
COR TURN-OVER CHECKLIST (March 2016)

1. [bookmark: _GoBack]When a COR is being relieved by another COR on an existing Contract, Delivery Order (DO) or Task Order  (TO), a Turn-Over from the outgoing COR to the relieving COR is required. This Turn-Over Checklist is provided to document the status of the contract/DO/TO at the time of the transfer of COR roles and responsibilities. This Turn-Over Checklist shall be completed, signed by both the relieved and relieving CORs and submitted by the relieving COR to the Procuring Contract Officer (PCO). In addition, the relieving COR will upload the Checklist into the Miscellaneous Documents section of the CORT Tool COR File.   

The COR files constitute a part of the Official Contract File, and thus transitioning the files from the departing COR to the replacement COR is important to maintaining the system of records.  The content of Contract files as well as the period for Government Contract File retention is addressed at FAR 4.8.  Generally it is best to plan on transitioning all COR files to the relieving COR.  Note: Existing CORT Tool COR File documents will automatically be visible to the relieving COR once designated in the CORT Tool. The outgoing COR shall not retain any proprietary or sensitive data records pertaining to the contract/DO/TO.

2. Required Contract Information:
· Contract Number:_XXXXXX-XX-X-XXXX_ DO/TO Number:_XXXX_
· Contractor Name: ___________  _______________________________________
· Location of Performance: _____________________________________________
· Current Period of Performance (POP): MM-DD-YYYY to MM-DD-YYYY
· Contract Completion Date: MM-DD-YYYY
· Year (e.g., Base, Opt 1, Opt2, Opt 3, Opt 4): ______________ 
· Funded to Date: $XX,XXX,XXX.XX
· Total Planned Funded amount: $XX,XXX,XXX.XX
3. Planned Date of COR Transfer: MM-DD-YYYY

4. COR Files Transfer Status:

	
Description
	Status     Yes/No/NA
	Outgoing COR Initials
	Relieving COR Initials

	1) Has the outgoing COR provided soft copies of the Basic Contract, all the Contract Modifications and the Attachments (e.g., SOW/PWS, CDRLs)? NOTE: these documents are available within the WAWF e-Business Suite Electronic Data Access (EDA) Application
	
	
	

	2) Has the outgoing COR provided a hard or soft copies of the CDRL Deliverables submitted as required by the contract, as well as the COR's analysis of the CDRLs and any resulting actions taken? 
	
	
	

	
Description
	Status     Yes/No/NA
	Relieved COR Initials
	Relieving COR Initials

	2a)  A subset to #2 above: Has the outgoing COR provided soft copies of the Contractor-submitted Status Reports?
	
	
	

	2b) A subset to #2 above: If applicable, has the outgoing COR provided a soft copy of the Government-Furnished Property (GFP) and/or the Government-Furnished Information (GFI) inventory?
	
	
	

	2c) A subset to #2 above: If applicable, has the outgoing COR provided soft copies of Contractor-submitted travel requests and resulting Trip Reports?
	
	
	

	3) Has the relieving COR obtained WAWF e-Business Suite EDA, iRAPT and CORT Tool access/accounts?  Has the outgoing COR provided a soft copy of the contract funding history to date?
	
	
	

	4) If applicable, has the outgoing COR provided a soft copy of the QASP (or other Surveillance Plan), a record of contract surveillance conducted to date, the results of inspections performed (documenting who, how, when, and where), and any actions taken?
	
	
	

	5)  If applicable, has the relieving COR been provided appropriate access to the Contractor Performance Assessment Performance System (CPARS)? Has the outgoing COR provided a soft copy of the CPARS Assessment documenting the Contractor’s performance up to the date of the COR transfer?
	
	
	

	6) Has the outgoing COR provided soft copies of Memoranda for Record of the minutes of meetings, site visits, telephone conversations, and other discussions with the contractor or others pertaining to the contract or contract performance? These minutes should include attendee’s names, dates, matters discussed, actions taken and all open Action Items and their status.
	
	
	

	7)  Has the outgoing COR provided soft copies of all Invoice Review Reports and identified any current issues/concerns?
	
	
	

	8)  If applicable, has the outgoing COR provided soft copies of the Tripwire Reports submitted, corrective action taken and any current issues/concerns? 
	
	
	

	9) Does the relieving COR have access to the Tripwire Tool? Note: Not applicable if contract/order is for other than Services.
	
	
	

	10)  Has the outgoing COR provided soft copies of any deficiency reports?
	
	
	





5. COR Signatures:
Relieved COR Signature: ________________________________    Date: MM-DD-YYYY

Relieving COR Signature: ______________________________   Date:  MM-DD-YYYY

