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Task Order Contracts in CMS  
 

 

Introduction 

 

Tracking and managing Task Order Contracts in CMS has proven to be a challenge. Given the number of agencies, 
and the various types of goods/services acquired under such contracts, developing just the right contract type in 
CMS, and the instructions for record creation and field completion, required more time and user input than 
originally contemplated. This document is the result and is being issued in conjunction with a modified Umbrella 
“Personal Services” contract type, to be used to create the Master Task Order Contract record, and a newly created 
“Individual Task Order” contract type, for recording the Task Orders issued under the Master. 
 

What is a Task Order Contract? 

 
When an agency has a need for services but the level and date(s) of need is unknown at the time of contract 
execution, what is called a Master Task Order Agreement is executed between the State and the selected 
contractor/vendor. These types of contracts are also referred to as “as needed” agreements because the scope of 
work in the Master Agreement identifies and defines the services and establishes an agreed-to pricing structure, but 
the level of effort, exact location and schedule of work remains unknown. This type of agreement does not 
guarantee any amount of work or payment to the contractor/vendor and it is not until specific work/tasks are 
ordered through issuance of an Individual Task Order that work can proceed. NOTE: It is generally at Task Order 
issuance that funds are encumbered, but at times, money is encumbered at the time the Master Agreement is 
executed. No strict “rule” exists across State Agencies. 
 
The Master Task Order Agreement will include a broad Scope of Work containing an amount of work which may 
be authorized, and an encumbrance provision (see further OSC policy entitled “Modifications of State Contracts – 
Tools and Forms”). 
 
The Individual Task Order is in itself a “mini” bilateral contract requiring signature by both the State and 
contractor/vendor. This is the document used to order goods and/or services based on the provisions agreed to in the 
Master Task Order Agreement. Once specific tasks are identified by the State as being needed, a more specific 
Scope of Work and associated cost/pricing is developed and agreed to by the contractor/vendor. The specific Scope 
of Work and pricing must “fit” within the broader Scope of Work included in the Master Agreement and 
established rates. Once signed, work can begin. 
 
A simple example: 

� On July 28, 2010, the Division of Wildlife (a Division of the Department of Natural Resources) entered 
into a 1-year Master Task Order Agreement with New Air Helicopters, LLC for helicopter usage so the 
State can perform periodic aerial surveys. The Agreement provides for contract renewal in 1-year intervals 
up to 5-years total. Contained in the Scope of Work are flight rates based on hourly costs, description of 
general areas such flights will cover and anticipated flight plans. A maximum, not-to-exceed amount of 
$1,000,000.00 is included in the contract but funds are not encumbered. 

� On September 5, 2010, DOW determines a need for an aerial plan of the southern San Juan mountain range 
to help map wildlife migration patterns. DOW drafts a Scope of Work detailing the area, and with the 
vendor, details a flight plan, establishes an estimated number of pilot hours, and determines the total cost of 
the flight based upon rates set in the Master Agreement for pilot hourly wage-rates, and fuel costs. 

� The Parties execute (sign) an Individual Task Order that includes the agreed upon Scope of Work to be 
completed prior to the end of the 1-year term of the Master Task Order Agreement and the maximum 
amount payable - $75,000.00.  
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Entering the Master Task Order into CMS 
 

� Entry of a Master Task Order Agreement into CMS will require completion of a couple of fields in slightly different 
manner than other Personal Services contracts. This is simply a result of the unique nature of these “as needed” 
contracts and the manner funds are expended. Adherence to the directions provided herein should help to minimize 
any confusion and assist in entry of accurate contract data. Reference to the Help bubble text is highly recommended. 

 
� Begin by the selecting the Personal Services Umbrella contract type and click Continue button. 
 
� Enter the contract information applicable (known) at time of contract execution. Make specific note of the following: 

 
1. Contract Sub-Type � Select Master Task Order from the drop-down list. 

2. Maximum Amount � Enter the Not to Exceed amount of the contract. This is the amount that all Individual 
Task Orders combined cannot exceed. In the above example, the amount is $1,000,000.00 

3. CUMULATIVE Maximum Contract Dollar Amount � Because this is a Master Task Order sub-type, the 
Cumulative Amount field will be used to capture the amount spent against the “cap” (i.e. the set Maximum 
dollar amount)*. At the time of contract execution, typically no individual Task Orders have yet been issued 
and so the entry here is $0.00. *This unique to Master Task Order Agreements in CMS. 

 
    

1. 

2. 

3. 
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Custom Field 1� Because this is a Master Task 
Order sub-type, and the Cumulative Amount field 
will be used to capture the amount spent against 
the “cap” by all individual Task Orders, if the 
Not-to-Exceed amount is changed (i.e. the 
Maximum Amount is increased or decreased), the 
CUMULATIVE field cannot be used to record 
the new dollar amount (as will be case for any 
other contract type except for the Master Task 
Order sub-type). Instead, this new Custom Field 
1, is to be used to record the ORIGINAL 
Maximum Amount of the contract at the time of 
signing if/when the ORIGINAL Maximum 
changes, and the Maximum Amount field should 
reflect the aggregate not-to-exceed amount of the 
Master Task Order Contract.   

REMEMBER: This is Unique to Master Task 
Order Agreements. 

Remember: 
The system will enter default answers 
into the 8 Human Resource question 
fields and the individual who 
creates/modifies a contract record 
(i.e. the Contract Administrator) will 
not need to change these unless 
specifically told otherwise by their 
internal HR delegate or DHR. 
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Entering the Individual Task Order into CMS 
 

� Entry of an Individual Task Order into CMS will no longer require the use of the full Personal Services contract type. 
Instead, a new, shorter, contract type has been developed for use in conjunction with the Master Task Order sub-type. 
Close attention to the Help text will assist in completion of the fields in this new contract type AND updating of the 
Master Task Order record. 

 
� Begin by the selecting the Individual Task Order Umbrella contract type and click Continue button. 
 
� Enter the task order specific information applicable (known) at time of signature. Make specific note of the following: 

 

1. Contract Title � Give the record a title that includes the series number of the Task Order and the CMS ID# 
of the associated Master record. May also include further description if desired. For the above example, the 
title given is: “Task Order #1 to CMS ID #19576 for MAS.” 

2. Contract Purpose � Do not simply restate the purpose of the Master Task Order Agreement. Be specific as 
to the Task Order itself. For this example, “Flight Trip #1 in series of anticipated total of 12 quarterly 
flyovers. This flyover is Autumn - Quarter A1,” describes this Task Order as the first of 12 flyovers to record 
migration during the autumn season. 

3. The Effective Date, Expiration Date and Performance Dates are specific to this Task Order #1. 

4. Maximum Amount � Enter the dollar amount of Task Order #1. In this case $75,000.00 will be spent 
against the $1,000,000.00 “cap.”  

 
1

. 

4

. 

3

. 

2

. 
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5. Link the individual Task Order Record to the Master Task Order record. 
 

� Click on the “Link Contracts” option on the right hand column of the Contracts Details screen OR 
on the very bottom of the Contract Details after the Notes box. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. 

Right hand column of the Contracts Details screen 

Bottom of the Contract Details after the Notes 
box. 

� In the “find where” box, select Contract_ID from the drop 
down list.  

� In the “is like” box, enter the Master Task Order CMS ID #. In 
this case the record was assigned CMS # 19576. 

� Click on “search” 

� From the resulting search, click on “Link” 
next to the contract record you want to link. 

 

� Scroll to the bottom of the Contract Details screen and CMS # 
19576 will now show as a Linked record. 
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 6. To ensure the Link is correct, click on “View.” This should open the Master Task Order record (CMS # 19576). 
 
  
 
 
 
 
 
 
 

7.  Scroll to the bottom of the Contract Details screen. The Individual Task Order should now be linked (CMS ID 
# 19584). Click “View” to ensure the Link is correct. 
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Entering a Modification to a Master Task Order Record into CMS 

 
� The Modification Contract type has not changed significantly. Users will continue to use this contract type to create 

records for any changes to their contracts � Amendments, Option Letters, Change Orders etc. Field 
changes/additions were made to better capture relevant information. Close attention to the Help text will assist in 
completion of the fields. 

 
� Begin by the selecting the Modification Umbrella contract type and click Continue button. 

 
� Enter the modification specific information. Make specific note of the following: 

 
1. Contract Title � Give the record a title that includes the series number of the Modification and the CMS ID# 

of the record being modified. May also include further description if desired. For the above example, the title 
given is: “Option #1 to Add Funds to CMS ID #19576 for MAS.” (For this example, money is being added to 
the MASTER contract. The Not-to-Exceed is being increased.) 

2. If this is the first year of the contract, it will not yet have been Recertified. Skip the question. 
 

   
3. 

3. Link the Modification to the Contract 
Record it is Modifying. In this case 
CMS ID# 19576. 

2 

1 



Task Order Records in CMS Page 8 of 11 July 22, 2010  

 
4. Click on “View” next to the linked contract record to ensure the correct record was attached. 

5. Modify the Master Task Order record (CMS ID # 19576) to add the $200,000.00 from Option #1 (CMS ID # 
19586). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

� Now record the ORIGINAL Maximum 
Dollar amount of the contract at the time of 
signing, in Custom Field 1 as previously 
described. 

 

� Due to the unique nature of the Master Task 
Order record, this is the ONLY time that the 
Maximum Amount field would change. All 
other contract types will use the 
CUMULATIVE field to reflect an increase in 
funds. The CUMULATIVE field cannot be 
used for an increase to the Not-to-Exceed 
amount because it is being used to track Task 
Orders issued against the Master. 
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6. Scroll to the bottom of the Contract Details screen. There should now be two links. The Individual Task 
Order (CMS ID # 19584) and the Modification - Option #1 (CMS ID # 19586). Click “View” to ensure the 
Links are correct. 

 
 
 
 
 
 
 
 
 

______________________________ 

 

Entering a Modification to an Individual Task Order Record into CMS 

 
� The Modification Contract type has not changed significantly. Users will continue to use this contract type to create 

records for any changes to their contracts � Amendments, Option Letters, Change Orders etc. Field 
changes/additions were made to better capture relevant information. Close attention to the Help text will assist in 
completion of the fields. 

 
� Begin by the selecting the Modification Umbrella contract type and click Continue button. 

 
� Enter the modification specific information. Make specific note of the following: 

 
1. Contract Title � Give the record a title that includes the series number of the Modification and the CMS ID# 

of the record being modified. May also include further description if desired. For the above example, the title 
given is: “Change Order #1 to Add Funds to CMS ID #19584 for MAS.” (For this example, $10,000.00 is 
being added to Task Order #1 - CMS ID# 19584) 
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3. Click on “View” next to the linked contract record to ensure the correct record was attached. 
4. Modify the Individual Task Order record (CMS ID # 19584) to add the $10,000.00 from Change Order #1 (CMS ID # 

19587). 

2. Link the Modification to the Contract 
Record it is Modifying. In this case CMS 
ID# 19584. 

� Due to the unique nature of the 
Task Order record (a 
CUMULATIVE field is not 
included in this contract type), the 
Maximum Amount field will 
change if the funds are modified.  

� Record the ORIGINAL 
Maximum Dollar amount of the 
Task Order in Custom Field 1 as 
previously described. 
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Tips and Reminders 
 
 
� Remember that Task Order Contracts are unique. As such, creating records in CMS is unique. Certain fields will be 

completed differently than other contract records.  
 
� Master Task Order records and Individual Task Order records are the only records that may need to have the “Maximum 

Amount” field changed. No other contract type will need to have this field changed. 
 
� Linking the Individual Task Order record to the Master is very important in order to ensure all dollars spent against the Not-

to-Exceed amount are tracked and the amount remaining under the “cap” is known and current. 
 

 


