(Insert Program Manager Letterhead Here)
MEMORANDUM FOR:  (Name)
                                         (Title)
FROM:                             (Name)
SUBJECT:
               Nomination Memorandum:  Instructions to the Contracting Officer’s 
                                         Technical Representative
You are hereby nominated as [COTR/Task Manager/P/OC] for the [Title of Project].

The estimated life cycle cost for the acquisition is [$0000]. The effective management of this program/project is essential in order to protect the resources and interests of the Department. Your involvement in each phase of the acquisition process from advanced acquisition planning through contract close-out is essential to the effectiveness of this process.
This nomination is predicated on your qualifications as a certified COTR in the Department of Commerce. You are responsible for maintaining your credential throughout the performance of your duties under this assignment. You are further responsible for applying best practices in acquisition management to all aspects of this effort.
You are responsible for complying with all requirements that the contracting officer sets forth during the acquisition process. If at any time during the performance of your roles and responsibilities as COR you identify potential direct or indirect financial interests which would place you in a position where there is a conflict between your private interests and the public interests, in accordance with Department Administrative Order (DAO 202-735) Employee

Responsibilities and Conduct which covers employee responsibilities and conduct for

U.S. Department of Commerce personnel, you shall immediately advise me and the contracting officer of the potential conflict so that appropriate action can be taken.
This nomination is effective through contract award and your formal appointment as

[COTR/Task Manager/P/OC] by the contracting officer.
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