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Contracting Officer’s Representative (COR)

	References:
* NAVSUPINST 4205.3 - Contracting Officer's Representative 
* BUMEDINST 4200.2 Series, Health Care Services Contracting 
* NAVSUPINST 4330.7 Services Contracting Contract Administration Plan for Medical/Dental Services Contracts
* BUMED FIP SOP 
	Command POC:


	Standard
	Yes
	No
	Comments/Notes

	Training

	Has the COR completed CLC 106 and the Medical Services COR Course taught by Naval Medical Logistics Command (NAMEDLOGCOM)? 

	
	
	

	Has the COR conducted a minimum of eight (8) hours of COR refresher training (every three (3) years)? 

	
	
	

	Files

	Does the COR have a copy of the nomination letter from their CO/OIC?
	
	
	

	Does the COR have a copy of their appointment letter from the Contracting Officer?
	
	
	

	Does the COR have a procedure/system for maintaining and filling all contract administration records?
	
	
	

	Knowledge and understanding of the contract

	Does the COR have a copy of the contract (including all modifications)?
	
	
	

	Does the COR understand their responsibilities, duties, and limitations in accordance with the contract?
	
	
	

	Contract Administration Plan

	Does the COR have a copy of the Contract Administration Plan?
	
	
	

	Does the COR conduct surveillance in accordance with the plan and supported with documentation? 
	
	
	

	Is the COR tracking substitutes and vacancies? 
	
	
	

	Does the COR have a process in place for verifying contractor invoices?  
	
	
	

	Does the process include appropriate interface with the supervisor or timekeeper?
	
	
	

	Are appropriate contractor problems reported using a Contract Discrepancy Report?

	
	
	

	Is the COR tracking burn rates?

	
	
	

	Incentive Plan/Award Fee

	Does the COR submit information to the PEB in accordance with the Fee Plan in a timely manner? (need validation as these were not identified in instruction)
	
	
	

	Contractor Interface

	Does the contract require the COR to meet with the contractor?
	
	
	

	If so, are regularly scheduled meetings occurring and are minutes being recorded?
	
	
	

	Contract Discrepancy Report (CDR)

	Does the COR include a time limit for contractor response in each CDR?
	
	
	

	Does the COR provide a copy of all CDRs to the contracting office?
	
	
	

	Ethics

	Does the COR know the command's Ethics Counselor?
	
	
	

	Has the COR attended ethics training within the last 12 months?
	
	
	

	Is the COR familiar with Joint Ethics Regulation DOD 5500.7-R and CFR 2638.705?
	
	
	

	Has the COR completed an OGE Form 450?
	
	
	

	Does the COR know who to call to receive legal advice on issues relating to contract administration?


	
	
	

	Alternate Contracting Officer's Representative (ACOR)

	Is there an ACOR appointed?
	
	
	

	If yes, when did the ACOR receive COR training?
	
	
	

	Is the ACOR’s documentation included in the COR files or does the ACOR maintain separate files?
	
	
	

	How often is the interface between the COR and the ACOR?

	
	
	

	Professional Affairs Coordinator (PAC)

	How often does the COR interface with PAC?
	
	
	

	Does the COR review the credentialing packages prior to forwarding them to the PAC?
	
	
	

	Are the credentialing packages received on time?
	
	
	

	What actions does the COR take when an incomplete credentials package is received from the contractor?
	
	
	

	Healthcare Workers (HCW)

	Has the COR documented that physical examinations for HCWs have been submitted and is the COR tracking this information?
	
	
	

	Has the COR received the criminal background investigations for all HCWs and is the COR tracking this information?
	
	
	

	Have HCWs completed command orientation requirements, and is documentation of completion on file?
	
	
	

	Additional Comments:
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