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CHAPTER 3 

TASK ORDER AWARD 
 

3.1 OVERVIEW 

After the negotiations are completed and the Negotiation Memorandum is approved, a contract 
document is prepared and sent to the A/E consultant for signature.  After the A/E firm signs and 
returns the document, the CO signs the contract and forwards copies to the A/E, Finance, the 
COTR and the Contracting Specialist for the project.  This chapter provides examples of task 
order forms used to issue the contract and reiterates some of the roles and responsibilities of 
the COTR described in Chapter 1. 
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3.2 TASK ORDER ISSUANCE 

Upon completion of the PNM, Acquisitions creates the draft task order and obtains the required 
contractor’s signature.  Acquisitions initiates the review process.  After the review is completed, 
Acquisitions creates the task order transmittal letter and the COTR appointment letters.  The CO 
then signs the documents.  Once signed, the documents are distributed as required.  (See 
Exhibit 3.2-A and Exhibit 3.2-B.) 

If the A/E contractor is a large business, it will be provided with a Subcontracting Report 
document that reports the category of small business subcontractors that will be used for the 
task.  (See Exhibit 3.2-C.)  Note that the subcontractor reporting is transitioning to the Electronic 
Subcontract Reporting System (E-SRS), and Acquisitions personnel will be coordinating this 
transition with contractors and COTRs as appropriate. 

Acquisitions then provides the COTR, Finance and the A/E contractor with copies of the 
executed task order. 



Task Order Award WFLHD October 2005 
 
 

Task Order Issuance WFLHD 3-3 

Exhibit 3.2-A CONTRACT TASK ORDER 
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Exhibit 3.2-A CONTRACT TASK ORDER 
(Continued) 
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Exhibit 3.2-B TASK ORDER TRANSMITTAL LETTER 
 

 



Task Order Award WFLHD October 2005 
 
 

3-6 Task Order Issuance WFLHD 

Exhibit 3.2-C SUBCONTRACTING REPORT 
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3.3 COTR ROLES AND RESPONSIBILITIES 

The COTR appointment letter will identify the authority the COTR has for the administration of 
the task order.  The COTR should review this document and become familiar with what the 
COTR can and cannot do.  (See Exhibit 3.3-A.)  The COTR’s authority is also provided to the 
contractor.  A violation of assigned authority has the potential to create serious problems for all 
parties, and assigned authority must be adhered to during administration.  If the COTR is 
unsure of an action/request being within his/her authority, the COTR should always request the 
assistance of Acquisitions.  For detailed COTR information, including forms and templates, see 
Section 1.7. 

COTR’s are restricted in the type of communication they may engage in with consultants 
seeking work.  See Guidance on Meeting with Consultants in Exhibit 3.3-B.  
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Exhibit 3.3-A STATEMENT OF RESPONSIBILITIES 
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Exhibit 3.3-A STATEMENT OF RESPONSIBILITIES 
(Continued) 
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Exhibit 3.3-A STATEMENT OF RESPONSIBILITIES 
(Continued) 
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Exhibit 3.3-A STATEMENT OF RESPONSIBILITIES 
(Continued) 
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Exhibit 3.3-A STATEMENT OF RESPONSIBILITIES 
(Continued) 
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Exhibit 3.3-A STATEMENT OF RESPONSIBILITIES 
(Continued) 
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Exhibit 3.3-A STATEMENT OF RESPONSIBILITIES 
(Continued) 
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Exhibit 3.3-B GUIDANCE ON MEETING WITH CONSULTANTS 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Task Order Award WFLHD Revised September 2006 
 
 

3-16 COTR Roles and Responsibilities WFLHD 

 Exhibit 3.3-B GUIDANCE ON MEETING WITH CONSULTANTS 
                                                                (Continued) 
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Exhibit 3.3-B GUIDANCE ON MEETING WITH CONSULTANTS 
                                                                 (Continued) 
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