[bookmark: _GoBack][___COMPANY NAME___]
TASK ORDER NO. # -A#	Comment by Author: Required sequence of steps:
ICE: Alameda CTC PM to prepare Independent Cost Estimate (ICE).
Cost Proposal: Alameda CTC PM to provide scope to, and request a cost proposal from, Consultant.
Cost Analysis: Alameda CTC PM to document cost analysis by comparing ICE with cost proposal.
TO: Alameda CTC PM to prepare the draft Task Order (TO), obtain for Consultant concurrence, then submit to Contracts Team for review prior to circulating for signature.

Except as expressly modified in this TASK ORDER NO. #, all of the provisions, terms and conditions of TASK ORDER NO. # shall remain in full force and effect and are hereby ratified and confirmed.

(If replacing all sections, if not DELETE) The following sections are replaced in their entirety; I (Task Order Description), II (Scope of Work), III (Deliverables), IV (Reports and/or Meetings), V (Period of Performance), VI (Task Schedule), VII (Cost) of TASK ORDER NO. #:

(If replacing some sections choose as applicable and DELETE others) The following Sections are replaced as shown below for TASK ORDER NO. #:
· I (Task Order Description)
· II (Scope of Work)
· III (Deliverables)
· IV (Reports and/or Meetings)
· V (Period of Performance)
· VI (Task Schedule)
· VII (Cost)

I. Task Order Description
TASK ORDER NO. # was executed to provide _____ services for the _____ project. This Task Order is necessary to [___Reason for the Work/Task Order Amendment___; e.g. provide for additional time/budget/services/deliverables…], and is hereby amended.
The ALAMEDA CTC Project Manager shall ensure that this Task Order, as amended, and any attachments are in compliance with the provisions of the AGREEMENT and within the scope of the project and are necessary for the successful completion of the project, as well as that sufficient funding has been encumbered to pay for this work.

II. Scope of Work	Comment by Author: Must be within the scope of the RFP and the Agreement.
CONSULTANT shall provide services and all necessary equipment to perform this task as detailed herein. Said services shall be completed in accordance with… or as directed by the ALAMEDA CTC Project Manager. 
The ALAMEDA CTC will provide [reference documents, types of materials, etc.]…
The following supplements/replaces the scope under the previously executed TASK ORDER NO. #:
· …

III. Deliverables
The following supplements/replaces the deliverables under the previously executed TASK ORDER NO. #:
· [___Deliverables___]
· [___Deliverables___]

IV. Reports and/or Meetings
a. CONSULTANT shall submit progress reports in accordance with Article II, Section B of the AGREEMENT.
b. The CONSULTANT Project Manager shall meet with the ALAMEDA CTC Project Manager as needed to discuss progress on the project(s).

V. Period of Performance	Comment by Author: Must be within the Agreement term.
Work under this Task Order may begin upon execution of this task order and shall terminate on [___Month Date, Year___].

VI. Task Schedule
The following supplements/replaces the schedule under the previously executed TASK ORDER NO. #:
Kick-off Meeting			[___Month Date, Year___]
[___Milestone/Activity___]	[___Month Date, Year___]
[___Milestone/Activity___]	[___Month Date, Year___]

VII. Cost
a. CONSULTANT will be paid for actual hours and direct expenses in accordance with Article I, Section A, Paragraph 3 and Appendix B (Project Cost Basis) of the AGREEMENT and with the Task Order cost estimate which is attached and incorporated by reference. In no event shall CONSULTANT incur any costs in excess of any budget amounts described in the AGREEMENT.	Comment by Author: PMs to ensure that the method of payment for the Task Order is consistent with the method of payment for the Agreement, under Basis of Compensation (page 1 of Agreement); e.g. specific rate of compensation, lump sum by task, retainer, or other.	Comment by Author:  PMs to indicate Appendix B or D according to Agreement (it is Appendix B for more recent agreements and Appendix D for older agreements). 
 PMs to ensure that the costs and rates for this task order do not exceed available and/or allowable amounts in the Agreement. E.g., if this Task Order is issued under Agreement Task No. O1, O1 must have enough current budget to cover the total cost of this Task Order; if a vendor is performing work under this Task Order, such vendor must have sufficient current budget to cover the total cost of its work under this Task Order; etc.
b. The total amount payable by ALAMEDA CTC under this Task Order is hereby increased by [___Task Order $ Increase Amount___] from [___Previous Task Order $ Amount___] shall not exceed [___Current Task Order $ Amount___].
c. The following attached hereto supplements/replaces Table A-1-Revised: Task Order Budget / Table A-2-Revised: Consultant and Subconsultant Budget / Table A-3-Revised: Consultant and Subconsultant Fixed Hourly Rate Schedule and Key Personnel/ Table A-4-Revised: Consultant and Subconsultant Unit Costs Schedule of Attachment A Revised Task Order Cost Basis. 


[Signatures on following page]

IN WITNESS WHEREOF, this Task Order has been executed under the provisions of the AGREEMENT between ALAMEDA CTC and CONSULTANT. By signature below, the parties hereto agree that all terms and conditions of this Task Order and the AGREEMENT shall be in full force and effect. This Task Order may be executed by scanned and emailed signature, and a scanned and emailed signature shall constitute an original for all purposes.

	CONSULTANT:

[___COMPANY NAME___]


By:		
[___Name___]	Date
[___Title___]
	ALAMEDA CTC:

ALAMEDA COUNTY TRANSPORTATION COMMISSION



By: 	
[___Name___]	Date
Project Manager

	
	Contract Compliance Review:



By: 	
ALAMEDA CTC Contracting Officer	Date







File:	Document Controls	Comment by Author: Alameda CTC PM shall ensure that the executed TO (whether electronic or hard copy format) is provided to Document Controls, who will then file to the specific Contract Documents folder and also the Project Controls folder.
	Project Controls
Alameda CTC Professional Services Agreement No. A##-####


Alameda CTC Professional Services Agreement No. A##-####-A#

Task Order No. #-A#

1 of 2

	1 of 3	20191008
[bookmark: _Hlk12535400]ATTACHMENT A
REVISED TASK ORDER COST BASIS	Comment by Author: PM must include and update all applicable tables below. All information must be in compliance with the Agreement.
Table A-1-Revised: Task Order Budget
	Task No.
	Task Description
	Approved Task Budget
	Budget Added by TASK ORDER NO. ##
	Revised Task Budget

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	TOTAL
	
	
	

	Note: In no event shall CONSULTANT incur any costs in excess of the task amounts or the total shown above, except as otherwise provided in a Task Order Amendment signed by both parties hereto.



Table A-2-Revised: Consultant and Subconsultant Budget	Comment by Author: If a vendor listed in this table is not already included within the executed Agreement:
 Contract Cost Basis Form C must be submitted and approved, and
 Other forms as required by the Agreement must be submitted; such as:
 Exhibit 10-K
 Public Contract Code (Prime only)
 Iran Contracting Act Certification (Prime only)
 Non-Lobbying Certification, if applicable
These forms are on Contracting Forms page of Alameda CTC website.
	Vendor
	Tier	Comment by Author: If Tier 2, indicate the Tier 1 Vendor which the Tier 2 Vendor is under.
	Certification
	Approved Vendor Budget
	Budget Added by TASK ORDER NO. XX
	Revised Vendor Budget

	
	E.g.:
• Prime
• Tier 1 (under Prime)
• Tier 2 under SubconsultantName
	E.g.:
• LBE
• LBE and VSLBE
• DBE
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	TOTAL
	
	
	

	Note: All vendors, regardless of tier, must be listed above and listed in Appendix B/D of the AGREEMENT in order to be authorized to perform work and/or incur costs. In no event shall CONSULTANT incur any costs in excess of the vendor amounts or the total shown above, except as otherwise provided in a Task Order Amendment signed by both parties hereto. 	Comment by Author: PM to indicate Appendix B or D according to Agreement (it is Appendix B for more recent agreements and Appendix D for older agreements).



Table A-3-Revised: Consultant and Subconsultant Fixed Hourly Rate Schedule and Key Personnel	Comment by Author: Information must match the Agreement exactly. If any personnel listed in this table is not included within the Agreement, Contract Cost Basis Form C3 Rate Schedule (Labor Approval) must be submitted and approved. Contract Cost Basis Form C: https://www.alamedactc.org/contracting-forms/
	Vendor Name	Comment by Author: Vendor Name List Order: Alphabetical but Prime Consultant first
	Personnel Name	Comment by Author: Personnel Name List Order: Alphabetical
	Title and/or Role

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Note: All personnel information must be listed above and listed in Appendix B of the AGREEMENT in order to be authorized to perform work and/or incur costs. 



Table A-4-Revised: Consultant and Subconsultant Unit Costs Schedule
	Task No.
	Vendor Name
	Description
	Quantity
	Unit
	Unit Price
	Approved Total
	Budget Added by TASK ORDER NO. ##
	Revised Total

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Notes:
1. In no event shall CONSULTANT incur any costs in excess of the total amounts shown above, except as otherwise provided in a Task Order Amendment signed by both parties hereto.
2. Actual costs shall be competitively priced and supported with documentation (e.g., invoice) and pre-approved by the ALAMEDA CTC Project Manager.
3. List other direct cost items with estimated costs. Costs must be competitive in their respective industries and supported with appropriate documentation.
4. Items when incurred for the same purpose, in like circumstance, should not be included in any indirect cost pool or in the overhead rate.
5. Items such as special tooling will be reimbursed at actual cost with supporting documentation (invoice). 
6. Items would be considered “tools of the trade” are not reimbursable as other direct cost. 
7. Travel-related costs should be pre-approved by the ALAMEDA CTC Project Manager.
8. If mileage is claimed, the rate should be properly supported by the CONSULTANT’S calculation of its actual costs for company vehicles. In addition, the miles claimed should be supported by mileage logs and must not exceed the IRS-approved rate for the period. 
9. If CONSULTANT proposes rental costs for a vehicle, it must demonstrate that this is its standard procedure for all of its contracts and that it does not own any vehicles that could be used for the same purpose. 



A-2
