TASK ORDER PROCEDURES

1.
The project manager determines the need for consultant services and develops a Scope of Work.  The Scope must be in conformance with the basic contract.

2.
The project manager sends the Scope of Work to the consultant, then negotiates the hours for the tasks involved.  

3.
The consultant prepares a task proposal based on the Scope of Work and negotiated work hours.  The rates in the task proposal must be in conformance with the basic contract.  The consultant sends three copies of the proposal, with original signatures, to the project manager.  The signature on the proposal must be by a representative of the consultant who is authorized to contractually bind the consultant to the task order work. (Has contract signature authority).

4.
The project manager reviews the task proposal and, if acceptable, prepares the task order letter.  Three sets of  a task order package are then prepared.  Each package consists of :

1.  The task order letter

2.  The Scope of Work

3.  The original signed task proposal

5.
The information from the task order package is then entered into the EPS system and a PG document is created.  EPS entry requires specific authorization.  The individual in your Region or Branch who enters your other purchase requisitions should be able to do this.   A screen print is needed to go with the task order package.  DO NOT APPROVE THE PG DOCUMENT.  This will be done by the CDOT controller.

6.
The task order package is forwarded to the Agreements office.  The agreements office will review the package for compliance with the basic contract and will check to ensure that the project contract limit has not been exceeded.

7.
The task order package is then forwarded to the Staff Design Engineer (Tim Harris) for signature on behalf of the Chief Engineer.

8. 
The task order package and PG screen print are then forwarded to the CDOT controller for the approving signature on the task order and for the approval of the PG document.  The Task Order package acts as the contracting document.  The PG document is used as the encumbrance document.

9.
Once the task order package has been fully executed, copies are distributed by the Agreements office as follows:

1.  An original is kept by Accounting


2.  An original (for the consultant) and two copies are sent to the project manager.

3.  An original is sent to Central Files

4.  A copy is kept by the Agreements office.

10.  The project manager is simultaneously notified by E-mail and/or by phone, by the Agreements Office,  that the task order has been executed.

11.
The project manager returns the original copy of the executed

task order to the consultant and issues the notice to proceed.

