COR Monthly ReportSAMPLE

(Refer to NAVAIRINST 4200.57)
	[bookmark: _GoBack]A
	Report Information

	
	COR Name
	

	
	PCO Name
	

	
	Reporting Period
Enter the period covered by this report.  Note that in accordance with NAVAIRINST 4200.57, paragraph 6.c.(7), written COR reports are to be completed and submitted to the PCO on a monthly basis.
	



	B
	Contract Information

	
	Contract/Delivery Order/Contract Line Item #
	

	
	Contractor Name
	

	
	Contract/Order/Contract Line Item Period of Performance
	

	
	Current Option Period of Performance (if applicable)
	



	C
	References
Enter reference documents deemed necessary to support this report in the rows below, e.g., COR Designation Letter dated XX, Quality Assurance Surveillance Plan dated XX, CDRL Deliverable dated XX, Section E of the Contract, specific contract clauses, etc.

	
	a
	COR Designation Letter dated XX

	
	b
	CDRL XX, Incurred Cost and Progress Reporting, Deliverable dated XX

	
	c
	Contractor Invoice Submittal of XX

	
	d
	NAVAIRINST 4200.58, Knowledge Based Services Contracts Interim Guidance

	
	e
	NAVAIR Clause 5252.232-9509, Reimbursement of Travel, Per Diem, and Special Material Costs

	
	f
	CDRL XX, XXX, dated XX

	
	
	



	D
	Enclosures
Enter documents that are attached to this report and discussed herein below.  For example, any Quality Assurance Surveillance Checklists completed during the reporting period, relevant correspondence, etc. should be attached.

	
	1
	Quality Assurance Surveillance Checklist dated XX

	
	2
	E-mail to Contractor from COR dated XX

	
	3
	Contractor Request to Purchase Special Material dated XX

	
	
	



	E
	Performance Summary
Use the space below to document details regarding the performance of COR functions, duties, and/or responsibilities for the reporting period and resulting findings and actions taken.

	1. 
	In accordance with reference (a), I performed my designated COR functions, duties, and responsibilities for the reporting period specified herein.  Details supporting this performance are as follows:

1. On XX , the enclosure (1) Quality Assurance Surveillance Checklist was completed.  (Note:  If the contract does not include a QASP and QASP checklists, include details related to surveillance performed, e.g., site visits conducted, customer feedback solicited and received, etc.)

2. On XX, the reference (b) Incurred Cost and Progress Reporting CDRL was reviewed.  This deliverable supported the reference (c) invoice submittal.  Per review of the referenced invoice and CDRL submittal, it was determined that no rates within individual labor categories exceeded $250K and that ODCs were within required thresholds per the reference (d) instruction.  However, an error in the number of labor hours charged was identified.  Specifically, 8 Full Time Equivalents (FTEs) were invoiced even though only 7 FTEs supported the contract for the invoicing period.  The PCO was notified of this issue via the enclosure (2) e-mail on XX, and the PCO contacted DCAA the same day via phone.  The contractor has agreed to include an adjustment in its next invoice submittal.  This adjustment will be verified upon review of the next invoice submittal and documented accordingly in the next COR monthly report submittal.  Other than the issue noted above, amounts invoiced are considered to be consistent with the requirements of the contract and commensurate with actual performance.

(Alternatively, if no issues were identified, it could be stated that it was determined that invoiced amounts were consistent with the requirements of the contract and commensurate with actual performance.)

3. On XX, the enclosure (2) request to purchase special material in accordance with paragraph h of the reference (e) clause was reviewed.  This request was denied per the enclosure (3) e-mail.

4. On XX, the reference (f) CDRL deliverable was reviewed.  This deliverable was due on XX but not submitted to the Government until XX.  This is the 3rd consecutive month that this deliverable has been provided late.  As this deliverable is utilized to complete Government reporting, there is concern that continued late submittals may impact the Government’s ability to meet its internal schedules.  It should be noted that while the deliverable has been provided late, the quality of the deliverable is very good.  It is requested that a discussion with the contractor, PCO, and COR be held within the next week to discuss the timeliness issue and determine if increased surveillance efforts are necessary.  A follow-up to this concern will be provided in the next COR monthly report submittal.

5. Add additional details as necessary.


	
	Based on performance of the designated COR functions, duties, and responsibilities documented above, all issues that were identified during the reporting period have been documented and brought to the attention of the PCO.

This report will be included in my COR file with copies forwarded to the PCO, COR Nominating Official/Manager/Supervisor, COR Manager/Supervisor (if different from Nominating Official), and other applicable points of contact within the requiring activity.

	
	Contracting Officer Representative Signature

	Date





	G
	Original to:

	
	|_| COR File



	H
	Copies to:

	
	|_| PCO
|_| COR Nominating Official/Manager/Supervisor
|_| COR Manager/Supervisor (if different from Nominating Official)
|_| Requiring Activity POCs



