TASK ORDER FORMAT SAMPLE
Integrated Training Management (ITAM) Program Support

For: LOCATION
CONTRACT NUMBER: W911S0-04-D-0001









FINAL:  (DATE)

TASK ORDER #: Assigned by ATSC COR
1.0 Background.  Include what type of clearance is necessary to perform the task order. 
2.0 Scope.


1.1


1.2

3.0 Tasks.
4.0 Applicable Documents.

5.0 Deliverables. Things within the block are listed samples.
	 Deliverable
	Transmittal Form and Quantity
	Schedule

	Briefings and presentations 
	electronic and 1 paper copy
	1 per month as necessary

	Issue papers, white papers, decision papers, etc.
	electronic and 1 paper copy
	1.5 per month as necessary

	Read-ahead papers / packets
	electronic and 1 paper copy
	1 per scheduled brief (total of 24)

	Integrated Concept Team (ITC) Documents (agendas, information packets, minutes, and follow-up task tracking)
	electronic and 1 paper copy
	Within 5 days after event and monthly for follow-up.

	Monthly Progress Reports
	e-mail-formatted according to CDRL-A0001
	5th day of each month

	Written Records (of meetings, conferences, working groups, etc)
	1 paper copy
	Within 5 days after event.

	Trip Reports
	e-mail
	Within 3 days after event


6.0 Place of Performance/Instructions for Access. 
7.0 Travel.  It is anticipated that travel will not exceed $$ amount?  Or, list the places where the person(s) will be traveling to.
All personnel hired must be able to obtain E-mail and access at their perspective installations.  This may include obtaining a valid security clearance.  Security clearance is determined at and by the perspective installation.

8.0 Government Furnished Property.
   9.0 Reports.  



9.1  Monthly and Final Reports.  The Contractor shall prepare a Monthly Status IAW CDRL A0001.  These reports shall contain, as a minimum, a general summary, a summary of tasks completed during the reporting period, specific issues and problems encountered during the reporting period.  The final report shall contain the same information as the monthly reports, but shall cover the entire period of performance.  The Government will review all reports and provide comments within ten (10) days.  The contractor shall incorporate Government comments and provide revised reports within ten (10) days after receiving Government comments. 

    9.2  Routine written and electronic media staff products and projects are required and are the property of the Government.

10.0 Hazards Information.  

    11.0 Installation Required Pass’. Any employee(s) selected by the contractor for this task order…(input instructions to obtain)

     12.0 Identification of Contractor Employee(s).

a. The contractor shall provide each employee an identification (ID) badge on contract start or employment start date.  The ID badge shall be made of nonmetallic material, easily readable and include employee’s name, Contractor’s name, functional area of assignment and color photograph.  

b. Display of ID Badges:  Contractor personnel shall wear the ID badge at all times when performing work under this contract to include attending Government meetings and conferences.  Unless otherwise specified in the contract, each Contractor employee shall wear the ID badge in a conspicuous place on the front of exterior clothing and above the waist except when safety or health reasons prohibit such placement.

c. Answering Telephones:  Contractor personnel shall identify themselves as Contractor employees when answering Government telephones.

d. Utilizing Electronic Mail:  When prime Contractor or sub Contractor personnel send e-mail messages as a part of contract performance (or otherwise relating to contract matters), each sender shall include his/her name (both first and last names), e-mail address and the name of the individual’s employer).

   13.0 “Government Rights”.  “The Government has unlimited rights to all documents/material produced under this task order.  All documents and materials, to include the source codes of any software, produced under this contract shall be Government owned and are the property of the Government with all rights and privileges of ownership/copyright belonging exclusively to the Government.  These documents and materials may not be used or sold by the Contractor without written permission from the Contracting Officer.  All materials supplied to the Government shall be the sole property of the Government and may not be used for any other purpose.  This right does not abrogate any other Government rights under the applicable Data Rights clause(s).”  
14.0 Period of Performance.

15.0 Proposal Format.  Proposals submitted by the contractor shall comply with the Northern Regional Contracting Office (NRCC) cover letter.
16.0 Technical Point of Contact:

17.0 DFAS Address for Invoice Payment:

