SAMPLE GOVERNMENT TECHNICAL MONITOR (GTM)

 DESIGNATION MEMO

MEMORANDUM
TO:

[GTM]

FROM:
[Contracting Officer]

SUBJECT:
Designation of Government Technical Monitor (GTM) under Contract 

No. [insert contract number]

At the request of [insert COR’s name] and pursuant to the authority granted to me as a Contracting Officer, you are hereby designated a Government Technical Monitor (GTM) under [insert contract number] with [insert name of contractor].

Please note that this delegation does not include the right to:

· modify or alter the contract or any of its terms and conditions;

· waive the Government’s rights with regard to the contractor’s compliance with the specifications, price, delivery, or any other terms or conditions; or,

· approve any actions which would result in additional charges to the Government.

All such actions may only be made in writing by the Contracting Officer.

This delegation authorizes you to perform the tasks listed below to the extent required by the terms of the contract and as specified herein:

1. Monitor and inspect the contractor’s progress and performance to assure compliance with the contract terms and conditions (Tasks C.1.2., C.2.3 and C.5 only). 

2. Receive deliverables (supplies, services, and/or reports) on behalf of the Government (Tasks C.1.2, C.2.3, and C.5 only).  

3. Verify satisfactory delivery of contract items and prepare receiving reports (Tasks C.1.2, C.2.3, and C.5 only).

In exercise of this authority as the GTM, you are responsible for:

1. Keeping the COR informed of all actions taken with respect to this delegated authority.

2. With regard to monitoring and inspecting the contractor’s progress and performance, you must promptly notify the COR and Contracting Officer in writing of any noncompliance or deviation in performance or failure to make performance.

3. With regard to preparing receiving reports, you must execute these documents promptly and transmit them to the COR within five calendar days.  Delays in processing receiving reports may cause late payment by the Government and the incurrence of interest charges.

4. Knowing and understanding the terms and provisions of the contract.

5. Knowing and the scope and limitations of your authority.

6. Notifying the COR and Contracting Officer immediately if you believe the delivered supplies or services should be rejected.  Follow up in writing with a brief memorandum documenting the reason(s) for the rejection.

If any questions arise which are not clearly answered in the contract (including the specifications) or if disputes with the contractor occur, prepare a written report to the COR and Contracting Officer setting forth the problem(s) encountered.

This delegation is effective until [insert date or time period], is limited to the referenced contract, and is not subject to redelegation by you.  This delegation may be terminated at any time by written notice from the Contracting Officer if you are transferred from your present position or are prevented from continuing as GTM for the referenced contract.

Receipt Acknowledged:

________________________________________________
_______________
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Finance/payment office (if GTM will be approving vouchers/invoices)


Contract file

