DOT Task Order
Process

Does contract
require Task
Order?

DOT Contract
Administrator reviews
contract terms for Task
Order process required

Is meeting with
Consultant
required?

Meeting to discuss
scope of work, budget,
deliverables, and time

frames

1

Appendix B

Task Order Process

NO

NO

<«

\ 4

DOT/Consultant
prepare scope of work,
budget, deliverables,
and time frames

\ 4

Task Order logged into

Contract Status System

and Sequential Number
Assigned

\ 4

Contract Administrator
and Deputy Director
sign Task Order

\ 4

Task Order reviewed
by Contract Services
Unit and Budget staff

Director signs Task
Order

Task Order reviewed
> County Counsel
o l
o

\ 4

Obtain signature of
Consultant on Task
Order

\ 4

Forward original fully
executed Task Order to
Contract Services Unit

y

Does contract
require Notice to
Proceed (NTP)?

Contract Administrator
prepares NTP,
transmits to Consultant
and forwards copy to
Contract Services Unit

NO <

A 4

Consultant begins work

L

Upon completion of
work, Contract
Administrator issues
Task Order closing
memo to Consultant
and forwards a copy to
Contract Services Unit




