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CHAPTER 3 

TASK ORDER AWARD 
 

3.1 OVERVIEW 

Once the CO has approved the negotiations and has received a signed letter and price proposal 
from the A/E, the CO awards the Task Order.  After the CO awards the contract, copies are 
provided to the A/E, Finance and the COTR. This chapter provides examples of task order 
forms used to issue the contract. 
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3.2 TASK ORDER ISSUANCE 

Acquisitions creates the Contract Task Order award document.  (See Exhibit 3.2-A.) 

Acquisitions creates the task order notification letter.  (See Exhibit 3.2-B.) 

After the CO awards the task order, originals are provided to the A/E and Finance with a copy to 
the COTR.   

3.2.1 Forms and Templates 

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

• Contract Task Order. 
• Executed Task Order Notification Letter to A/E Contractor. 
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Exhibit 3.2-A CONTRACT TASK ORDER 
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Exhibit 3.2-B EXECUTED TASK ORDER NOTIFICATION LETTER TO A/E CONTRACTOR 
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3.3 COTR ROLES AND RESPONSIBILITIES 

If COTRs are unsure of an action/request being within their authority, they should always 
request the assistance of Acquisitions.  For detailed COTR information, authorities, 
responsibilities and forms and templates, see Section 1.7. 
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