COR Self-Inspection Checklist
1.  The COR file is a part of the official contract file and must be maintained in accordance with the Contracting Officer’s instructions. The primary COR should maintain the official COR file, which must be available for review by the Contracting Officer, Inspector General, GAO, or other authorized officials.

2.  Only a few of the documents that the COR file shall include are as follows.  A complete listing should be contained in your COR Appointment Letter. 

a. A copy of the contract award (master BPA agreements included).
b. Memorandum of COR appointment.

c. Relevant correspondence of the award.

d. Record of any telephone conversations and other communications with the contractor.

e. Other records of the contractor’s performance.

3.  Some tips to remember in maintaining your contract file:

a. Include the contract number on each record and all correspondence relating to the contract.

b. In your computer files, create a separate folder for each contract to enable ready access to pertinent files.

C. Be sure that the Contracting Officer and other interested parties receive copies of all significant correspondence.

d. Give the utmost care to safeguarding proprietary data and classified and business-sensitive information.

e. Do not rely on your memory - document events on the day or next working day after they occur.

f. Keep a record of important telephone conversations.

g. Take good meeting notes, even when for the informal meetings.

4.  Some general tips for being a COR are as follows:

a. Read the contract, pay particular attention to option exercise requirements and deliverables.

b. Maintain the COR file.

c. Eliminate all conflicts of interest if there is potential for any. 

d. Know your limitations.

e. Communicate with the Contracting Officer on any issues that are not clear.

f. Safeguard contractor’s proprietary information such as pricing data.

g. Know what the IT security requirements are of the contractors.  

COR Self-Inspection Checklist
Per the DSCA COR Guide, the Contracting Officer shall conduct COR file reviews no less than annually.  Throughout the process, the COR must maintain accurate and complete records, while accomplishing the following tasks.

1. Have you reviewed the DSCA COR Guide?  






2.  Do you have a copy of your COR appointment letter in the applicable COR file(s)?  If so, has it been fully acknowledged by you and the contractor?  









3.  If this contract includes a surveillance plan, are you performing the surveillance based on the plan?  Are you updating the plan to maintain its currency? (Note:  Per FAR 46.102, Contracts for commercial items shall rely on a contractor’s existing quality assurance system as a substitute for compliance with Government inspection and testing before tender for acceptance unless customary market practices for the commercial item being acquired permit in-process inspection (Section 8002 of Public Law 103-355). Any in-process inspection by the Government shall be conducted in a manner consistent with commercial practice.  Per DFARS 246.102(1), Departments and agencies shall also—…Apply Government quality assurance to all contracts for services and products designed, developed, purchased, produced, stored, distributed, operated, maintained, or disposed of by contractors. Per DFARS 246.102(3), Departments and agencies shall also— Base the type and extent of Government contract quality assurance actions on the particular acquisition.)  











































4.  Do you have a suspense system established to advise the Contracting Officer if the contractor failed to complete work performance or delivery of contracted supplies according to scheduled dates? 



































5.  Do you report any instance of suspected conflict of interest or fraud, waste, and abuse to the Contracting Officer or the local Office of General Counsel.  










































6.  Do you have all technical publications and regulations included in the contract on hand?  

























7.  Do you ensure that the contractor has current security clearances for facilities and personnel?  












8.  Do you ensure that contractor personnel working on a Government facility wear identification at all times and identify themselves as contractor employees when attending meetings, using the telephone, and in all correspondence (whether written or electronic)?  




































  














9.  Did you notify the appropriate directorates to revoke e-mail and installation access when the contract expired or was terminated?  












































10.  Do you perform property surveillance and/or oversight over accountability on government furnished property?  How often?  














































11.  Is the list of Government furnished property identified in the contract still current?  






































12.  How do you monitor the contractor’s performance, including submittal of required reports and other documentation?  

































  













13.  Who is your back-up for processing invoices, in the event of extended absences?  








































14.  How do you ensure you notify the Contracting Officer in sufficient time to put the contractor on notice to avoid losing the Government’s right to exercise an option unilaterally? 






































15.  Are you leaving GCMC within three months?  If so, have you notified the Contracting Officer and has a replacement been trained and nominated? 










































16.  Do you have any technical and/or administrative assistance?  If yes, have the names and phone numbers been passed on to the Contracting Officer or Contractor?  




























17.  Do conflicts exist between you and any Contractor personnel?  
































18.  Does your file include copies of Assessments, NSPS performance reviews and file reviews conducted by the Contracting Officer, copies of any written notifications from the Contracting Officer to your functional area Supervisor, and copies of the checklists used by the Contracting Officer in conducting COR file reviews?  










































19.  Are there any corrective actions still pending since the previous COR file review?  If so, please describe the pending items and the measures being taken to correct them.  





























