INSTRUCTIONS FOR FILLING OUT A TASK ORDER LETTER

The latest version of the task order letter can be found in the BBS under #21, Task Orders and Contracts.  The preparation and routing instructions for task order packages can also be found here.  If you would like an electronic copy of either of these documents, contact Nora Oehrle in the Agreements Office on extension 2399.

In order to properly fill out a task order letter, a number of documents are needed.  First you will need a copy of the basic contract against which the task order is being written, you will also need information from COFRS screens POBL, OPPL, and PASM, a PG document screen print, the scope of work for the task order and the consultant task (cost) proposal for the task order.

The following items need to be filled in on the task order letter; next to the item is the source where the information needed is found.  Further explanation for each item is included below:

ITEM 



SOURCE OF INFORMATION

1. Task Order Number

PASM/POBL Screen or Region/Branch log

2.  Project Number


Project Manager

3.  Code (Subaccount)


Project Manager

4. Orgn (Organization)

Project Manager

5.  COFRS Enc #


PG document screen print

6.  CMS ID #



Agreements Office assigns

7.  Date



Project Manager

8.  State Fiscal Year


Current Fiscal Year

9.  Task Order Number

See Item #1 above

10. To:




Consultant Name & address from

Page 1 of the basic contract.

11. From:



Project Manager

12. Section/Paragraph


Task Order paragraph from basic contract

13. Contract Routing Number

Page 1, upper right hand corner of 

Basic contract.

14. Consultant Name


From page 1 of the basic contract

15. Period



From page 1 and term paragraph under

General provisions of the basic contract.

16.  Scope of work date

Scope of work for the task order

17.  Consultant task proposal date
Consultants task proposal for the task order

18.  Task Order Cost


Consultants task proposal for the task order

19.  Total contract cost

OPPL/PASM Screens in COFRS 








Or Region/Branch log

20.  Completion time


Project Manager

21.  Effective Date


CDOT controller

Item 1 Task Order Description.  This can be determined one of two ways.  The Region or Branch may be keeping a log of task orders issued to date against a given contract; this would be the simplest way of determining what sequential number to assign.  If this is not available, use the PASM or POBL screen in COFRS.  In the scan mode enter the contract routing number from the upper right hand corner of the basic contract.  The POBL screen will list the PG numbers that have been issued to date against the contract; the PASM screen shows the # of orders issued to date.  Task Order numbers should be issued sequentially for the life or term of the contract.

Item 2 and 3 Project Number/Code (Subaccount):  The project manager determines which projects he needs consultant services for.  Please note, if the work is under a construction project (materials testing, construction inspection, etc.) show the actual construction project number and subaccount on the task order, but if the project is CE pool eligible, be sure to have the PG document coded to the appropriate CE pool project number.

Item 4 Orgn:  This is the project managers organization or cost center number.

Item 5 COFRS Enc #: This is the number that the EPS assigns when a PG document is entered.  It should read something like: PG HAA 98100000001.  PG documents need to be entered by the person in your region or branch that has specific EPS authorization. 

Item 6 CMS ID #: This is a tracking number assigned by the Agreements office for the Engineer/Architect task orders and other contracts processed by that office.  Leave this area blank.  If your task order is not routed through the Agreements office, this field can be deleted from the task order letter.

Item 7 Date: This is the date that the task order letter is initially prepared; This is not intended to be the effective date of the task order.

Item 8 State Fiscal Year: This is the current fiscal year in which the task order is to be executed.

Item 9 Task Order Number: See the explanation for Item 1 above.

Item 10 To: Enter the exact name and address for the consultant, using the information from the first paragraph on page 1 of the basic contract.

Item 11 From: This is the name of the CDOT project manager who will be responsible for reviewing and approving the consultants work.

Item 12 Section/Paragraph: Review the basic contract for the paragraph titled Task Orders This is usually located in Section I, approximately paragraph D or E.

Item 13 Contract Routing Number: This can be found in the upper right hand corner of page 1 of the basic contract.

Item 14 Consultant Name: Enter the exact consultant name from the first paragraph on page 1 of the basic contract.

Item 15 Period: The period or term of the contract begins with the contract date found on page 1, line one of the basic contract.  To find the term date, look in the general provisions section for the paragraph titled Term of the Contract The term for NPS contracts, for example,  is usually 2 years from contract date; therefore the period for the task order would read November 1, 1997 through October 31, 1999.

Item 16 Scope of Work date: The scope of work prepared by the project manager should have a current date.  The scope of work must be in compliance with the scope in the basic contract.

Item 17 Consultant task proposal date: The consultants task proposal should have a current date or there should be a date by the authorized signature on the task proposal.  The rates must be in compliance with the rates in the basic contract.  There needs to be three sets of the cost proposal with original signatures.  The signature must be by an individual with contract signature authority.

Item 18 Task Order Cost: This is the total cost for the task order itself, from the consultant task proposal.

Item 19 Total contract cost: This is the total dollar value of all task orders, including the one being prepared.  To find this, us the OPPL and PASM screens in COFRS to determine the dollar value of all previous task orders against the basic contract.  The easiest way to use the OPPL screen is to first find the PG documents using the POBL screen described above then Link to the OPPL screen by highlighting the first PG document listed for the contract.  To use the PASM screen, Scan on the contract routing number; this screen will show total dollars remaining encumbered, the total dollars paid out to date and the overall remaining balance in the basic contract.

Item 20 Completion Date: The project manager determines the contract time for the task order.  This can be in calendar days, working days or an actual term date (December 31, 1997, for example).  The work must be completed by the term date of the basic contract.

Item 21 Effective Date: This is filled in by the CDOT controller only, when the task order is approved.  DO NOT fill in a date in this area.

