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CHAPTER 5 

TASK ORDER CLOSEOUT 
 

5.1 OVERVIEW 

Following the final acceptance of work, the Division closes out the task order file.  The closeout 
process involves the CO, COTR, Programs Manager, Finance Manager and A/E consultant. 

The COTR plays an important role in determining whether the A/E consultant has satisfactorily 
performed the required work and has met contractual obligations.  The task order is physically 
complete when the A/E consultant has completed the required services and the Government 
has inspected and accepted the deliverables.  A primary objective of the closeout is to identify 
and resolve any outstanding obligations or pending liabilities of either the Government or the 
A/E consultant and to ensure proper documentation of all contract-related decisions. 

Following the COTR’s indication by formal documents that the contract is physically complete, 
individuals acting on behalf of the CO begin administration of the closeout. 

As part of the closeout process, the COTR also submits an evaluation of the A/E consultant’s 
performance.  This information becomes part of the official record and serves as the basis for 
evaluating the contractor’s past performance in future source selections.  The CO may provide 
the consultant with a copy of the evaluation, and the consultant may submit a response to an 
evaluation reflecting poor performance. 
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5.2 CLOSEOUT DOCUMENTS 

Each of the three types of task orders (Firm Fixed Price, Labor Hour, and Cost Plus Fixed Fee) 
requires a set of forms to be completed for closeout of the task order.  These required forms are 
listed below.  A paper sample of completed forms to use as a guide can be obtained from the 
WFLHD A/E Contracting Team.   

5.2.1 Forms and Templates 

To view or download forms or templates, use the links below: 
 
All Task Order Types 

• Route Slip for SF-1034 A/E Services  Filled out by the COTR and used to route the 
closeout package to Acquisition and Finance for processing. 

• SF 1034 Voucher for Purchases and Services  Final Payment Voucher completed by the 
COTR, reviewed by the A/E consultant and signed by the CO. 

• SF-1421 Performance Evaluation (Architect-Engineer)  See Section 5.3. 
• Consultant Performance Evaluation Report  See Section 5.3. 
 
Firm Fixed Price Task Orders 
 
• Instructions for the COTR to Closeout a Firm Fixed Price Task Order 
• Release of Claims (Firm Fixed Price)  Filled out by the COTR and signed by the A/E 

consultant. 
• Letter to A/E Consultant (Firm Fixed Price)  The COTR completes this cover letter 

transmitting to the consultant the SF-1034 and release of claims. 
• Final Report Memorandum (Firm Fixed Price)  The COTR’s Final Report to the CO, 

completed by the COTR . 
 
Labor Hour Task Orders 
 
• Instructions for the COTR to Closeout a Labor Hour Task Order 
• Release of Claims (Labor Hour)  Filled out by the COTR and signed by the A/E 

consultant. 
• Letter to the A/E Consultant (Labor Hour)  The COTR completes this cover letter 

transmitting to the consultant the SF-1034, release of claims, and the definitization 
modification prepared by the A/E Coordinator. 

• Final Report Memorandum (Labor Hour)  The COTR’s Final Report to the CO, 
completed by the COTR. 

 
Cost Plus Fixed Fee Task Orders 
 
• Instructions for the COTR to Closeout a Cost Plus Fixed Fee Task Order 
• Release of Claims (Cost Plus Fixed Fee)  Filled out by the COTR and signed by the A/E 

consultant. 
• Final Indirect Cost Rates and Costs (Cost Plus Fixed Fee)  Completed by the COTR and 

signed by the A/E consultant.  Ask the A/E Coordinator for assistance. 
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• Letter to the A/E Consultant (Cost Plus Fixed Fee)  The COTR completes this cover 
letter transmitting to the consultant the SF-1034, release of claims, final indirect costs, 
and the definitization modification prepared by the A/E Coordinator.    

• Final Report Memorandum (Cost Plus Fixed Fee)  The COTR’s Final Report to the CO, 
completed by the COTR. 
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5.3 A/E PERFORMANCE EVALUATIONS 

The COTR conducts the performance evaluation of the A/E consultant.  Generally, the COTR 
conducts these performance evaluations at the following times: 

• When the COTR is changed. 
• When the task order is completed (included with the closeout package). 
• When interim evaluations are needed during long projects. 
• When poor performance is identified. 

The COTR considers all the circumstances of the project when rating the performance of an A/E 
consultant, including the complexity of the project, the environment (for example, hostile public, 
difficult partner agency or remote locations), the Government’s performance (for example, 
reviews and comments) and other project-related factors. 

Evaluating the performance of an A/E consultant is a process similar to a Federal Government 
supervisor evaluating the performance of a Federal employee.  In other words, SF 1421 (see 
Exhibit 5.3-A) should include more than just checkmarks in the applicable boxes.  It should tell 
the “story” of the project.  The COTR should always include some narrative in the last box of the 
form or on a continuation/attachment page. 

The performance rating form SF 1421 is completed by the COTR, who then provides the 
completed form to the CO.  The CO then signs the form and determines whether to provide 
copies of the documents to the A/E consultant, allowing the consultant to submit a response to 
the rating. 

The COTR should also complete the A/E Consultant Performance Evaluation Report (see 
Exhibit 5.3-B). 

5.3.1 Forms and Templates 

To view or download the forms, use the links below: 
 
• SF 1421 Performance Evaluation (Architect-Engineer) 
• Consultant Performance Evaluation Report 
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Exhibit 5.3-A STANDARD FORM 1421 
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Exhibit 5.3-A STANDARD FORM 1421 
(Continued) 
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Exhibit 5.3-B PERFORMANCE EVALUATION REPORT 
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Exhibit 5.3-B PERFORMANCE EVALUATION REPORT 
                                                                   (Continued) 
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