TRICARE PROCUREMENT SUPPORT Task Order COR REVIEW CHECKLIST

Checklist version May 2008
On ______________ a review was conducted on the operations and records maintained by the Task Order Contracting Officer’s Representative (hereafter referred to as COR) located within the following office / activity _________________________ 

Reviewer’s name: _____________________________________________ 

Name of COR: ____________________________________________ 

Telephone:  (____)  ____________________________
Responsible for the following Delivery/Task Orders:

Contract               /               Order               /             Contractor: 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

Documentation reviewed for the period:  ____________ thru ____________ 
The previous review was conducted on __________ by ________________________ 
1.  ADMINISTRATIVE ISSUES:

a.  Has the COR been designated in writing IAW DFARS 201.602-2 for each delivery / task order?  ___YES    ___NO

b.  Did the COR complete required training?  (Complete all of the modules of the Defense Acquisition University (DAU) Continuous Learning Center (CLC) web-based training course – (COR with a Mission Focus (CLC106), within six months of being assigned as a COR.  The web site for this training is https://acc.dau.mil/COR.  To take this module for credit, you must register with the DAU CLC site (https://learn.dau.mil/html/clc/Register.jsp).  
___ YES  (Date) __________    ___ NO 
c.  Has the COR taken refresher training?   

___ YES  (Date) __________    ___ NO 

2.  CONTRACT SURVEILLANCE:

a.  Is the COR signing all written communications with the contractor and other documents about the contract as "Contracting Officer's Representative"?  

___ YES   ___ NO   ___ N/A

b.  Does the COR 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

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

d.  Is the COR familiar with DoD 5500.7-R? (sets forth DoD standards of conduct for all personnel directly and indirectly involved in contracting)?  

___ YES   ___ NO

e.  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

f.  Is the COR familiar with the different types of TMA OCI categories?  ___ YES   ___ NO

g.  Does the COR routinely produce memoranda for record (MFR) or minutes of all meetings and/or discussions with the contractor or others pertaining to the contract or contract performance?

___ YES   ___ NO   ___ N/A

h.  Are copies of MFR or meeting minutes provided to all involved parties?

___ YES   ___ NO   ___ N/A

3.  INVOICES / RECEIVING REPORTS:

a.  Are any contractors authorized to “Direct Bill” to DFAS IAW DFARS 242.803(b)(i)(C)?  ___ YES   ___ NO

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

b.  Are invoices reviewed and signed by two Government officials (IAW TMA policy dated May 18, 2005, subject Oversight of Receiving Reports)?  (Acceptable evidence is the use of a Wide Area Workflow (Inspector/Acceptor or Acceptor/LPO combination), or MFR (for paper process) signed and dated by the Reviewing Official.)  ___ YES   ___ NO   ___ N/A

c.  Does the COR routinely verify appropriateness of categories of labor used in comparison to the work described in the SOW and the approach specified in the offeror’s technical proposal?  ___ YES   ___ NO   ___ N/A

d.  Does the COR routinely determine the reasonableness of the number of hours worked (for Labor Hour and T&M contracts) and materials used (for T&M contracts)?  ___ YES   ___ NO   ___ N/A

e.  Does the COR rely on input provided by technical specialists?  

___ YES   ___ NO

f.  Does the COR appropriately apply the provisions of the Prompt Payment Act?    ___ YES   ___ NO

4.  CONTRACTOR PERFORMANCE ASSESSMENT:

a.  Was a post-award (kick-off) meeting conducted with the contractor?

___ YES   ___ NO

b.  Were performance expectations included in post-award meeting?

___ YES   ___ NO

c.  Does the value of any of the COR’s contracts exceed $1,000,000 (including all options)?

___ YES   ___ NO   (If no contracts exceed $1 M, skip the remaining questions in section 4.)
d.  How is the COR documenting contractor performance IAW FAR 42.1502?

___ CPARS   ___ Paper Report   ___ Not Documenting Past Performance   
e.  Are assessments treated as Source Selection Information IAW FAR 3.104?

___ YES   ___ NO

f.  Are assessments completed within 120 days of the end of the assessment period?  ___ YES   ___ NO

g.  Are contractors given the opportunity to comment before assessment report is finalized?  ___ YES   ___ NO

5.  PROCEDURES:

a.  Does the COR receive and review periodic progress reports when required by the contract/order?  ___ YES   ___ NO   ___ N/A

b.  Does the COR understand the need to initiate modifications and new task statements at least 50 days prior to expiration of funds or period of performance?  ___ YES   ___ NO

c.  Is the COR aware of the limits of their authority?  (They are not empowered to award, agree to, or sign any contract, delivery order, purchase order, or modifications to contracts or orders, or in any way to obligate the payment of money by the Government.  They may not take any action, which may impact on contract or delivery order schedules, funds, or scope.  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.  They may be held personally liable for any unauthorized acts.)  ___ YES   ___ NO

d.  If they are to be reassigned or separated from Government service, is the COR aware of their responsibility to notify TPS and the Contracting Officer in advance of reassignment or separation to permit timely selection and designation of a successor COR?  ___ YES   ___ NO

6.  RECORDS (Do the Task Order COR files contain):
a.  Copies of contract, modifications and applicable task/delivery orders
___ YES   ___ NO

b.  Are most documents also kept in electronic format?

___ YES   ___ NO

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

d.  Copies of all letters from Contractors accompanying deliverables.   

___ YES   ___ NO   ___ N/A

e.  Copies of all Contractor invoices and/or receiving reports (WAWF records are acceptable)  ___ YES   ___ NO   ___ N/A

f.  A copy of the applicable quality assurance surveillance plan (QASP)

___ YES   ___ NO   ___ N/A

g.  Copies of contractor’s monthly performance reports

___ YES   ___ NO   ___ N/A

h.  All correspondence initiated by authorized representatives concerning performance of the contract, to include copies of contractor performance evaluations

___ YES   ___ NO   ___ N/A

i.  The names and position titles of individuals who serve on the contract administration team.  ___ YES   ___ NO   ___ N/A

j.  A record of inspections performed and the results ___ YES   ___ NO   ___ N/A

k.  Memoranda for record or minutes of any meetings and discussions with the contractor or others pertaining to the contract or contract performance

___ YES   ___ NO   ___ N/A

l.  Records relating to the contractor’s quality control system and plan and the results of the quality control effort  ___ YES   ___ NO   ___ N/A

m.   A copy of TMA memo, subject: Appropriate Management Oversight and Use of TMA Non-Personal Services Contracts, dated August 11, 2004

___ YES   ___ NO

n.   A copy of TMA memo, subject: Oversight for Receiving Reports, dated May 18, 2005  ___ YES   ___ NO

o.   A current copy of the COR’s contingency operations plan and all supporting contractor’s contingency operation plans ___ YES   ___ NO

p.   Copies of any acquisition strategy briefings or other documentation supporting the approval of an acquisition of services with a total estimated value of $10 million or more  ___ YES   ___ NO   ___ N/A

q.   Copies of non-disclosure agreements.  ___ YES   ___ NO

r.   Copies of individual technical evaluation forms created during the proposal evaluation phase of the source selection process  ___ YES   ___ NO

s.   Copies of economic analysis performed in accordance with Section 324 of the National Defense Authorization Act for FY 2008.  ___ YES   ___ NO
General Comments / Recommendations

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 










