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(OTA) Management*
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*This training is specific to prototype OTAs made through the MTEC consortium.  The views and assertions expressed in this 
presentation are those of the authors and do not necessarily reflect any official policy or position of the United States Army." 
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US Army Medical Research and Development Command



Outline

I. Members of the Other Transaction Agreement 
(OTA) Team

I. SOTR Appointment letter
I. What responsibilities do you have to RAA and                               

the taxpayer

II. Negotiations
I. What to expect and helpful hints

III. Post - Award Management
I. Reports
II. Invoices
III. Closeout 



Sponsor

RAAMTEC

SOTR

I. Members of the Other Transaction 
Agreement (OTA) Team



Sponsor

RAAMTEC

SOTR

SOTR
 Sponsor Office Technical Representative (SOTR) -

federal employee (military, government civilian) 

 Oversees OT project on day to day basis, 
managing the award (much like a COR/GOR).

 SOTR signs official documents such as Technical 
verification form (TVF), SOTR letter, and 
invoices.

 Sara Langdon (OPAA) is POC for:

 SOTRs from the USAMMDA and MRDC laboratories 

 SOTRs from outside of MRDC 

 Jen Ojeda (CDMRP) is POC for:

 SOTRs from the JPCs and CDMRP



Sponsor

RAAMTEC

SOTR

Sponsor
Responsible for defining the problem, area of need, or capability 
gap which is critical in determining the correct award instrument to 
utilize in the acquisition strategy. 

If the SOTR is different from the Sponsor, it 
is critical that there is regular communication  
and coordination between the two, especially  
if significant changes to the SOW/milestones 
are being requested.



Spons
or

RAA
MTEC

SOTR
MTEC

 Nonprofit Organization

 Note that ATI (MTEC) cannot task the government and government 
contractors and also note that the government cannot task them (as 
contractors) outside of their contracted duties.

 MTEC works with SOTR and RAA on appropriate support-level tasks, award 
negotiations, and project management efforts



Sponsor

RAA
MTEC

SOTR

USAMRAA (RAA)
 RAA serves as the AO for MRDC-managed OTs
To award an Other Transaction (OT), an individual must 
possess an Agreements Officer (AO) warrant. 

**At the end of the day, it is the AO who is responsible for the 
contractual aspects of each award they make, and they are 
audited by the Government Accountability Office (GAO)**

It is a SOTR’s role to make sure they provide the AO with 
all requested supporting documents for the technical 
management of each project, as required by the SOTR 
letter.



II. SOTR Appointment letter

 In addition to taking CLC/COR 222, Combating Trafficking in Persons (annual), and 
Ethics (annual), you are required to sign and adhere to the responsibilities listed in 
your SOTR letter.

 There are 12 separate responsibilities listed in the SOTR letter, so be sure to read 
it!

 I won’t go through them all, but here are some highlights:



2. You are authorized by this designation to take action with 
respect to the following:
 a. Verify that the MTEC performer(s) performs the technical requirements of the OTA in 

accordance with the terms, conditions and specifications. Specific emphasis should be placed on the 
quality provisions, for both adherence to the provisions and to the performer(s)'s own progress on the 
research project. Furthermore, as designated SOTR, you are responsible for monitoring compliance 
with all regulatory requirements, specifically the terms and conditions related to the U.S. Army Medical 
Research and Development Command (USAMRDC) Office of Research Protections (ORP) for protocol 
approvals through the Human Research Protection Office (HRPO) as well as the Animal Care and Use Review 
Office (ACURO), as applicable.

 b. Perform, or cause to be performed, inspections necessary in connection with paragraph 2a and 
verify that the performer(s) and/or the MTEC Consortium Manager has corrected all deficiencies. Perform 
acceptance for the Government of services performed under this Research Project Award(s) 
(RPA(s)).

 c. Maintain liaison and direct communications with the performer(s) and MTEC Consortium 
Manager, as appropriate. Written communications with the performer(s) and other documents pertaining 
to the RPA(s) shall be signed as "Sponsor’s Office Technical Representative" and a copy shall be placed in the 
SOTR's file. See bullet “f” below – the Electronic Grants System may serve as the official SOTR file.

 d. Monitor the performer(s)'s performance; notify the performer(s) and/or MTEC Consortium 
Manager of deficiencies observed during surveillance and direct appropriate action to effect 
correction. Record and report to the Agreements Officer incidents of faulty or nonconforming 
work, delays or problems. In addition, you are required provide a quarterly report/input that 
adequately documents that the contractor’s performance of services rendered is in accordance 
with the SOW/PWS and the terms and conditions of the OTA.

 e. As applicable, coordinate site entry for performer(s) personnel, and ensure that any Government-
furnished property is available when required.

 f. As applicable, the SOTR is also required to utilize EGS (Electronic Grants System) and maintain 
accuracy of the information within the system. EGS can be accessed at https://egs.cdmrp.army.mil/EGS/

https://egs.cdmrp.army.mil/EGS/


Communicating with the PI

 SOTR may utilize the MTEC Consortium Manager 
(Advanced Technology International) for assistance 
in facilitating discussions and communications with 
the performer(s). However, as the designated SOTR, 
you are required to conduct regular communications 
directly with the performer(s).



3. You do not have the authority to:

 You are not empowered to award, agree to, or sign any 
OTA award or modification or in any way to obligate the 
payment of money by the Government. 

 In order to initiate any post award modification to the 
RPA(s) included under the subject OTA Task Order, you 
shall:
 Notify the Agreements/Contract Specialist at USAMRAA of the requested change as 

part of the initial planning stage.

 Notify the MTEC Consortium Manager (both the Contracts Administrator/Manager 
and the Program Manager). 

 Provide any additional documentation/information from the Agreements/Contract 
Specialist and/or Agreements Officer at USAMRAA upon request



4. You are SOTR for the life of the award

Designation as a SOTR = life of the OTA 
 Unless revoked in writing by the Agreements Officer 

 or you are separated from Government service. 
 If you are to be reassigned or separated from Government 

service, you must notify the Agreements Officer in advance of 
reassignment or separation to permit timely selection and 
designation of a successor SOTR.



5.You are required to maintain adequate 
records 
EGS may serve as your official SOTR file. As a minimum, the SOTR file should contain the following, as 
applicable:

a. A copy of your letter of appointment from the Agreements Officer, a copy of any changes to that 
letter and a copy of any termination letter. A copy of your formal Sponsor’s Office Technical 
Representative (SOTR) training, i.e. CLC/COR 222, Combating Trafficking in Persons, and Ethics.

b. All correspondence initiated by authorized representatives concerning performance of the RPA(s).

c. A record of inspections performed and the results.

d. Memoranda for record or minutes of any pre-performance conferences.

e. Memoranda for record of minutes of any meetings and discussions with the performer(s), 
Consortium Manager, or others pertaining to the RPA(s) or contractor performance.

f. Applicable laboratory test reports.

g. Records relating to the performer(s)'s quality control system and plan and the results of the quality 
control effort.

h. A copy of the surveillance schedule or milestone payment schedule.

i. Documentation pertaining to your acceptance of performance of services and submission of 
deliverables under the MTEC OTA, including reports and other data.



9. You are responsible for tracking 
performance
 SOTR responsible for tracking the performer(s)’s invoice 

submissions for timeliness, accuracy, and compatibility with 
OTA spend plan/Milestone Payment Schedule (MPS) via the 
Contractor’s (Consortium Manager’s) monthly (bi-monthly or 
quarterly) voucher. 

 SOTR responsible for documenting and notifying the AOR 
and/or Agreements Officer of any performance concerns that 
may affect invoice approval for the performers(s) under this 
OTA Task Order.



III. Negotiations



Negotiations

 During Negotiations:

1. The EGS team creates the project file (Note that ORP 
requires EGS)

2. MTEC sends the SOTR

 Technical Verification Form (TVF)

 Statement of Work (SOW)

3. USAMRAA sends MTEC the Project Approval  
Letter (PAL)

4. RAA sends the SOTR an appointment Letter

5. MTEC makes Research Project Award (RPA)

Note: Red font on following slides denotes SOTR action needed



1. EGS Project Created

 The EGS team works with the SOTR POC 
(Sara/Jen) to create an EGS record

 Where feasible, the SOTR immediately goes 
into the EGS log# and fills out the ORP 
sections. Alternately, the SOTR may fill out a 
pdf form distributed by Sara for that purpose.

 ORP (HRPO/ACURO) requires that their review 
originate with a file created in EGS.

 The EGS log# created is based on the MTEC 
RPP/award

 For example:

MTEC award 20-07-QualRegen-010

EGS log# MT20007.10 

 The Award # created is based on the task order 
# issued by RAA (shared by all projects awarded 
on a single RPP) plus the unique project #.

 For example: 

EGS log#MT20007.10

Award #W81XWH-19-9-0012-10



2. MTEC sends SOTR TVF

 The PI submits a cost proposal to MTEC. The 
SOTR is not usually copied. Output of MTEC 
cost analysis is a Technical Verification Form 
(TVF) and Statement of Work (SOW) that 
includes a Milestone Payment Schedule (MPS)

 TVF includes a line for SOW review. The SOW 
has a lot of language as well as the MPS 
(next page)

 The SOTR reviews the TVF, looking for 
appropriate costs and when they are 
satisfied they sign it and send it back to 
MTEC

 If the SOTR has concerns on any aspect of 
the TVR, the SOTR will detail the concerns 
on the TVR and return the unsigned TVF to 
MTEC



2. MTEC sends SOTR TVF

 Parts of TVF:
A. Type of Agreement (either Firm Fixed 

Price or Cost Reimbursable)

B. Total Proposed Costs (Federal and Cost 
Share)

C. Detailed breakdown of each line item 
under “Total Proposed Costs”

D. Detailed breakdown of cost share

E. Any performer fees (AKA indirects)

F. A list of any Nontraditional Defense 
Contractors and their roles

G. Statement of Work concurrence

A

B

The Cost Price Proposal is negotiated between MTEC 
and the Offeror.  The SOTR does not negotiate the 
detailed costs/quotes, rather only signs off on the 
costs as reasonable and appropriate



2. MTEC sends SOTR TVF

 Parts of TVF:
A. Type of Agreement (either Firm Fixed Price 

or Cost Reimbursable)

B. Total Proposed Costs (Federal and Cost 
Share)

C. Detailed breakdown of each line item under 
“Total Proposed Costs”

D. Detailed breakdown of cost share

E. Any performer fees (AKA indirects)

F. A list of any Nontraditional Defense 
Contractors and their roles

G. Statement of Work concurrence

The SOTR must mark (“X”) on the appropriate line for each section. If there are concerns, mark the 
corresponding selection, and detail the concerns on the TVF.  Also reach out to MTEC via email with the 
concerns.



2. MTEC sends SOTR TVF

 Parts of TVF:

A. Type of Agreement (either Firm Fixed Price 
or Cost Reimbursable)

B. Total Proposed Costs (Federal and Cost Share)

C. Detailed breakdown of each line item under 
“Total Proposed Costs”

D. Detailed breakdown of cost share

E. Any performer fees (AKA indirects)

F. A list of any Nontraditional Defense 
Contractors and their roles

G. Statement of Work concurrence Cost Share is tracked on invoices and 
must align to these stated line items.



2. MTEC sends SOTR TVF

 Parts of TVF:

A. Type of Agreement (either Firm Fixed Price or 
Cost Reimbursable)

B. Total Proposed Costs (Federal and Cost Share)

C. Detailed breakdown of each line item under 
“Total Proposed Costs”

D. Detailed breakdown of cost share

E. Any performer fees (AKA indirects)

F. A list of any Nontraditional Defense 
Contractors and their roles

G. Statement of Work concurrence

If the fee is outside of the range of the guidelines in the TVF, and a justification is not provided, the SOTR will need to request a 
justification for a fee outside the DFAS guidance range. Sometimes the proposal narrative says this fee is described in the cost 
narrative which we don't see, but MTEC does not provide us any supporting documentation in their cost analysis documentation.
Without the appropriate justification, the SOTR can't really assess whether the fee is realistic, appropriate and acceptable.



2. MTEC sends SOTR TVF

 Parts of TVF:
A. Type of Agreement (either Firm Fixed 

Price or Cost Reimbursable)

B. Total Proposed Costs (Federal and Cost 
Share)

C. Detailed breakdown of each line item 
under “Total Proposed Costs”

D. Detailed breakdown of cost share

E. Any performer fees (AKA indirects)

F. A list of any Nontraditional Defense 
Contractors and their roles

G. Statement of Work concurrence

Congressional intent of the OT Authority is covered 
by this component. This is the kind of information 
the GAO looks at and is a part of audits.



2. MTEC sends SOTR TVF

 Parts of TVF:
A. Type of Agreement (either Firm Fixed 

Price or Cost Reimbursable)

B. Total Proposed Costs (Federal and Cost 
Share)

C. Detailed breakdown of each line item 
under “Total Proposed Costs”

D. Detailed breakdown of cost share

E. Any performer fees (AKA indirects)

F. A list of any Nontraditional Defense 
Contractors and their roles

G. Statement of Work concurrence

SOTR must review the separate SOW, containing the 
Milestone Payment Schedule (MPS), before putting an 
“X” on this section to confirm. See next slides.

SOTR should only sign the TVF when they are 
satisfied that all of their concerns have been 
addressed.



2. MTEC sends SOTR SOW

 Parts of SOW:

A. Project information

B. Introduction/Background

C. Scope/Project objective

D. Requirements

E. Detailed Breakdown of Tasks

F. Deliverables

G. Milestone Payment Schedule

H. Data Rights 
SOTR needs to make sure this is accurate 
and communicate where necessary with the 
PI and ORP to insure compliance



2. MTEC sends SOTR SOW

 Parts of SOW:

A. Project information

B. Introduction/Background

C. Scope/Project objective

D. Requirements

E. Detailed Breakdown of Tasks

F. Deliverables

G. Milestone Payment Schedule

H. Data Rights 

This section provides an abstract level summary 
of the project



2. MTEC sends SOTR SOW

 Parts of SOW:

A. Project information

B. Introduction/Background

C. Scope/Project objective

D. Requirements

E. Detailed Breakdown of Tasks

F. Deliverables

G. Milestone Payment Schedule

H. Data Rights 

This section provides project objectives.



2. MTEC sends SOTR SOW

 Parts of SOW:

A. Project information

B. Introduction/Background

C. Scope/Project objective

D. Requirements

E. Detailed Breakdown of Tasks

F. Deliverables

G. Milestone Payment Schedule

H. Data Rights 

SOTR will review these detailed milestone/task breakdowns. A thorough understanding of each one is 
important for invoicing and the MPS. Don’t hesitate to request clarification. Make sure that relevant 
ORP tasks are included as well. It may be helpful to denote each ORP protocol that will need approval.

Best Practice:
kickoff meeting 
should say “with 
DoD and MTEC” 
so that they 
don’t satisfy this 
requirement 
internally instead



2. MTEC sends SOTR SOW

 Parts of SOW:

A. Project information

B. Introduction/Background

C. Scope/Project objective

D. Requirements

E. Detailed Breakdown of Tasks

F. Deliverables

G. Milestone Payment Schedule

H. Data Rights 

SOTR should work with Sponsor (if different) to identify: 
- Any specialized distribution markings for reports and 
data, etc. 
- If/how any non-report type deliverables will be received



2. MTEC sends SOTR SOW

 Parts of SOW:

A. Project information

B. Introduction/Background

C. Scope/Project objective

D. Requirements

E. Detailed Breakdown of Tasks

F. Deliverables

G. Milestone Payment Schedule

H. Data Rights 

SOTR should check that any deliverables are reflected on the MPS. Milestones should be clear and measurable 
and should include any ORP approvals needed. Not all milestones will be aligned with funding, which is fine. 
Make sure that the funds appear appropriate to the timing, for instance, you wouldn’t want them to be able to 
bill against half of the funds immediately following a kickoff meeting unless you had solid justification, such as 
if they need to hire staff or set up a lab. Concerns should be directed to MTEC for follow up.

Lesson learned: “Obtain HRPO approval” is a better 
milestone than “submission to HRPO”



2. MTEC sends SOTR SOW

 Parts of SOW:

A. Project information

B. Introduction/Background

C. Scope/Project objective

D. Requirements

E. Detailed Breakdown of Tasks

F. Deliverables

G. Milestone Payment Schedule

H. Data Rights 

 RAA takes the lead on these 
negotiations and often brings in 
JAG to work out the finer points. 

 MTEC has a base agreement with 
MRDC that covers Government 
Purpose Rights and the right to 
negotiate. Cost share and other 
considerations absolutely play into 
these discussions.

Required negotiations:

Did not require negotiations:

The SOTR role in data rights discussions is 
mainly observational



3. USAMRAA sends MTEC the Project Approval Letter (PAL)

 RAA will issue a modification to the assigned 
RAA task order to include each project that is 
ready for award. They can be combined onto 
one PAL or they can be issued separately, 
depending on how the negotiations fall.

 The purpose of the PAL is to give ATI (MTEC) 
the authority to issue the project award to the 
PI.

 The PAL must be retained for your records.



4. RAA sends the SOTR an appointment Letter

 A SOTR Appointment Letter outlines the duties and responsibilities of the SOTR in oversight of this 
award. Be sure you read yours and ask RAA any questions.

 A SOTR Appointment Letter is generated for each project the SOTR is responsible for.

 RAA will require the following documents from SOTR:

 DAU COR 222 certificate

 Ethics certificate

 CTIP Training certificate

 RAA will ask that SOTR sign SOTR letter and return it to RAA, and the SOTR is required to keep it for 
their records.



5. MTEC makes Research Project Award (RPA)

 MTEC issues the RPA to PI and it is considered fully executed when the PI signs it.

 SOTR must maintain the RPA and any modifications to it in their records. Be sure to read it to 
make sure the information in it is accurate. 

 AWARD # is task order# (look on PAL if needed) + the last 2 or 3 numbers of the EGS# after the 
decimal (eg. W81XWH-19-9-0012-10)

 Award date is the date on the email from MTEC declaring the award fully executed

 Pop Start and End dates are in the RPA. Sometimes the start date is aligned with the date of the 
last signature, sometimes it is stated outright.

 The report due dates are on the RPA and should be reflected on the MPS as well.



IV. Post - Award Management



Post - Award Management

Kickoff Meeting
Reports
 Invoices
Award Closeout



Kickoff Meeting
 SOTR required to participate in a kickoff meeting. 

 Work with MTEC to set up the meeting

 Make sure that the Sponsor (if different), MTEC, PI’s team, and any other 
required government personnel are all in attendance (RAA/HRPO). 

 Typical Kickoff meeting:  

 PI gives quick summary of their project, 

 MTEC goes over the reporting and invoicing requirements in the RPA. 

 The SOTR’s role is to answer any questions and, if desired, to request monthly 
meetings.

 SOTR can opt to request monthly meetings with the PI. 



Reports

 All reporting requirements are laid out in the RPA, 
so be sure to read the whole document.

 Of note, MTEC’s template has two different 
distribution statements that the PI has to chose 
between (highlighted).

 The PI will likely ask you for the task order #, which 
you can usually find in the PAL. 

 Effective performance reporting addresses cost, 
schedule, and technical progress. It compares the 
work accomplished to the work planned and the 
actual cost and explains any variances.

Report due dates are 
usually standard



 SOTR receives reports and quad charts via 
email and is required to maintain them for 
their records. 

 SOTR is required to provide quarterly 
reports to RAA demonstrating their active 
management of each award. 

 For SOTRs using EGS, the normal report 
review fields will be utilized and no 
additional actions are required. 

 For non-EGS users, reach out to RAA for 
guidance on how best to meet that 
requirement. (pdf form)

Reports



Invoices

 Invoicing details - Article 6 of the 
MTEC base agreement. 

 Awardee must include the invoice 
for all equipment purchases, other 
direct cost, and material purchases 
in excess of $10,000 per item with 
their invoice for it to be 
considered an acceptable invoice.

 All invoices must be submitted to 
mtec-ap@ati.org for processing.

 MTEC will process invoice and send 
to SOTR for approval. 

 Don’t process it from the PI, wait 
until MTEC sends it to you!

 SOTR will analyze cost, schedule and performance to make 
sure there are no immediate concerns.

 SOTR will sign invoice (within 5 business days of receipt 
from MTEC) or respond back to MTEC with any 
questions/concerns.



Invoices

Firm Fixed Price

 Research Project Awardee shall: 
 segregate and track all Research Project costs 

separately 

 document the accomplishments of each 
payable milestone under each Research Project 
Award. 

Acceptance of Milestones shall be contingent upon 
approval from the SOTR.

 Milestone payments paid in the amount 
indicated in the Milestone Payment Schedule. 

 What this means is that any cost variance is 
not reflected in the invoicing. When the PI 
completes a Milestone, they can invoice the 
exact amount aligned with the Milestone.

Cost Reimbursable

 The Research Project Awardee shall:
 segregate and track all Research Project costs 

separately 

 document the accomplishments of each 
milestone under each Research Project Award. 

Acceptance of milestones shall be contingent upon 
approval from the SOTR. 

 Costs detailed in the Milestone Payment 
Schedule serve as a cost estimate for the 
completion of each specific task or event. The 
Research Project Awardee shall invoice on a 
monthly basis based on actual incurred costs. 

 What this means is that the PI can invoice 
against any milestones they are working on 
using actual costs.

There are two different types of invoicing:



Award Closeout

 DoD Instruction 3200.14 requires the agency to deliver a technical report to the Defense Technology 
Information Center (DTIC) upon completion of research and engineering projects. 

 A SF 298 Report Documentation Page is established for that purpose. Agreements should include a 
requirement for the OT awardee to provide the appropriate information to the AO so the agency is 
able to submit required reports to DTIC.

 The OT should include a requirement for the performer to report on any inventions or patents that 
occur during performance of the research. DD Form 882, Report of Inventions and Subcontracts, will 
be required.

 Ordinarily, performers are required to report within 2 months of identifying a patentable invention. 
However, this requirement is negotiable under an OT. 



Questions?
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