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Overview EFLHD 3-1 

CHAPTER 3 

TASK ORDER AWARD 
 

3.1 OVERVIEW 

After the negotiations are completed and the Negotiation Memorandum is approved, the 
Contract Specialist issues a task order and has the CO sign it. The Contract Specialist then 
forwards copies to the A/E consultant, Finance and the COTR for the project. Task order 
modifications require the A/E consultant’s signature on the document. This chapter provides 
examples of the task order forms used and reiterates some of the roles and responsibilities of 
the COTR described in Chapter 1. 
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3-2 Task Order Issuance EFLHD 

3.2 TASK ORDER ISSUANCE 

Upon completion of the PNM, Acquisitions creates the task order and obtains the required CO 
signature. (See Exhibit 3.2-A.) Acquisitions initiates the review process in those cases in which 
the task order or modification is greater than $500,000. 

After the review is completed, Acquisitions creates the task order transmittal letter, the COTR 
appointment letters and files the FPDS Data Collection Form (see Exhibit 3.2-B.) The CO then 
signs the documents. Once signed, the documents are distributed as required to the COTR, 
Finance and the A/E consultant either by hard copy or through computer links. 

If the A/E consultant 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. 

3.2.1 Forms and Templates 

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

• Contract Task Order. 
• Contract Task Order Instructions. 
• Highway Design Task Order. 
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Exhibit 3.2-A DRAFT TASK ORDER 
 

 



Task Order Award EFLHD October 2005 
 
 

3-4 Task Order Issuance EFLHD 

Exhibit 3.2-A DRAFT TASK ORDER 
(Continued) 
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Exhibit 3.2-B FPDS DATA COLLECTION FORM 
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Exhibit 3.2-B FPDS DATA COLLECTION FORM 
(Continued) 

 

 



Task Order Award EFLHD October 2005 
 
 

Task Order Issuance EFLHD 3-7 

Exhibit 3.2-B FPDS DATA COLLECTION FORM 
(Continued) 
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3-8 COTR Roles and Responsibilities EFLHD 

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. A copy of the COTR’s authority is also provided to the A/E consultant 
and a copy of the signature page sent to Finance for future signature verification of A/E 
invoices. A violation of assigned authority has the potential to create serious problems for all 
parties, and assigned authority must be adhered to during administration of the task order. 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. 
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