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CHAPTER 1 

TASK ORDER INITIATION 
 

1.1 OVERVIEW 

CFLHD established IDIQ contracts to obtain specific, specialty and repetitive-type services on 
short notice from A/E consultants.  Most task orders are firm fixed price (FFP), but when 
feasible, Divisions may use cost plus fixed fee (CPFF).  This chapter covers the key elements 
required to issue the Request for Proposals (RFP) to an A/E consultant under an IDIQ contract 
with CFLHD, including forms and examples of required documentation. The sections include 
consultant selection, the Statement of Work (SOW), the Independent Government Estimate 
(IGE), funding documentation and RFP issuance.  Receipt of the A/E contractor’s proposal  
initiates the price analysis and negotiation process described in Chapter 2. 
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1.2 CONSULTANT SELECTION 

In selecting the consultant to use for the task order, review the following: 

• The geographical area of the project and A/E resources.  Does the A/E firm or its 
subconsultant have an office in, or can it adequately cover, the area of the project?  

• A/E knowledge of the project.  Does the A/E firm have a history with the proposed 
project? Is the type of work required for the task order within the A/E firm’s expertise? 

• A/E availability.  What is the current workload for the A/E firm? Can it accommodate the 
new project? (See Exhibit 1.2-A.) 

• Maximum A/E contract amount.  Is the proposed project within the maximum contract 
amount? Check with Contracting personnel to verify the proposed A/E order maximum. 

• Performance period of the A/E contract.  Has the base contract expired? Verify the 
performance period. 

• Past performance of the A/E.  Has the A/E firm successfully performed on past projects 
in terms of meeting schedules, QA, etc. 

CFLHD identifies projects to A/E contractors based on current and future workload projections 
and to balance awards among A/E firms. 
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1.3 STATEMENT OF WORK 

The Program Office identifies project-specific needs or requirements and makes the 
determination  to acquire the services or property through in-house assets or to contract with an 
A/E firm.  The Contracting Officer’s Technical Representative (COTR), in conjunction with the 
A/E, develop the SOW, which may require numerous iterations, as well as coordination with 
technical functional areas, including input from Acquisitions.  The SOW defines the specific 
requirements of the task order and identifies the period of performance for the work and the 
deliverables that the firm must provide.  The SOW becomes part of the procurement package 
that the COTR provides to the Acquisition Team. 

During negotiations, the COTR and/or Program Office may need to revise the SOW based on 
requirements or funding.  The final negotiated SOW becomes part of the task order and may not 
be modified except through formal procedures initiated by the Contracting Officer (CO).  Any 
modifications to the SOW must follow the procedures identified in Chapter 1. 

For an example of a completed SOW, see Exhibit 1.3-A: 

• SOW Construction Phase Services. 

1.3.1 Forms and Templates 

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

For CFLHD standard scope of work, see:

http://www.cflhd.gov/Project_Management/sow_sections.cfm  

 

http://wwwcf.fhwa.dot.gov/exit.cfm?link=http://www.cflhd.gov/Project_Management/sow_sections.cfm
cforehand
Rectangle
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Exhibit 1.3-A SOW CONSTRUCTION PHASE SERVICES 
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Exhibit 1.3-A SOW CONSTRUCTION PHASE SERVICES 
(Continued) 
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Exhibit 1.3-A SOW CONSTRUCTION PHASE SERVICES 
(Continued) 
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Exhibit 1.3-A SOW CONSTRUCTION PHASE SERVICES 
(Continued) 
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Exhibit 1.3-A SOW CONSTRUCTION PHASE SERVICES 
(Continued) 
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Exhibit 1.3-A SOW CONSTRUCTION PHASE SERVICES 
(Continued) 
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Exhibit 1.3-A SOW CONSTRUCTION PHASE SERVICES 
(Continued) 

 

 



Task Order Initiation CFLHD October 2005 
 
 

1-12 Statement of Work CFLHD 

Exhibit 1.3-A SOW CONSTRUCTION PHASE SERVICES 
(Continued) 
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Exhibit 1.3-A SOW CONSTRUCTION PHASE SERVICES 
(Continued) 
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Exhibit 1.3-A SOW CONSTRUCTION PHASE SERVICES 
(Continued) 
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Exhibit 1.3-A SOW CONSTRUCTION PHASE SERVICES 
(Continued) 
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Exhibit 1.3-A SOW CONSTRUCTION PHASE SERVICES 
(Continued) 
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Exhibit 1.3-A SOW CONSTRUCTION PHASE SERVICES 
(Continued) 
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1.4 INDEPENDENT GOVERNMENT ESTIMATE 

As the anchor document that establishes the format and content of the A/E consultant’s Price 
Proposal, the IGE defines the hours and effort that the Government estimates the SOW will 
require.   

1.4.1 Format 

To create the IGE, utilize a spreadsheet that contains a vertical (y) axis listing the separate 
efforts/tasks and deliverables, and a horizontal (x) axis listing the disciplines needed to 
successfully accomplish the tasks.  (See Exhibit 1.4-A.) The point where the x-axis meets the y-
axis indicates the anticipated number of hours necessary for each discipline to complete the 
particular item.  A summary of the total number of labor hours and labor costs falls at the end of 
the hours and disciplines section.  This summary allows the Government to establish the 
number of person-hours being outsourced for the work and the costs of those hours after 
negotiating the amounts. 

Other areas of the spreadsheet usually contain estimates of costs such as travel, special 
equipment and copying.   

For CFLHD standard IGE spreadsheets, see http://www.cflhd.gov/Project_Management/index.cfm . 

1.4.2 RFP  

Before sending the spreadsheet used to create the IGE to the A/E firm for use in formatting its 
proposal, remove the Government’s estimated hours and costs.  By providing the A/E with this 
document, the Government establishes a common point for the contractor to begin creating its 
proposal.  The contractor may add additional items such as disciplines or tasks. The use of a 
common spreadsheet helps Government personnel in evaluating the contractor’s proposal and 
establishing a reasonable objective for negotiations.  It also helps in the event of modifications 
during the administration of the task order.  After completing negotiations, the A/E firm will 
revise and submit a final price proposal (spreadsheet) based on the outcome of negotiations. 

For an example of a completed IGE, follow the link below: 

• Mooney Road Project IGE. 

1.4.3 Forms and Templates 

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

• IGE Template. 

http://www.cflhd.gov/Project_Management/index.cfm
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Exhibit 1.4-A IGE 
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Exhibit 1.4-A IGE 
(Continued) 

 

 

 



Task Order Initiation CFLHD  October 2005 
 
 

Funding Documents CFLHD 1-21 

1.5 FUNDING DOCUMENTS 

See Exhibit 1.5-A and Exhibit 1.5-B. 

1.5.1 Forms and Templates 

To view or download the forms, use the links below: 

• Procurement Request Form. 
• Form PR-1240. 
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Exhibit 1.5-A COMPLETED PROCUREMENT REQUEST FORM 
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Exhibit 1.5-B COMPLETED FORM PR-1240 
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1.6 REQUEST FOR PROPOSALS 

The Government uses RFPs in negotiated acquisitions to solicit proposals and to communicate 
Government requirements to prospective contractors.  The RFP should include the following 
items: 

• Contract and task order number. 

• Type of task order contemplated (for example, FFP or CPFF). 

• SOW with the project description and location. 

• Information that the Government requires from the A/E (for example, identifying 
subconsultants and travel cost, or other special requirements). 

• Request that the A/E firm provide a price/fee proposal for the SOW. 

• Proposal due date. 

• Requirement that an authorized individual of the A/E firm sign the proposal. 

The requestor or the COTR for the project provides the Acquisition Team with the name of the 
proposed A/E firm, the SOW, the IGE, a Procurement Request (PR) funded for the amount of 
the IGE and a Letter of Approval and/or Authorization serving as the obligating document.  The 
IGE and PR shall be marked “For Official Use Only.” 

A Division Acquisition Team CO issues the cover letter and RFP to the firm based on the terms 
and conditions of the contract.  (See Exhibit 1.6-A.)  The 
cover letter includes the name of the project, the proposal due date and the COTR’s contact 
information for questions relating to the work.  The CO officially designates the COTR in writing 
and provides a copy of the designation to the firm along with the RFP. 

When the Acquisition Team receives the firm’s proposal, the CO provides it to the COTR for 
pre-negotiation efforts based on Division practices and procedures. 

1.6.1 Forms and Templates 

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

• A/E Fee Estimate. 
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Exhibit 1.6-A RFP LETTER FOR DESIGN SERVICES 
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1.7 ASSIGNMENT OF COTR 

For each task order, the CO formally designates a COTR delegating authority to the COTR to 
administer specific aspects of the task order.  As part of the COTR’s role in task order 
administration, the COTR monitors and ensures compliance with the task order terms and 
conditions.  The COTR would typically be a Project Manager. 

After successful task order negotiation, the CO approves and signs the Negotiation 
Memorandum.  The prospective COTR signs and returns the original of a certification from the 
CO stating that the required COTR training is complete.  COTR training requires both of the  
following: 

• Complete a 24-hour COTR course sponsored by the Federal Highway Administration. 

• Complete a 4-hour COTR refresher course once per year. 

For additional information on Department of Transportation COTR training standards, go to 
http://www.dot.gov/ost/m60/workforce/transtand.htm. 

• The CO gives the COTR the original COTR Appointment Memorandum.  (See Exhibit 
1.7-A.)  

• The CO provides a copy of the COTR’s Statement of Responsibilities, along with the 
task order award documents, to the A/E contractor (see Exhibit 1.7-B).  The A/E 
contractor acknowledges receipt and returns it to the CO (see Exhibit 1.7-C.). 

• If, during the performance of the task order, the CO needs to replace the COTR, the CO 
must issue a formal Notice of Termination letter to the departing COTR and to the A/E 
contractor.  The CO would then assign a new COTR using the steps outlined. 

1.7.1 Forms and Templates 

To view or download the templates, use the links below: 

• COTR Appointment Memorandum. 
• Notification Letter to A/E Contractor of COTR Appointment. 
• A/E Contractor’s Acknowledgement of COTR Appointment. 

http://wwwcf.fhwa.dot.gov/exit.cfm?link=http://www.dot.gov/ost/m60/workforce/transtand.htm
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Exhibit 1.7-A COTR APPOINTMENT MEMORANDUM 
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Exhibit 1.7-A COTR APPOINTMENT MEMORANDUM 
(Continued) 
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Exhibit 1.7-B NOTIFICATION LETTER TO A/E CONTRACTOR OF COTR APPOINTMENT 
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Exhibit 1.7-C A/E CONTRACTOR’S ACKNOWLEDGMENT OF COTR APPOINTMENT 
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