COR FILE DOCUMENTATION CHECKLIST
A complete COR file shall contain the following documentation, as applicable. 

· A duplicate copy of the COR Designation Memorandum.

· Documentation supporting completion of COR training, including required refresher training.

· A copy of the procurement request(s).

· A copy of the request for proposal and all amendments.

· A copy of the Contractor’s technical proposal.

· Copies of preaward correspondence.

· A copy of the contract, task/delivery orders, and all modifications.

· A copy of all correspondence with the Contractor, Contracting Officer and/or Ordering Officer, and other Government officials involved in the contract and/or delivery/task order such as the Administration Contracting Officer (ACO).

· A record all Government Furnished Property (GFP), the date provided to the Contractor, and the condition of the property when provided.

· A copy of the Contract Administration Plan (if applicable).

· Copy of each Security Specification.

· Name, position title, phone number and function of every Government person who is providing technical or administrative assistance.

· Contact information, responsibilities, and limitations of the Alternate COR (ACOR), if assigned.

· A surveillance plan describing when, where, and how surveillance is accomplished and how the results will be used (Quality Assurance Surveillance Plan (QASP) if applicable).

· Copies of the minutes and list of attendees for each contract related meeting.

· Copies of test reports (if applicable).

· Record of unforeseeable situations, conditions, Acts of God, etc., and any actions taken to minimize adverse consequences.

· A tickler system showing all due dates and milestone events.

· A copy of all contractor performance reports, including CPR if applicable.  See CMPG 5.3.3 for details on CPR requirements.

· Descriptions of Contractor performance or provisional deficiencies and steps taken to correct them.

· A system of documenting all labor hours, costs, travel dollars authorized and expended.

· Copies of all invoices and receipt documents processed from the Contractor.

· Copies of all receipts and acceptance documents processed.

· Record of overall Contractor performance evaluation at the end of the contract or deliver/task order.

· Letter terminating COR designation (if applicable).

· Minutes of the Contracting Officer’s debriefing of the COR at the end of the contract.

· Phone calls and Memoranda for Record (MFR). 

· Any additional supporting documentation.
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