DEPARTMENT OF TRANSPORTATION AND DEVELOPMENT
INTRADEPARTMENTAL CORRESPONDENCE

REFERRED TO

__________________________

__________________________
​__________________________
         REFERRED FOR ACTION
          ANSWER FOR MY SIGNATURE
          FOR FILE
          FOR YOUR INFORMATION
          FOR SIGNATURE
          RETURN TO ME
          PLEASE SEE ME 
          PLEASE TELEPHONE ME
          FOR APPROVAL 
          PLEASE ADVISE ME
____  _______________________

BY ________  DATE ​​​_____________

BY ________  DATE ​​​_____________

BY ________  DATE ​​​_____________
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_____________________________      
__________

RECOMMENDED FOR APPROVAL
DATE

_____________________________
__________
RECOMMENDED FOR APPROVAL
DATE

_____________________________
__________
RECOMMENDED FOR APPROVAL
DATE

_____________________________
___________
APPROVED                                               
DATE

Date

Phone Number

Contract/Retainer Contract No. 44-XXXX
Task Order No.

Description

Memorandum
To:
Ms. Darhlene Major

Consultant Contracts Services Administrator

From:
(Requestor)


(Requestor Title)

Subject: (Request for Task Order, Supplement to a Task Order, or for a Supplemental Agreement)

Transmitted herewith are the scope, man-hour estimate and direct expense estimate for a (new task order, supplement to a task order or supplemental agreement) under the captioned retainer/contract.  The scope of work involves (detailed statement about the proposal being submitted).

For negotiated contract actions:

The DOTD and the Consultant have agreed to the attached scope of work and have both independently developed man-hours and direct expense estimates.  The DOTD and the Consultant have since agreed to the attached man-hours and direct expenses, which are being provided for your use in developing the contract fee amount.

If you have any questions or need any additional information, please contact XXXX at XXXX.

NOTE:  SECTION HEAD APPROVAL IS REQUIRED

Check time/legal maximum allowed for additional contract actions

1) No additional work shall be requested if the original contract/supplemental agreements have expired.

2)  No additional task orders shall be issued for retainer contracts which have expired.  Supplemental Task Orders can be issued for an active (not expired) Task Order for which the retainer contract has expired as long as funds are available in the retainer contract.
3) Supplemental Agreement to an Original Contract entered into prior to July 1, 2009: the sum of all work must not exceed 1.50 times the value of the Original Contract amount.  Supplemental Agreement to an Original Contract entered into from July 1, 2009 an afterward: the sum of all work must not exceed 1.75 times the value of the Original Contract amount.
4) For new Task Orders, the sum of all work must not exceed the value of original approved retainer contract amount.
Initials:

Attachments

Copied to
	Benefitting Project No.


	

	Project Manager/Budget Requester

	

	Phase of Work – Example below:
.1 – Stage 0/Feasibility
.2 – Environmental
.3 – Right of Way

.4 – Utility Relocation

.5 – Design/Engineering

.6 – Construction Support,    Construction/CE&I Services
	Show each type of work to be included under each Phase.



	Is benefitting project a program or individual project?


	Program (Bridge Rating, Bridge Inspection, etc…)

Individual (Project that leads to construction)

	Federal Oversight


	Delegated or Full Federal Oversight

As described in the Federal Stewardship Agreement

	Environmental Clearance 

Type / Date
	

	Type of Contract


	Billable Rates with Maximum Limit, Cost Plus, Lump Sum

	Contract Time (Each Stage)


	Ex. Stage 3   180 days after NTP

       Stage 5   Until completion of Construction
Calendar Days XXX, or

The Contract time shall run with construction and an additional XXX days for final closeout.

If a Supplement to a task order:



The contract time shall be in accordance with the original Task Order or Supplement No. XXX.



	Notice to Proceed Date
If Supplement to Task Order, will this be a continuation (N/A)?
	If Applicable

	Scope of Services / Proposal


	Attached

	(Fees for Original Contract + Existing Contract Actions + Proposed Contract) divided by (Original Estimated approved contract amount in advertisement request)

Not to exceed 1.75 or for contracts prior to July 1, 2009 1.50
	Number between 1-1.75

	Expiration Date of contract action being Supplemented or Retainer Contract/Task Order  
	Month/Day/Year


