APPENDIX 4

MEMORANDUM FOR:
[COTRs Name], [Title], 
[Agency/OPDIV], [Organizational Acronym]

FROM:  


[Contracting Officer’s Name], Contracting Officer, 

[Agency/OPDIV], [Organizational Acronym]

SUBJECT:
Appointment of Contracting Officers’ Technical Representative (COTR) for Contract 
No.: _________________

This memorandum appoints you as the Contracting Officers’ Technical Representative (COTR)
 with respect to technical matters within the scope of the contractual instrument referenced above.  As such, you are authorized to act on behalf of this office in all matters related to the monitoring and oversight of the technical and programmatic aspects of the contract, subject to the limitations set forth in this appointment.
This appointment specifically authorizes you to perform the following duties:

· Serve as the primary liaison between the contractor and the Contracting Officer
;

· Ensure consistency among multiple COTRs under a single contract when providing guidance to the contractor and evaluating the contractor’s performance;

· Maintain a complete working file for the assigned contractual instrument; 

· Monitor and evaluate the contractor’s performance and make timely reports of your findings to the Contracting Officer;

· Complete interim and final evaluations of the contractor’s performance under the instrument;

· Provide the Contracting Officer with copies of all of your written correspondence (including electronic communications) with the contractor;

· Inform the Contracting Officer of substantive oral communications (e.g., telephone conversations) with the contractor and provide notes and/or summaries of them as requested;

· Inspect and evaluate products (including reports and drafts) and services delivered by the contractor, and make recommendations to the Contracting Officer regarding their acceptability;

· Review and approve/reject contractor’s invoices (fixed-price contracts) or vouchers (cost-reimbursement type contracts);

· Monitor the contractor’s use of key personnel and notify the Contracting Officer of any changes in key personnel proposed by the contractor;

· Review the qualifications of proposed subcontractors and the appropriateness of subcontracting contract work, and make recommendations to the Contracting Officer regarding consent to the placement of subcontracts;

· Provide the contractor with, monitor the use of, and report on Government-furnished property;

· Provide technical guidance to the contractor;

· Promptly notify the Contracting Officer immediately of any:

 Actual or potential contractor performance problems;

 Action or inaction by HHS/OPDIV personnel that may affect the contractor’s ability to perform; and

 Inappropriate action on the part of HHS/OPDIV personnel with regard to the contract (e.g., any action that creates a conflict of interest on the part of the contractor or causes the contractor to perform inherently governmental functions).  The COTR should concurrently notify the program office of any such action.

· As requested by the Contracting Officer, provide him/her with technical assistance on contract-related matters (e.g., disputes, settlements, litigation, patent and copyright issues, final payment during closeout, etc.);

· Provide timely reports on contractor performance to the Contracting Officer and other interested parties; and

· Ensure proper distribution of final products and other information resulting from the contract.

This appointment does not authorize you to take any action that requires a Contracting                      Officer’s warrant, including:

· Changing any of the contract’s terms and conditions;

· Directing the contractor to perform work or make deliveries not specifically required under the contract;

· Waiving or relaxing, in any way, the Government’s rights with regard to the Contractor’s compliance with the specifications, price, delivery or any other terms or conditions of the contract; and,

· Making any commitments or approving any actions that would create any financial obligation on the part of the Government.  


The period of this appointment shall be from the date of this memorandum until the completion of the contract (including the submission of all required close-out documentation to the Contracting Officer), unless otherwise revoked or canceled, in writing, by the Contracting Officer.  If the appointment is revoked for any reason before completion of this contract, you shall turn over all contract-related information in your possession, at the time of revocation, to the successor COTR or make other dispositions as directed by the Contracting Officer.  You may not transfer this appointment or any authority provided by it to a successor COTR.

Please sign and return this memorandum to the Contracting Officer, and keep a copy for your own records.

By my signature below, I hereby acknowledge that I understand and agree to the terms and conditions of this appointment.

________________________________________                ____________________
Signature






Date

�  This appointment is contingent upon your submission of the appropriate financial disclosure form and verification of your completion of the required Federal Acquisition Certification for Contracting Officers’ Technical Representative (FAC-COTR) certification training.  Failure to submit the required disclosure or COTR certification will result in the revocation of this appointment.  If you do not have a current financial disclosure form on file with your Ethics Official, please notify the Contracting Officer immediately.





� For the purposes of this appointment memorandum, the term Contracting Officer shall include the   Contract Specialist unless otherwise specifically indicated.
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