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COR FILE DOCUMENTATION

A complete COR file should include, but not be limited to, the following documentation:

1.    A duplicate copy of the COR nomination and designation letters. 

2.    A duplicate copy of any Alternate COR nomination and designation letters.
3.    A duplicate copy of any CSM nomination and designation letters.
4.    A copy of the DD Form 254, Security Specification.

5.    A record of all Government Furnished Property, the date provided to the contractor, and

       the condition of the property when provided.
6.    A tickler system of all due dates for contract related deliverable reports, etc.
7.    A copy of the Contract Surveillance Plan detailing how surveillance will be accomplished

       and a copy of the Contract Administration Plan (if any).

8.    Copies of documents reflecting completion of surveillance in accordance with the plan.

9.    Letter terminating COR appointment (if applicable).

10.  A copy of the contract or task order and all modifications.
11.  A system for verifying invoices against all labor hours, costs, travel dollars authorized and
      expended.
12.  Record of overall contractor performance evaluation at the end of the contract/order.
13.  A copy of the Contractor's Task Order proposal.
14.  Copies of pre-award correspondence between the COR and contractor (in the case of 

       supporting the task order development process).
15.  A copy of all correspondence with the contractor, contracting/ordering officer and any        

       other Government official(s) involved in the contract/order.
16.  Copies of the minutes and list of attendees for each contract related meeting.
17.  Phone calls and memos to the file.
18.  Any other supporting documentation.
19.  Copies of Test Reports

20.  Final copies of all other contract data deliverables.

21.  Copies of all contractor performance reports, and documentation of contractor
       performance deficiencies and steps taken to correct them.
22.  Copies of all receipt and acceptance documents processed.

23.  Copies of all invoices received from the contractor.
PART I
COR FILE
Index Checklist
	TAB
	                                       DESCRIPTION       

	

	1
	Copy of COR Nomination Memorandum

	2
	Copy of COR Designation Letter

	3
	Copy of CSM Nomination Memorandum

	4
	Copy of CSM Designation Letter

	5
	Copy of Alternate COR Nomination Memorandum

	6
	Copy of Alternate COR Designation Letter    

	7
	Copy of Contract or Task Order and all Modifications

	8
	Copy of DD Form 254, Security Requirements

	9
	Record of all Government Furnished Property

	10
	Tickler System of Due Dates for Contract Related Deliverable Reports, etc. 

	11
	Copy of letter(s) Terminating COR, CSM or Alternate COR Appointment

	
	

	
	

	
	

	
	

	
	

	
	


NOTE:  Documents containing Source Selection Information MUST be stamped:

“SOURCE SELECTION INFORMATION

SEE FAR 2.101 AND FAR 3.104”
PART II

COR FILE
Index Checklist
	TAB
	                                       DESCRIPTION      

	

	1
	Copy of Contract Surveillance Plan/ Quality Assurance Surveillance Plan (QASP) (FAR 46.401) and Contract Administration Plan (if any)

	2
	Copies of Documents Reflecting Completion of Surveillance in accordance with the Plan

	3
	Copies of Contractor Performance Reports, Provisional Deficiencies and Corrections

	4
	Record of Overall Contractor Performance Evaluation at End of Contract/Order

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


NOTE:  Documents containing Source Selection Information MUST be stamped:

“SOURCE SELECTION INFORMATION

SEE FAR 2.101 AND FAR 3.104”
PART III

COR FILE
Index Checklist
	TAB
	                                       DESCRIPTION       

	

	1
	Copy of Contractor’s Task Order Proposal

	2
	Copies of Pre-Award Correspondence between the COR and Contractor (in the case of supporting the task order development process)

	3
	Copy of all Correspondence with the Contractor, Contracting/Ordering Officer and any other Government Official involved in the Contract/Order

	4
	Copies of Minutes and List of Attendees for Contract/Order related Meetings

	5
	Phone calls and memos to the File

	6
	Other Supporting Documentation

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


NOTE:  Documents containing Source Selection Information MUST be stamped:

“SOURCE SELECTION INFORMATION

SEE FAR 2.101 AND FAR 3.104”
PART IV

COR FILE
Index Checklist
	TAB
	                                       DESCRIPTION      

	

	1
	Copies of Test Reports

	2
	Final copies of all other Contract Data Deliverables

	3
	Copies of Receipt and Acceptance Documents

	4
	Copies of Invoices

	5
	System for Verifying invoices against all Labor Hours, Costs, Travel Dollars Authorized and Expended

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


NOTE:  Documents containing Source Selection Information MUST be stamped:

“SOURCE SELECTION INFORMATION

SEE FAR 2.101 AND FAR 3.104”
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