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FIELD DELEGATE CONFERENCE

OBJECTIVE

 Discuss the 30 day advance audit notification to the Field Delegates 

 Discuss requirements list for scheduled Field Delegate audit 

 Explain the In-Brief and Out-Brief process 

 Explain the overall Field Delegate audit process 
(audit checklist)
(audit findings) 
(on-site/future Field Delegate training)
(final audit report/dissemination)  
(Corrective Action Plan) 

 Discuss scheduling of Field Delegate audits
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FIELD DELEGATE CONFERENCE

THIRTY (30) DAY NOTIFICATION

 OCB will send a notification to the Field Delegates 30 days prior to the scheduled 
audit. 

 The memorandum will outline specific information regarding the upcoming 
audit—

1) OCB’s arrival date and expected dates of audit 

2) request for in-brief and out-brief with Field Delegate, immediate  
supervisor, Director, other invited attendees 

3) include a requirements list to be accomplished prior to OCB’s arrival 
on site
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FIELD DELEGATE CONFERENCE

OCB REQUIREMENTS LIST 

The OCB requirements list will consist of the following items—

1)  A list of Purchase Orders to be pulled prior to OCB arrival 
date. 

2)  A conference room to be reserved for OCB use during audit 
timeframe. 

3)  A list of supplies for OCB use (pens, paper, stapler, etc.).  

All requested items should be readily available and preferably
placed in conference room prior to OCB arrival date. 
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FIELD DELEGATE CONFERENCE

IN-BRIEF/OUT-BRIEF PROCESS

OCB will conduct an in-brief and out-brief of the audit process—

 In-brief will be conducted with the Field Delegate, immediate supervisor, Director and other 
attendees on the first day of audit. 

 Purpose of in-brief is to inform attendees of the following: 

1)  overall audit process--perform audit of Purchase Orders utilizing a formal checklist of 
identified contracting processes 

2)  explain one-on-one interaction between OCB team and Field Delegates during the audit 
which may include on-site training 

3)  explain  that  the key audit findings will be  furnished at the out-brief 

4)  discuss the final audit report  (what it will cover/expected release date) 

5)  explain the Corrective Action Plan (CAP) that may be required IAW audit report 
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FIELD DELEGATE CONFERENCE

FIELD DELEGATE AUDIT PROCESS 
AUDIT CHECKLIST 

Audit checklist (attached) includes the following categories—

 Compliance with laws and regulations (FAR, CAR, CAM) 

 Effective and efficient acquisition of products & services (acceptable 
acquisition practices)

 Compliance with policies utilizing sound business practices (NAHB, 
NAPG)

 Effectiveness of management environment (training/educational 
requirements, availability of acquisition references)
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FIELD DELEGATE CONFERENCE
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FIELD DELEGATE CONFERENCE

FIELD DELEGATE AUDIT PROCESS 
AUDIT FINDINGS

The audit checklist will be completed by the OCB team on each purchase order, and 
result in written audit findings. 

The audit findings will become the basis for—

 On-site and future training with the Field Delegates 

 Out-brief discussions with Field Delegates and their superiors 

 Final submission of Field Delegate audit report inclusive of an applied rating:  
Satisfactory, Needs Improvement, Unsatisfactory 

 Follow-up audits (dictated by needs improvement or unsatisfactory rating)
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FIELD DELEGATE CONFERENCE

FIELD DELEGATE AUDIT PROCESS  
ON-SITE/FUTURE FIELD DELEGATE TRAINING  REQUIREMENTS

 The OCB team may utilize a portion of their on-site audit to perform one-on-one 
training with a Field Delegate.  This will be a perfect time for the Field Delegate 
to broaden his/her contracting expertise, as well as bring up contracting issues 
and concerns that require clarity. 

 The OCB team will also determine future training requirements based on the 
summation of Field Delegate audits and applied ratings given in each fiscal year.  
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FIELD DELEGATE CONFERENCE

FIELD DELEGATE AUDIT PROCESS 
FINAL AUDIT REPORT

 OCB will submit a final audit report to the following within 30 days after the 
audit—

1)  Field Delegate

2)  Field Delegate Supervisor

3)  Chief Financial Officer (CFO)

4)  Acquisition Liaison 

 The audit report will include—

1)  Summary of Findings

2)  An assigned rating for each of the four categories and an overall 
audit rating

3)  Recommendations 

4)  Action Required—CAP  (if applicable) 
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FIELD DELEGATE CONFERENCE

FIELD DELEGATE AUDIT PROCESS 
FINAL AUDIT REPORT

 General Comment:  

The audit process is a team effort by OCB and the Field Delegates.  OCB 
considers each audit a positive approach to assist the Field Delegates in 
applying simplified acquisition procedures to their contract executions. 

 The final audit report is the summation of the audit process and will reflect--

1)  how well the Field Delegate is currently performing  (assigned rating) 

2)  individual recommendations each Field Delegate can perform to 
enhance contracting performance
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FIELD DELEGATE CONFERENCE

FIELD DELEGATE AUDIT PROCESS 

AUDIT REPORT

 Final audit report will only stipulate a Contracting Officer warrant 
suspension in extreme cases. 

 Examples:

√   Field Delegate does not have the required FAC-C certification

√   Field Delegate executes a contract action that is not in 
compliance with the law

√ Field Delegate requires extensive training to increase his/her 
contracting knowledge 
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FIELD DELEGATE CONFERENCE

FIELD DELEGATE AUDIT PROCESS 
CORRECTIVE ACTION PLAN (CAP)

 What is the Corrective Action Plan (CAP)? 

A plan of action to implement OCB’s recommendations.  The plan should be a 
timely response to OCB and inclusive of any required training/other actions 
that will reflect an immediate and ongoing progression in the Field Delegate’s 
contracting expertise.  

 Who is responsible for preparation of the CAP? 

The Field Delegate in conjunction with his/her supervisor

 OCB will furnish a suspense for receipt of the CAP (normally 10 or more days). 
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FIELD DELEGATE CONFERENCE

FIELD DELEGATE AUDIT SCHEDULE

 FY 09 AUDITS HAVE BEEN COMPLETED AND FOLLOW-UP AUDITS 
WILL BE PERFORMED DURING THIS FY 11. 

 FY 10 AUDITS WILL BEGIN IN MAY 2011 AND RUN 
CONSECUTIVELY THROUGHOUT THE REMAINDER OF THIS 
CALENDAR YEAR.  
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