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SAMPLE COTR NOMINATION LETTER

From:
Commanding Officer,_______________________________________

To:
Contracting Officer, _____________________________________

Subj:
NOMINATION OF CONTRACTING OFFICER’S TECHNICAL


REPRESENTATIVE (COTR)

Ref:  (a) BUMEDINST 4200.2

1.
Per reference (a), I hereby nominate _______________________

as the COTR for the contract resulting from requisition number

____________________________ to acquire ________________________

services in support of________________________________________.

2.
____________________________ is qualified to perform the COTR duties.

3. _____________________________ possesses the technical knowledge and project or program office expertise required.

4.  ____________________________ title, code, business address, and phone number are: _________________________________________.

______________________________

5.
______________________________________ has graduated from the Navy approved COTR training within the last 3 years.

Place of training: __________________________

Dates of training: __________________________

6.
The performance rating elements for ________________________ will (will not) include the COTR function (if not, provide rationale)

Signature:
________________________________ Date: ______________ Commanding Officer

COTR Acknowledgement:

I have reviewed and understand my nomination and the duties, responsibilities, and limitations of the COTR function.

Signature:
__________________________________Date: ___________  COTR

Contracting Officer Acceptance:

Signature: __________________________________Date: _____________ ______________
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