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CHAPTER 4 

TASK ORDER ADMINISTRATION 
 

4.1 OVERVIEW 

After the task order award, the COTR is the key Government official responsible for ensuring 
successful contract performance.  The COTR and the CO work as a team to ensure that 
contract administration actions protect the Government’s interest. 

The COTR becomes knowledgeable about the contract, stays informed about contractor 
progress, takes appropriate and timely action in dealing with performance deficiencies, keeps 
the CO informed, and maintains adequate documentation.  During administration of the task 
order, the COTR keeps a contract file available for inspection by authorized representatives of 
the Government and the consultant for making audits, excerpts, transcriptions or examinations. 

The SOW for each task order may require a post-award orientation meeting or kickoff meeting.  
This meeting can be a conference call or a formal meeting, depending on prior experience with 
the contractor and the complexity and importance of the project.  The meeting may include 
discussion of particular contract clauses, critical milestones, reporting and quality control 
requirements, and billing and payment procedures.  The COTR ensures that the Government 
and the contractor review the  processes to monitor and evaluate technical performance, quality 
and cost performance agreed to during negotiations. In addition, the COTR should conduct 
scheduled review meetings to ensure milestones established in the SOW remain on schedule. 

The COTR monitors performance through progress reports from the contractor, periodic 
meetings with the contractor, timely review of deliverables and assessment of compliance with 
stated requirements.  The COTR may hold performance evaluation meetings to provide 
constructive feedback, encourage communication and bring continuous improvement. 

Technical monitoring of the project includes progress review, identification of problems or issues 
not addressed in the contract, requests for needed assistance, technical review by functional 
areas of expertise and instructions for corrective action (see A/E Oversite Guidelines).  The 
COTR provides quality assurance as an ongoing activity to determine whether deliverables 
conform to contract requirements. 

The COTR also reviews invoices and recommends approval or disapproval, and plays an 
important role in cost monitoring.  The COTR reviews payment requests based on satisfactory 
project progress and in accordance with contract payment criteria. 

When conditions require a change or extra work is needed on a project, the COTR coordinates 
with the CO who executes a task order modification to address these changes.   

In some cases, the CO may terminate a task order for poor performance by the A/E or for other 
reasons. 
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4.2 PROGRESS REPORTS 

The COTR receives progress reports from the A/E consultant, who presents these reports with 
their invoice on a monthly  basis.  (See Exhibit 4.2-A.) 

The A/E consultant should provide enough detail on a progress report to inform the COTR of 
progress made in completing the task order, of anticipated barriers and of potential solutions to 
barriers and problems.  The A/E consultant’s progress report should also describe the specific 
items of completed work for which an invoice for payment is being submitted.  While the 
completed work may exceed the amount invoiced, the consultant should never invoice for more 
work than was completed. 

The COTR communicates to the A/E consultant the sufficiency of progress reports submitted.  If 
the COTR and A/E consultant cannot reach an agreement on content, or if they have any 
disputes on this or other issues, then the COTR immediately informs the CO. 

If the COTR finds the progress report satisfactory, the COTR endorses it and places a copy in 
the design file. 
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Exhibit 4.2-A PROGRESS REPORT 
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Exhibit 4.2-A PROGRESS REPORT 
(Continued) 
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Exhibit 4.2-A PROGRESS REPORT 
(Continued) 
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4.3 SUBMITTALS AND DELIVERABLES 

Each Division has processes and procedures for providing oversight and quality 
assurance/quality control of the submittals and deliverables developed under the contract task 
order.  The COTR follows these processes to ensure that all parties meet the contract terms 
and fulfill the quality-level expectation.  As required by the task order contract, the A/E 
contractor also submits documentation about its quality control program. 

4.3.1 Forms and Templates 

To view or download submittal checklists, use the links below (or access the files from the 
CFLHD website at http://www.cflhd.gov/design/index.cfm): 

• 15% Development Checklist. 
• 30% Development Checklist. 
• 50% Development Checklist. 
• 70% Development Checklist. 
• 95% Development Checklist. 
• 100% Development Checklist. 

To view or download the A/E oversight guidelines, use the link below (or access the file from the 
CFLHD website at http://www.cflhd.gov/Project_Management/index.cfm): 

• A/E Oversight Final Report. 

To view or download additional forms and instructions, use the links below (or access the files 
from the CFLHD website at http://www.cflhd.gov/design/index.cfm): 

• Document Review Comment and Response Form. 
• Highway Design Standards Form (A/E Projects). 
• Highway Design Standards Form (In-house Projects). 
• Post-construction Feedback Form. 
• Post-construction Feedback Distribution Instructions. 
 

For a corrective action report and instructions see Exhibit 4.3-A. 

 

http://www.cflhd.gov/design/index.cfm
http://www.cflhd.gov/Project_Management/index.cfm
http://www.cflhd.gov/design/index.cfm
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Exhibit 4.3-A CORRECTIVE ACTION REPORT 
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Exhibit 4.3-A CORRECTIVE ACTION REPORT 
(Continued) 
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Exhibit 4.3-A CORRECTIVE ACTION REPORT 
(Continued) 
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Exhibit 4.3-B CORRECTIVE ACTION REPORT QA PLAN 
 

 

 



Task Order Administration CFLHD October 2005 
 
 

Invoices CFLHD 4-11 

4.4 INVOICES 

Acquisitions receives and reviews invoices from the A/E consultant.  The invoice is then 
forwarded to the COTR who compares each invoice with the amount of work completed as 
indicated on the progress reports.  The COTR completes actions on invoices in accordance with 
the steps outlined below. 

4.4.1 Review 

The COTR reviews invoices both for accuracy concerning acceptable progress on the project 
and for allowable charges.  The Government cannot pay for services considered incomplete or 
not acceptable.  Likewise, the Government can only pay for allowable charges.  If the COTR 
determines that adjustments to the invoice are needed, the COTR will request a revised invoice 
from the A/E.   

4.4.2 Invoice Stamping 

A certification stamp will be affixed to the invoice by Acquisitions prior to submission to the 
COTR.   

4.4.3 Approval Actions 

On FFP task orders, the COTR holds approval authority for all invoices except for the final 
invoice.  Only the CO can approve the final invoice.  Once the certified invoice is returned to 
Acquisitions for processing, a payment approval memorandum is prepared by Acquisition and is 
forwarded to Finance with a copy to the COTR.  (See Exhibit 4.4-A.) 

After completion of the Task Order, the COTR reviews the final invoice received from 
Acquisitions and recommends it for approval and submits the final invoice to the CO as part of 
the overall closeout package.  On CPFF task orders, only the CO holds approval authority for 
payment.  The COTR reviews the invoice, indicates “Recommend Payment” on the invoice and 
forwards it to the CO for approval action. 
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Exhibit 4.4-A INVOICE 
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4.5 TASK ORDER MODIFICATIONS 

During administration of the task order, certain conditions of the task order may need to be 
changed.  A task order may be modified to incorporate revised performance requirements, 
address issues that develop during the performance period or alter delivery schedules.  The 
contract allows for a modification process to address changes during task order performance. 
During task order performance, the COTR or the A/E may identify the need to modify the task 
order.  The COTR provides input or makes recommendations concerning modifications as they 
relate to technical requirements and costs.  Procedures for negotiating task order modifications 
are similar to those for negotiating the A/E consultant’s proposals described in Chapter 2.  
Changes that do not affect the A/E’s cost, price or delivery schedule are made with a unilateral 
administrative modification. 

All changes need to be formally documented in writing and approved before being implemented.  
Exhibit 4.5-A, Exhibit 4.5-B and Exhibit 4.5-C are examples of task order modifications. 

Other considerations for task order modifications include the following: 

• A modification should be properly executed by the CO prior to work being performed.  
Advance authorization of work is only given under certain circumstances. 

• The contractor or the Government may be entitled to an equitable adjustment in price, 
performance method or delivery schedule. 

• Changes should be generally within  the original scope of work.  Modifications should not 
be used to add work outside the scope of the original task order. 
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Exhibit 4.5-A PRICE MODIFICATION 
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Exhibit 4.5-B ADMINISTRATIVE MODIFICATION 
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Exhibit 4.5-C PERFORMANCE PERIOD MODIFICATION 
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4.6 TERMINATIONS 

Examples of why a task order may be terminated include the following: 

• The Government cancels the project covered by a task order. 

• The scope of a project changes dramatically, or other project issues emerge that warrant 
a change in how the project should be delivered. 

• Default by the Contractor. 

Following are the types of terminations. 

• Termination for Convenience (T4C).  A T4C may be costly for the Government if 
required to reimburse the A/E consultant for settlement expenses negotiated in the 
settlement agreement.   

• Termination for Default (T4D).  The COTR keeps the CO informed of poor 
performance by an A/E consultant, such as schedule irregularities, non-responsiveness 
to inquiries or inadequate quality assurance and quality control.  The COTR notifies the 
CO immediately of instances of poor performance by an A/E consultant so that the 
COTR and the CO can properly document performance issues and address them with 
the A/E consultant.  Prior to entering into T4D actions, the CO sends a Cure Notice to 
the A/E consultant, if time permits.  The notice informs the A/E consultant that the 
Government is considering termination actions and that the A/E consultant must provide 
an immediate response to the issues identified in the notice.  If time does not allow for a 
Cure Notice, the CO issues a Show Cause Notice to the contractor requesting that the 
contractor show why the Government should not terminate the contract for default. 

The COTR duties and responsibilities are changed or cancelled based on the type of 
termination.   

4.6.1 Forms and Templates 

To view or download the template, use the link below: 

• Termination for Convenience Letter. 
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