of the contract.  The initial paperwork shall include a confirmation of the intent to exercise the option, documentation that an informal market survey was conducted to ensure the option prices are still fair and reasonable, and a statement that the contractor is performing in a satisfactory or better manner.  The ASR document shall be submitted to the Contracting Officer at least 30 days prior to the expiration of the contract to allow timely execution of the option.  A performance evaluation shall be submitted to the Contracting Office within 15 days of the completion of the period of performance. All documentation shall be maintained in the COR’s folder.)

(p)  Contractor’s On-Site Work Space.  (Sample:  Does the KTR’s on-site office identify him/her as a Contractor?)

Corrective Action:  

(q)  Violations.  (Sample:  Has the COR taken any action(s) deemed outside the scope of his/her authority?)

Corrective Action:  

(r)  Suggested Training.  (Sample:  Is there any specific training that the COR feels he/she needs to better perform COR duties?)

Corrective Action:

4.  You are required to acknowledge receipt of this letter and return a signed copy to me. Your signature also serves as certification that you have read and understood the findings and are taking steps for corrective action identified in this letter. We recommend corrective action be completed no later than (insert number) days from the date of this letter. The original copy of this letter should be retained for your file.

NAME

Contracting Officer

Copy to:

COR Supervisor

Acknowledged by:

NAME OF COR





Date
