Guidelines for Contract Technical Representatives

All Contract Purchase Orders for items such as maintenance, services, licenses, software support, job shoppers, consultants, graduate students, milestone payments, blanket order contracts, non-commercial Research & Development, and design contracts to have a contract technical representative assigned who will serve as the primary point of contact with the vendor for all technical matters related to the contract.  In many cases, this is the original requisitioner for the goods/services covered under the contract.  Responsibilities will include:

· Monitoring the contractor's performance to ensure that the technical and schedule requirements of the contract are met

· Receipt of all deliverables

· Inspection and accepting of supplies or services under the contract

· Identification of supplier non-conformance issues

· Reporting of substantial or deficient supplier performance to procurement personnel

· Identification of the need for technical changes

· Reviewing and approving invoices

Details of each can be found at https://sbms.bnl.gov/ld/ld02/ld02e111.htm
In order to be named “Contract Technical Representative” on a contract, you are required to take the Contract Administration for Technical Representatives course (PR-CONTRACT-R2A2), which is given on a monthly basis by PPM.  This training will be good for three years before the class must be repeated.  Contact the NSLS Training Coordinator (Eva Rothman x2295) if you need to register for the course.

