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IDIQ Task Order (TO) Complete Documentation Workflow
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As of July 2014

*Draft the TO 
and start the 
encumbrance 

workflow

Send Draft TO 
to TO Spec. 
for review

Does TO
have proper 

content?

Finalize for 
Contractor 
signature.

YESNO

Contractor
signs

Receive signed TO; combine with IDIQ 
budget tracking form, attribute form(s), 

Utility Certification form, and other 
applicable attachments listed in 

Section IV of TO form. Send to OCIC*

TO 
Specialist 
accepts?

TO Specialist
works with 
District to 

resolve issue(s)

Claims 
Engineer 

approves?

YES

NO

TO Specialist 
receives, records 

and routes to 
next station

YES

Finance encumbers 
addt’l req’d funds 

and distributes 
funding into groups

Step 1

TO funding 
approved? YESNO

Approve 
TO?

TO specialist 
sends 

notification to 
District

YES

NO

Step 3

Download 
TO to CMS

District gives 
NTP to 

contractor

Contract 
Approval

Close TO

Go to IDIQ 
Encumbrance

workflow 1
Contractor 

performs TO 
work

TO work 
acceptable?

TO 
complete

NO
YESGo to IDIQ

Encumbrance
workflow 2

Project 
Engineer and 

Contractor 
execute 

Certificate of 
TO 

Acceptance

Are there 
negotiated 

items?

NO

Const. Spt Unit 
accepts?

YES

YES

NO

NO

Issue 
resolved?

YES

NO

TO funding 
approved?

YES

Step 2

NO

Decision 1

Decision 2

Decision 3

Go to IDIQ 
Closeout 

workflow 1

Go to IDIQ 
Closeout 

workflow 2

*Submit to:*DOT_ContractChanges-Enc



These forms need to be completed prior 
to, or during, the Task Order draft process

Task Order (TO) Encumbrance Process
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As of July 2014      

Jump to IDIQ  
Tracking 

workflow
Prepare IDIQ Proj. 

Budget Trk’g Form and 
Attribute Form(s)

Both complete  
the funding 
information

Review and 
forward to 

DE/ADE

Signs funding 
authorization

Approve use 
of funds?

Signs authorization
YES

Review and send 
to Capital 
Programs

NO

Approve use 
of funds?

Signs 
authorizationYESNO

Combine with TO 
package and send to 

OCIC TO Specialist

Jump to IDIQ 
Tracking 

workflow

Transportation System 
Management (PPMS)

contacts: 

Brad Cornelius (651-366-3904) 
or 

Pa Youa Xiong (651-366-3781)

Are there 
funds for the 

TO?
YES

NO

TO Specialist receives 
package and continues 

with Tracking 



IDIQ Task Order Closeout Work Flow (Certificate of Task Order Acceptance)
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As of July 2014

Go to IDIQ 
Closeout 

workflow 1

TO work 
acceptable?

Project Engineer 
and Contractor 

execute 
Certificate of TO 

Acceptance. Send 
to OCIC*YES

TO Specialist receives, 
records and routes to 

next station

Update CMS 
and Field Ops 

Systems

Delegate receives, 
records and routes to 

next station

Update PPMS 
System

Delegate receives, 
records and routes to 

next station

Update Swift 
System

TO Specialist forwards 
approved Certificate of 

TO  Acceptance to 
District Project 

Engineer, Const. Off. 
Mgr. and STIP Coord.

Go to IDIQ 
Closeout 

workflow 2

TO Closed

TO Work Complete

NO

*Submit to:*DOT_ContractChanges-Enc


