Contracting Officer Representative File Content Checklist
As a Contracting Officer’s Representative (COR) you are required to maintain adequate records to sufficiently document the performance of your duties as COR during the life of a contract, and forward such records to the Contracting Officer at the completion of the contract. To assist you in this effort, the following File Format Checklist was developed to assist you in your record keeping. The intent of this checklist is to facilitate the processing of all COR actions, assure file requirements are not inadvertently overlooked; present a professional work format; and effectuate a more expeditious review of COR files. 

The checklist may be used in folders, notebooks, or other resources that consolidate the required information.  Some contracts are larger and may require additional folders. Additional folders, if required, should be numbered (i.e., 1 of 3).  

	Checklist for COR File Content

	CONTRACT NUMBER:


	CONTRATING OFFICER:

	CONTRACT VALUE:


	CONTRACTING OFFICER TELEPHONE:

	CONTRATOR:


	COR:

	CONTRACTOR CONTACT:


	COR TELEPHONE:

	CONTACT TELEPHONE:


	

	CONTACT E-MAIL:


	

	Place document in file.  If document is required, place an “X” in the “IN FILE” column or N/A if not applicable.  Use folder identifier if there is more than one folder.

	TAB
	DOCUMENTATION
	IN FILE

	1.
	COR Appointment Letter
	

	2. 
	Training Certificates
	

	3.
	Technical and Administrative Points of Contact
	

	4. 
	Contract
	

	5. 
	Contact Modifications
	

	6.
	Task Orders/Delivery Orders and Modifications
	

	7.
	General Correspondence (Meeting Minutes, MFRs, Trip Reports)
	

	8
	Contractor Correspondence
	

	9.
	Contracting Officer Correspondence
	

	10.
	Surveillance Plan
	

	11.
	COR Inspections/Results
	

	12.
	Deliverables
	

	13.
	Receiving/Acceptance Documents
	

	14.
	Invoices
	

	15.
	Payment Log
	

	16.
	Monthly Report to Contracting Officer
	

	17.
	Applicable Regulations (hardcopy or list of websites)
	

	18.
	Alternate COR Designation, Contact Information, and Correspondence
	

	19.
	Other (tailor as necessary)
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


