TASKS YOU MAY BE ASKED TO DO AS A COTR

•  Maintain an arms-length relationship with the contractor; 

 •  Keep Contracting Officer fully informed of any technical or contractual difficulties encountered during performance;

•  Assuring the Contracting Officer that the contractor’s performance meets the technical requirements, terms, and conditions of the contract;

•  Inform the contractor of failures to comply with the technical requirements of the contract;

•  Coordinate site entry for contractor personnel as needed;

•  Ensure that any Government Furnished Property is available when needed and is being accounted for by the appropriate property personnel;

 •  Ensure that all required items, documentation, data, and/or reports are submitted as required by the contract;

•  Evaluate proposals and participate in negotiations for contract modifications and claims, as requested by the Contracting Officer;

•  Review vouchers for cost-reimbursement type work and recommend approval/disapproval to the Contracting Officer 

•  Review and process invoices and vouchers in a timely manner in accordance with the Prompt Payment Act;

•  Document decisions made and actions taken as the COTR;

 •  Maintain adequate records to sufficiently describe the performance of duties as COTR during contract performance;

•  Provide the Contracting Officer with a copy of any correspondence sent to the contractor;

•  Conduct site visits at the location(s) where the work is being performed; 

 •  Verify that required Dept. of Labor and Equal Employment Opportunity documents are posted in view of employees;

 •  Perform final inspection and acceptance of all work required under the contract

