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Head, Contracts Division, Code D21

To:
Distribution

Subj:
DEVELOPMENT AND PREPARATION OF DELIVERY/TASK ORDERS

Ref:
(a) NRaDINST 4205.1C


(b) MIL-Handbook 245D


(c) FAR 7.306


(d) FAR 16.505

Encl:
(1) Definitions


(2) Acronyms


(3) Sample Cost Estimate


(4) Delivery/Task Order Compliance Review Format


(5) Delivery/Task Order Sample, DD Form 1155 (Order for Supplies or Services)

1.  Purpose.  To identify procedures and requirements for the development and preparation of delivery/task orders (DOs) and DO modifications.

2.  Policy.  The Beyond Expedited Delivery/Task Order Process (BEDOP) is designed to improve customer service and reduce Procurement Administrative Lead Time.  The procedures herein shall be used for the processing of all DOs and DO modifications issued by this activity, with the exception of those issued by the Simplified Acquisition Division under Federal Supply Schedules.  To assist in utilizing the procedures contained herein, standard definitions and acronyms used in the BEDOP process are defined in enclosures (1) and (2).

3.  Responsibilities.


a.  Contracting Officer’s Representative (COR).  The COR, appointed in accordance with reference (a), is responsible for:



(1) Technical Liaison.  The COR serves as the technical liaison between the Contractor and Contracting Officer/Ordering Officer/Administrator.  In this capacity, the COR must be technically knowledgeable (in the area in which the contract is to be performed) to detect problem areas in contract performance.  As the technical liaison, the COR serves as the contact point through which the Contractor can relay questions and problems of a technical nature to the Contracting Officer/Ordering Officer/Administrator.  In monitoring Contractor performance, the COR must ensure the Contractor adheres to the Statement of Work (SOW) and other terms and conditions specified in the contract document.  Care must be exercised, however, to avoid supervision (or the appearance of supervision) and unauthorized commitments.



(2) Security.  The COR is responsible for (a) verifying that the security classification of the DO is accurate, and (b) notifying the Ordering Officer/Administrator if the security classification is different from the basic contract.



(3) Limitation on Authority.  It is imperative that the COR takes great care not to exceed the limitations of their authority.  The COR has NO AUTHORITY to obligate the Government.  The COR NEVER has the authority to:




(a) Authorize or direct the Contractor to perform any work prior to the issuance of a DO (DD Form 1155) or a modification (SF 30).




(b) Issue stop work orders.




(c) Authorize the Contractor to utilize Government Furnished Property (GFP).




(d) Disclose source selection or proprietary information.




(e) Reveal any budgetary information to the Contractor.




(f) Solicit quotes.




(g) Directly or indirectly change any of the following:





1. Pricing, cost or fee.





2. Quantities.





3. Quality.





4. Scope of the DO.





5. Delivery schedule.





6. Labor mix, Time-and-Material hours as established.





7. Any other terms or conditions of the DO or basic contract.


b.  Ordering Officer/Administrator.  The Ordering Officer/Administrator is responsible for:



(1) File Review.  For each order, the DO file shall include the following items:




(a) SOW (signed by both the COR and the Contractor).




(b) Contractor cost estimate.




(c) Delivery/Task Order Compliance and Review (See enclosure (3)).




(d) Appropriate procurement/funding documentation (including a service center job order number).




(e) DD Form 1423, Contract Data Requirements List(s) (CDRL) (when applicable).




(f) Determination and Findings Authority to provide Government Facilities (when applicable).




(g) Information Technology (IT) documentation (when applicable).




(h) Personal notes.




(i) Correspondence (when applicable).



(2) Ensuring DOs are properly prepared and contain, as a minimum, the following information:




(a) Date of Order.  The effective date is the "date of order" specified in block 3 of the DD Form 1155.




(b) Delivery or Performance Date.  Read the basic contract to ensure that the delivery and/or performance dates are in accordance with the basic contract.




(c) Invoice.  The invoice will be sent to the activity stipulated in the basic contract.  If the contract cites prompt payment discounts, ensure the information is contained in the DD Form 1155 as well.




(d) Place of Delivery or Performance.  This must be stated in each DO and must be in accordance with the basic contract.




(e) Accounting and Appropriation Data.  Each DO must incorporate this data, which is found on the customer's Purchase Request.




(f) Other Information.  All other information (e.g., safety requirements, security requirements set forth on a DD Form 254, data requirements set forth on a DD Form 1423) must be stated in each order as required.  The basic contract must include terms and conditions for each item included in any DO.  DOs may not incorporate terms or conditions not already included in the basic contract.  If a special provision or term is needed in a specific DO, it must first be incorporated into the basic contract using SF 30, Amendment of Solicitation/

Modification of Contract.



(3) Ensuring the Contractor fully understands and complies with the portion of this instruction that defines their role in the DO process.



(4) Ensuring the limitations of their appointment as an Ordering Officer are not exceeded.  Actions by the Ordering Officer that are determined to be beyond the scope of his/her warranted authority may result in disciplinary action and potential personal liability.

4.  Procedures.  The following procedures shall be used for all DOs processed by SSC San Diego.


a. The COR shall coordinate the following procedures used by originating personnel during the development and implementation of a DO or Modification:



(1) Upon identification of a requirement, the originator shall contact the COR to obtain authorization to use the cognizant contract.  The COR will ensure that the SOW provided for each DO is within the scope of work defined in the basic contract, and that there is sufficient dollar or hour ceiling available on the basic contract.



(2) After receiving authorization, the originator and/or the COR shall contact the Contractor for the purpose of arriving at a common understanding regarding the technical components which constitute the basis for performance under the DO.  If guidance is needed, the Ordering Officer/Administrator should be included in the meeting.



(3) Once the COR and the Contractor agree on a common understanding of DO requirements, the originator and/or the COR will assist in the preparation of the SOW and the CDRLs.  The SOW will be prepared in accordance with reference (b).  The discussion of scope should also address whether the parties anticipate the work to be a completion or level-of-effort task.  If there is any doubt whether the required effort falls within the scope of the basic contract, the initiator shall contact the Ordering Officer/Administrator for resolution.  The completed SOW and CDRLs shall be sufficiently definitive to allow the Contractor to clearly identify the requirement and the Ordering Officer/Administrator to ensure that it is within the scope of the contract.



(4) The COR will email or fax a copy of the draft SOW and CDRLs to the Technical Assistance Office (TAO) and to the Ordering Officer/Administrator for review.  The Ordering Officer/Administrator will forward comments to TAO within one business day of receipt.  TAO will incorporate those comments into the package, which will be returned to the COR within two business days of original receipt of the drafts from the COR, i.e., the entire turnaround for this portion of the process is two business days.  The COR will then forward the SOW and the CDRLs to the Contractor who will finalize the SOW by signing and dating it to signify mutual agreement.  The finalized original of the SOW and CDRLs will be included in the complete Purchase Request Package (PRP), which the COR or originator will submit to Budget.



(5) Upon receipt of a copy of the Contractor’s complete cost estimate (which is due within five (5) calendar days after signing the SOW), the COR will conduct a review of this estimate (a sample of which is included as enclosure (3)) in relation to the finalized SOW, the expenditure profile (if incrementally funded), and any other documentation as necessary.  (Note:  the original of the Contractor’s cost estimate is submitted to the Ordering Officer/Administrator for review in accordance with reference (c)).  This review is for the purpose of:




(a) Confirming compliance with the scope of the basic contract.




(b) Verifying the description of work requirements is adequate.




(c)  Verifying the labor mix and labor hours associated with the proposed task are reasonable and consistent with the parameters of the established effort.  If the COR does not concur with any element of the proposed cost estimate, the area and the basis for concern shall be concisely described in the backup documentation.  These issues will be resolved later by the Ordering Officer/Administrator during negotiations with the Contractor.  Note:  Time-and-Material (T&M) information will also include verification of other Contract Line Item Numbers (CLINs), such as Other Direct Costs (ODCs), Material, and Travel.



(6) The COR will prepare a complete PRP which will be routed to (i) the Budget Office, (ii) TAO and finally, (iii) the cognizant Contracts Branch.  The complete package should include, as a minimum, the following:




(a) Delivery/Task Order Compliance and Review Format (enclosure (4)).




(b) The signed original of the SOW.




(c) Appropriate funding/procurement documentation (including a service center job order number).  Unfunded requirements can be forwarded through Budget to TAO, however, the action will not be processed until incremental or full funding is received.  Incremental funding must cover at least 25 percent of the effort.  Exceptions will be handled on a case-by-case basis by the appropriate Contracts Branch Head.




(d) A copy of the Contractor’s cost estimate.




(e) CDRLs (as required).




(f) Determination and Findings Authority to provide Government Facilities (as required).




(g) Evidence of Information Technology (IT) documentation review and approval from the Information Resources Management Office (as required).




(h) Backup documentation to support non-concurrence with any elements of the Contractor’s cost estimate.



(7) After issuance of the DO, the COR shall monitor the order in accordance with reference (a).  Important procedures to remember are as follows:




(a) DO Performance Verification.  Progress reports and invoices submitted by the Contractor are reviewed by the COR to determine if work is progressing as estimated.  Reviewing these reports will also indicate the possibility of future technical and/or financial problems.  The COR performs inspection of services/supplies and certifies acceptance/rejection of work performed.  In performing the function, the COR may test and inspect Contractor items, work products, and progress at the Contractor's facility or performance site consistent with the inspection/acceptance provisions of the basic contract.  If required, assistance of the Administrative Contracting Officer (ACO) (if one is assigned) may be requested via the Ordering Officer/Administrator.  Similarly, the COR may, via the Ordering Officer/Administrator, request DCAA (Defense Contract Audit Agency) floor checks of the Contractor facility or performance site and timekeeping records if performance and/or invoicing improprieties are suspected.  The COR must notify the Ordering Officer/Administrator of unacceptable items and services so the Ordering Officer/Administrator may initiate corrective action with the Contractor.  The COR shall give the Ordering Officer/Administrator the earliest possible notice of any possibility of default.  The COR also monitors the actual labor mix used by the Contractor by comparing invoices and order requirements to assist in quality assurance.  In addition, the COR shall provide status reports on Contractor performance to the requiring activity and the Ordering Officer/Administrator during regular scheduled meetings.




(b) Government Furnished Property.  If GFP is imperative to the successful completion of the DO, the COR shall (1) ensure the GFP is available and usable; (2) execute a Determination and Findings for Government Furnished/Contractor Acquired Property; (3) provide the acquisition cost of the property in the PRP; and (4) ensure the property is completely inventoried with serial numbers.




(c) Modifications. 





1. When changes are required to a DO, the COR will assist the Ordering Officer/Administrator with those elements of the proposed change which require technical input/expertise.  The Ordering Officer/Administrator will actually modify the DO as appropriate.





2. At times, requests for extensions to the period of performance are necessary.  These requests should state the reason for the extension and should be documented (including any consideration received) for the DO file.  Prior to issuance of a modification for an extension to a specific DO, the COR must provide a written evaluation and a recommendation regarding the extension.  Reminder:  modification actions which result in the period of performance exceeding one year require approval by the appropriate Contracts Branch Head prior to issuance.




(d) Monitoring of Funds Expended.  The COR shall maintain a record of expenditures to the ensure funds expended correlate with the degree of progress made; detect possible fraud, waste and mismanagement; and/or detect funding deficiencies and potential overruns.




(e) Final Report on Performance.  The final task of the COR is to provide the Ordering Officer/Administrator a final report on the Contractor’s overall performance.  This report is required at the completion of each DO and yearly for the basic contract.  The report may be compiled from data obtained from file documentation maintained by the COR during contract performance.  The report should include all aspects of contract performance.  This report will be used by the Contracting Officer/Ordering Officer/Administrator to evaluate Contractor performance for future requirements for which the Contractor may be solicited.




(f) File Documentation.  The COR shall maintain a complete file of contract actions.  The file documentation should consist of:  the contract document; any modifications and/or DOs; and correspondence of any type related to the contract, such as personal notes, progress reports, records of telephone conversations, trip reports, and invoices.


b.  The Ordering Officer/Administrator shall process all DOs under the following BEDOP procedures:



(1) The Ordering Officer/Administrator shall be available if guidance is needed when the COR and/or originator are meeting with the Contractor to arrive at a common understanding of the requirement.  The Ordering Officer/Administrator shall review the draft SOW and forward comments to TAO within one day of receipt.



(2) The Ordering Officer/Administrator shall review the proposed DO to ensure compliance with reference (d) and to verify:




(a) The package is complete and contains all necessary documentation.




(b) The requirement is within the scope and ceiling of the basic contract.




(c) The Contractor’s estimate is considered reasonable for the proposed tasking.  The following elements of the cost estimate must also be verified:





1. Direct labor including labor categories, hours, rates, and total.





2. Indirect Rates.

Note:  T&M labor rates include unburdened labor rates, indirect rates and fees as established in the basic contract.





3. Other Direct Costs, as follows:






a. Travel identified in the SOW need only be identified as a total cost.  Travel Requirements not identified in the SOW must be fully documented, including destination, number of people, number of days, airfare costs, per diem, car rental, and other charges.






b. Material exceeding a unit price of $2,500 must be itemized.  All other materials need only a total cost.






c. Equipment must be identified as IT or non-IT.  All IT equipment and non-IT equipment exceeding a unit price of $2,500 must be itemized.  All other non-IT equipment needs only a total cost.






d. Miscellaneous charges under $2,500, such as reproduction, postage, leased lines, FedEx, other shipping, telephone, conference costs and computer service center charges, do not need to be itemized.





4. Subcontractors and Consultants:






a. Subcontractors and consultants approved under the basic contract need only submit total cost with labor categories and hours.






b. Subcontractors and consultants not approved under the basic contract must be itemized with the same detail as the prime Contractor for the DO.





5. Fee, as specified in the basic contract (remember, T&M fee is incorporated into the burdened fixed hourly rate).  During the fee verification process, it may be necessary to coordinate with the following activities:






a. Defense Contract Audit Agency - to verify labor rates and any elements of indirect costs.






b. Scheduled Airline Ticket Office - to verify airline rates.






c. SSC San Diego Travel Office - to verify per diem costs.  The Internet also has a homepage (http://www.dtic.mil/perdiem/) where current rates may be verified.




(d) The CDRLs established by TAO are consistent with those used for the Contractor’s cost estimate.  Where there are changes, the Ordering Officer/Administrator shall confirm with the Contractor that this will not impact their pricing.



(3) The Ordering Officer/Administrator shall complete and sign Part II of the Delivery/Task Order Compliance Review Format (enclosure (4)).



(4) When determined necessary by the Ordering Officer/Administrator, discussions/negotiations may be conducted to resolve any issues prior to issuance of the DO.  When discussions/negotiations are held, a negotiation memorandum shall be prepared by the Ordering Officer/Administrator and included in the DO file.



(5) The Ordering Officer/Administrator shall then prepare the DO, setting forth applicable terms and conditions (e.g., the order amount, maximum limitation of the order, funding, SOW, delivery schedule).  A sample DO, DD Form 1155, is included as enclosure (5).



(6) Post-award Functions.  The entire range of contract administration actions associated with the post-award phase of any contract may apply equally to each DO.  These functions are performed by the responsible parties (i.e., Contracting Officer, ACO, COR, or Ordering Officer/Administrator).



(7) Invoices.  Each basic contract contains a clause addressing how invoices are to be processed.  Although the clauses may vary from activity to activity, it is the Ordering Officer’s/Administrator’s responsibility to be familiar with the invoicing procedures for the contract and to ensure that invoicing is accomplished and verified appropriately.  The following areas are generally covered in all invoicing clauses:




(a) Frequency of invoice submissions.




(b) Number of copies of invoices required.




(c) The individuals to whom invoices must be sent.




(d) Minimum detailed information required.




(e) Role of the COR.




(f) Role of the Ordering Officer.




(g) Requirement for a DD Form 250, Material Inspection Receiving Report, with invoice.


c.  The Contractor plays an important role in the BEDOP process.  As stated above, it is the Ordering Officer’s/Administrator’s responsibility to ensure the Contractor understands these procedures and complies with them.  This is accomplished through the use of specific clauses defined in the SSC San Diego Clause Book.



(1) Upon notification by the COR that a requirement exists under their contract, the Contractor will meet with the COR/Originator to discuss the nature of the tasking and to identify the elements necessary for preparing a detailed SOW and CDRLs, which will contain sufficient definition to allow all parties to clearly identify an end product that is consistent with the scope of the contract.  These discussions must be limited to technical areas only.



(2) As stated above, after both parties have reached agreement regarding the requirements of the draft SOW and CDRLs, the COR will forward the draft documents to TAO and to the Ordering Officer/Administrator.  The COR will notify the Contractor of any changes to the SOW and/or CDRLs.  The SOW will be finalized when both parties sign and date the SOW to signify mutual agreement.



(3) Within five (5) calendar days of signing the SOW, the Contractor shall submit to the Ordering Officer/Administrator a complete cost estimate with a copy of the SOW.  A copy of the cost estimate shall be forwarded concurrently to the COR and the originator.  The cost estimate shall contain the information listed in paragraph 5b(2)(c)1 through (c)4 above.  Note:  This applies only to Contractors with approved accounting and purchasing systems.  Contractors without approved systems may be required to submit additional documentation.  Additionally, any backup documentation not provided with the cost estimate may be requested later by the Ordering Officer/Administrator.



(4) Once the Ordering Officer/Administrator reviews and accepts the Contractor’s cost estimate, a DD Form 1155 will be executed by the Ordering Officer and will be sent to the Contractor as notice to begin work.  If the cost estimate is insufficient or discussions are needed, the Ordering Officer/Administrator will contact the Contractor to negotiate the requirement.



(5) Contractors should supply current billing rates to CORs and Ordering Officers/Administrators as necessary.  This will assist the Government in rapidly verifying the Contractor’s proposed rates and thereby further expediting the ordering process.  (Note:  For T&M contracts, this is not required for prime Contractors--only for new subcontractors.)

5.  Directive Responsibility.  The Contracts Policy Office, Code D214, is responsible for keeping this Contracts Standard Operating Procedure current.









/s/








Head, Contracts Division 

Distribution:

All D21 Employees

D20

D201

D002

Definitions 
"C" Contract:  The term "C" contract is used in a very broad sense to include all contract actions with definitive quantity, deliveries, and statements of work (SOWs) provided in the basic contract, excluding indefinite delivery type contracts (IDTCs) (also referred to as delivery order contracts).

Completion Contract:  The standard types of contracts where an end product is delivered or the services are completely performed. Any additional in-scope work will be performed by the Contractor at cost, without additional fee.

Contracting Officer's Representative (COR):  The Government official, appointed in writing by the Contracting Officer and designated in the contract, who functions as the technical representative on the contract. The COR monitors cost/price, delivery, and performance of the contract. The COR and Ordering Officer shall be two different individuals.

"D" Contract:  The term "D" contract means an IDTC in which the specifics on quantities, delivery, and/or SOWs are provided by individual delivery orders placed against the basic contract.

Delivery Order (DO):  A written order (documented on DD Form 1155), issued by the Contracting Officer or a designated Ordering Officer, for supplies under an IDTC. A delivery order automatically incorporates all terms and conditions in the basic contract. Ordering Officers must ensure that the orders comply with all applicable terms and conditions stipulated in the basic contract.

Expenditure Profile:  The estimate of cost that is necessary to support an identified effort delineated by a time frame such as week, month or quarter. This is necessary to ensure that incrementally provided funding is sufficient to keep the effort on-going.

Level-of-Effort (LOE) Contracts:  The type of contract where the Contractor receives the compensation called for by the contract upon expenditure of the required hours of effort.

Nonseverable:  A contract or task that is the smallest inspectable unit of work. A task is nonseverable when it cannot be further subdivided and when each subdivision can be evaluated for Contractor compliance with the statement of work. Nonseverable contracts may extend beyond the expiration date of the funding order and/or appropriation.

Ordering Officer (OO):  An individual authorized, within the limits of assigned authority, to sign/issue, and modify the delivery/task orders. Ordering Officers are appointed, in writing, by the appointing official at the designated ordering activity and authorized, in writing, by the Contracting Officer to place orders against specific contracts.

Procurement Contracting Officer (PCO):  The Government official, authorized by warrant to enter into contracts for the Government, who generally performs duties as the purchasing office.

Task Order (TO):  A written order (documented on DD Form 1155), issued by the Contracting Officer or a designated Ordering Officer, for services under an IDTC. A delivery order automatically incorporates all terms and conditions in the basic contract. Ordering Officers must ensure that the orders comply with all applicable terms and conditions stipulated in the basic contract.

Property Administrator:  A property administrator is an authorized representative of the Contracting Officer and is assigned to administer the contract requirements and obligations relating to government property.

Severable:  A contract or task that can logically and reasonably be broken into smaller increments. A contract or task is severable if a smaller portion of the effort can be defined or described such that inspection for the purpose of determining compliance can reasonably be made and thereby a basis for acceptance or rejection exists. A severable contract may not extend beyond the expiration date of the sponsor order or the appropriation, whichever is sooner.

Types of Contracts (Pricing Arrangements):
Cost-Plus-Fixed-Fee (CPFF). A cost-plus-fixed-fee contract is a cost-reimbursement contract that provides for payment to the Contractor of a negotiated fee that is fixed at the inception of the contract. The fixed fee does not vary with the actual cost, but may be adjusted as a result of changes in the work to be performed under the contract. This contract type provides the Contractor only a minimum incentive to control costs.

A CPFF contract is used only when uncertainties involved in Contractor performance do not permit costs to be estimated with sufficient accuracy to use any type of fixed-price contract. The CPFF pricing arrangement is used in conjunction with an indefinite delivery type contract (e.g., delivery order contract) to avoid repetitive individual competitive procurements that are too time-consuming. This combination is used at SSC San Diego extensively, where a technical code has a continuing need for services or products but cannot forecast quantities or time of performance/deliveries with any degree of accuracy.

Firm-Fixed-Price (FFP). A firm-fixed-price contract provides for a price that is not subject to any adjustment on the basis of the Contractor's cost experience in performing the contract. This contract type places the maximum risk and full responsibility for all costs and resulting profit on the Contractor. It provides maximum incentives for the Contractor to control costs and perform effectively and provides a minimum administrative burden upon the contracting parties.

An FFP contract is suitable for acquiring commercial products or commercial-type products or for acquiring other supplies or services on the basis of reasonably definite functional or detailed statement of work specification. In addition, the Contracting Officer must be able to establish a fair and reasonable price at the onset (upon award of the contract).

Time-and-Materials (T&M). A time-and-materials contract provides for acquiring services on the basis of (1) direct labor hours, at specified fixed hourly rates, that include wages, overhead, general and administrative expenses, and fee, and (2) materials at cost, including (if appropriate) material handling costs as part of material costs. A T&M contract may be used only when it is not possible at the time of placing the contract to estimate accurately the extent or duration of the work or to anticipate costs with any reasonable degree of confidence.  A T&M contract is the least preferred type of contract and may be used only after the contracting officer determines that no other contract type is suitable.

A T&M contract provides no positive incentive to the Contractor for cost control or labor efficiency. Therefore, appropriate Government surveillance of Contractor performance is required to give reasonable assurance that efficient methods and effective cost controls are being used. This surveillance is performed by the COR.

The T&M pricing arrangement is also used in conjunction with an indefinite delivery type contract.

ACRONYMS

ACO


Administrative Contracting Officer

BEDOP


Beyond the Expedited Delivery Order Process

CCM 


Cost Ceiling Memorandum

CDRL


Contract Data Requirements List

CLIN


Contract Line Item Number

COR


Contracting Officer’s Representative

CPFF


Cost-Plus-Fixed-Fee

CSOP


Contracts Standard Operating Procedure

DCAA


Defense Contract Audit Agency

D&F


Determination & Finding

DO


Delivery/Task Order

EDOP


Expedited Delivery Order Process

FedEx


Federal Express

FFP


Firm-Fixed-Price

FTR


Federal Travel Regulations

G&A


General & Administrative

GFP


Government Furnished Property

IDTC


Indefinite-Delivery Type Contract

IGE


Independent Government Estimate

IT


Information Technology

JTR


Joint Travel Regulations

LOE


Level-of-Effort

ODC


Other Direct Costs

OO


Ordering Officer

PALT


Procurement Action Lead Time

PCO


Procurement Contracting Officer

PMR


Procurement Management Review

PRP


Purchase Request Package

SATO


Scheduled Airline Ticket Office

SDSOP


Supply Department Standard Operating Procedure

SOW


Statement of Work

TAO


Technical Assistance Office

T&M


Time and Material

TO


Task Order

SAMPLE Cost Estimate with Approved Subcontractor

	DIRECT LABOR:
	
	
	

	Category
	Hours
	Rate
	Total

	Engineer
	5,000
	35
	$175,000

	Comp Spec
	600
	20
	$12,000

	Laborer
	85
	18
	$1,530

	Tech Writer
	10,000
	10
	$100,000

	Labor Total
	15,685
	
	$288,530

	
	
	
	

	Overhead:
	
	79%
	$227,939

	
	
	
	

	ODC:
	
	
	

	Material
	
	
	$2,000

	Misc.
	
	
	$2,500

	Travel
	
	
	$10,000

	Subcontractor
	(Smith Company)
	
	$10,000

	Category
	Hours
	
	

	Computer Prog.
	100
	
	

	Engineer Spec
	28
	
	

	
	
	
	

	G&A:
	
	25%
	$135,242

	
	
	
	

	Fee @ 2.00%
	15,813
	$ 0.8552
	$13,523

	
	
	
	

	TOTAL COST
	
	
	$689,734


SAMPLE Cost Estimate with Unapproved Subcontractor

	Submitted by Prime Contractor:

 Smith Company
	
	
	
	Submitted by Subcontractor:                                     Jones Company
	
	
	

	Direct Labor:
	
	
	
	Direct Labor
	
	
	

	Category
	Hours
	Rate
	Total
	Category
	Hours
	Rate
	Total

	Engineer
	5,000
	35
	$175,000
	Computer Programmer
	500
	17
	$8,500

	Computer Specialist
	600
	20
	$12,000
	Computer Specialist
	500
	20
	$10,000

	Laborer
	85
	18
	$1,530
	Laborer
	85
	12
	$1,020

	Technical Writer
	10,000
	10
	$100,000
	Technical Writer
	500
	10
	$5,000

	Labor Total
	15,685
	
	$288,530
	Labor Total
	1,585
	
	$24,520

	
	
	
	
	
	
	
	

	Overhead:
	
	79%
	$227,939
	Overhead:
	
	87%
	$21,332

	
	
	
	
	
	
	
	

	ODC:
	
	
	
	ODC:
	
	
	

	Material
	
	
	$2,000
	Material
	
	
	$1,000

	Misc.
	
	
	$2,500
	Misc.
	
	
	$2,500

	Travel
	
	
	$10,000
	Travel
	
	
	$15,000

	Subcontractor 
	
	
	$75,396
	
	
	
	

	(Jones Company)
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	G&A:
	
	25%
	$151,614
	G&A:
	
	15%
	$9,653

	
	
	
	
	
	
	
	

	Fee@2%
	17,270
	0.8778
	$15,161
	Fee@2%
	1,585
	0.8778
	$1,391

	
	
	
	
	
	
	
	

	TOTAL COST
	
	
	$773,140
	TOTAL COST
	
	
	$75,396


	DELIVERY/TASK ORDER COMPLIANCE REVIEW

	CONTRACT NO.


	DO/TO NO.


	PROC. REQUEST NO.


	CONTRACTOR



	PART I - REVIEW BY CONTRACTING OFFICER'S REPRESENTATIVE (COR):

	A
The effort required under this delivery/task order falls within the contract's Statement of Work, page ________,   paragraph(s) __________.

	B
Amount:      

Type of Funds:


Funds Expiration date (for obligation purposes): 

	C
Information Technology Review:
 FORMCHECKBOX 
 Has been obtained and requirement is within approved amount.

 FORMCHECKBOX 
 Is not required.

	D
 FORMCHECKBOX 
 SOW is signed by Contractor and COR to indicate mutual agreement of the effort required.

	E
 FORMCHECKBOX 
 Labor mix, work-hours and ODCs associated with this proposed task are considered reasonable to accomplish proposed delivery/task order.

	F
Consulting Services:
 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 Yes – Consulting Services documentation is attached

	G
Recommendation:  Services described in proposed delivery/task order are:         FORMCHECKBOX 
 Severable
 FORMCHECKBOX 
 Non-Severable

	SIGNATURE (COR)








DATE














	PART II - REVIEW BY ADMINISTRATOR/ORDERING OFFICER

	








              Remaining $$ and Hours after this Action

A
Basic Contract:    FORMCHECKBOX 
 Delivery/Task Order is within Scope.     FORMCHECKBOX 
 Delivery/Task Order is within Ceiling.     $$________________  Hr______________

	B
Contracting Office Decision:    1. FORMCHECKBOX 
 Severable     FORMCHECKBOX 
 Non-Severable
	2.    FORMCHECKBOX 
 Completion
 FORMCHECKBOX 
 Term/Level-of-Effort (LOE)

	C
Cost elements and the basis for their reasonableness are as follows:


(Contract specialist to indicate date information verified.  Negotiation of elements or fee requires a separate Memorandum to File.)



	




	          DCAA
	TECH CODE
	 HIST. DATA
	
OTHER (EXPLAIN)

	
Direct Labor
	
	
	
	

	
Indirect Rates
	
	
	
	

	
Material
	
	
	
	

	
Travel
	
	
	
	

	
Equipment
	
	
	
	

	
Consultants
	
	
	
	

	
Subcontractor
	
	
	
	

	
Other Direct Costs
	
	
	
	

	D
FEE AT THE RATE OF  ______ % OR  ______  PER HOUR IS CONSISTENT WITH THE BASIC CONTRACT.



 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No  (If "No" - a Memorandum  to File is required.)

 FORMCHECKBOX 
 T&M - Not Applicable



	E
NEGOTIATED:

CPFF




CPFF




T&M

	TOTAL COST:
	
	HOURS:
	
	
DIRECT LABOR:
	

	FIXED-FEE:
	
	
	
	
TRAVEL:
	

	FCCM:
	
	
	
	
MATERIAL:
	

	TOTAL CPFF:
	
	
	
	
TOTAL PRICE:
	

	F
 FORMCHECKBOX 
 Delivery/Task Order is complete.  Based on this review, the estimated amount for the delivery/task order is considered fair and reasonable.



	SIGNATURE (ADMINISTRATOR)






DATE













	SIGNATURE (ORDERING OFFICER/CONTRACTING OFFICER)


DATE














NRaD 4330/1 (2-97)



(Instructions on reverse side of  form)


PREVIOUS EDITION IS OBSOLETE

SSD San Diego FORM 4330/1 (10-96)

INSTRUCTIONS

Although the form is predominately self-explanatory, guidance is provided below to assist in its completion.

Part I

A
Self-explanatory

B
It is important that the type of funding be proper for the type of work contemplated.  Before this action is ready for processing by the Technical Assistance Office or Contracts, it must be processed through Budget.  As a rule of thumb, actions should be fully funded.  When incrementally funded, enough funding to allow for 25% of the effort is generally considered the minimum that should be included on the basic order.  Exceptions to this guideline should be referred to the cognizant Branch Head.

C
Self-explanatory

D
Self-explanatory

E
Self-explanatory

F
Self-explanatory

G
Self-explanatory

Part II
A.
Self-explanatory

B
This requires two reviews by the Contract Specialist.  Confirm that the Statement of Work supports your decision.  Legal counsel assistance should be obtained when in doubt.

C
The Contract Specialist should indicate the date recommendations were obtained.  It should be noted that this form contemplates negotiations will not be necessary for the majority of delivery/task orders due to the pre-planning and collaboration of the parties.  In the event negotiations are required, a separate Memorandum summarizing those discussions shall be attached.  (T&M - for direct labor and indirects, state basic contract.)

D
If other than the fee in the basis is used for this action, a separate memorandum must be attached.

E
Self-explanatory

F
Self-explanatory

	ORDER FOR SUPPLIES OR SERVICES

(Contractor must submit four copies of invoice.)
	Form Approved
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Expires Dec 31, 1993
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	Public reporting burden for this collection of information is estimated to average 1 hour per response, including the time for reviewing instructions, searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information.  Send comments regarding this burden estimate or any other aspect of this collection of information, including suggestions for reducing this burden, to Department of Defense, Washington Headquarters Services, Directorate for information Operations and Reports, 1215  Jefferson Davis Highway, Suite 1204, Arlington, VA 22202-4302, and to the Office of Management and Budget, Paperwork Reduction Project 90704-0187), Washington, D.C. 20503.

PLEASE DO NOT RETURN YOUR FORM TO EITHER OF THESE ADDRESSES.

SEND YOUR COMPLETED FORM TO THE PROCUREMENT OFFICIAL IDENTIFIED IN ITEM 6.

	1. CONTRACT/PURCH ORDER NO.
	2. DELIVERY ORDER NO.
	3. DATE OF ORDER

(YYMMDD)
	4. REQUISITION/PURC REQUEST NO.
	5. PRIORITY

	6. ISSUED BY
	                 CODE
	
	7. ADMINISTERED BY (If other than 6)
	CODE
	
	

	
	
	
	
	
	
	8. DELIVERY FOB

 FORMCHECKBOX 
   DEST

 FORMCHECKBOX 
   OTHER

(See Schedule if other)

	9. CONTRACTOR

NAME AND

ADDRESS
	                 CODE
	
	FACILITY CODE
	
	10. DELIVERY TO FOB POINT BY (Date) (YYMMDD)
	11. MARK IF BUSINESS IS

 FORMCHECKBOX 
 SMALL

 FORMCHECKBOX 
 SMALL DISAD-

         VANTAGED
 FORMCHECKBOX 
 WOMAN-OWNED

	
	
	
	
	
	
	

	
	
	
	
	
	12. DISCOUNT TERMS
	

	
	13. MAIL INVOICES TO

	14. SHIP TO



                 CODE
	
	15. PAYMENT WILL BE MADE BY            CODE
	
	MARK ALL

PACKAGES AND

PAPERS WITH

CONTRACT OR

ORDER NUMBER



	
	
	
	
	

	16.

TYPE

OF

ORDER
	DELIVERY
	
	This delivery order is issued on another government agency or in accordance with and subject to terms and conditions of above number contract.

	
	PURCHASE


	
	Reference your







furnish the following on terms specified herein

	
	
	
	ACCEPTANCE. THE CONTRACTOR HEREBY ACCEPTS THE OFFER REPRESENTED BY THE NUMBERED PURCHASE ORDER AS IT MAY PREVIOUSLY HAVE BEENOR IS NOW MODIFIED, SUBJECT TO ALL OF THE TERMS AND CONDITIONS SET FORTH, AND AGREES TO PERFORM THE SAME.

	______________________________                ___________________________________________          ___________________________________________                        _______________           NAME OF CONTRACTOR                                                       SIGNATURE                                                                  TYPED NAME AND TITLE                                                           DATE SIGNED

 FORMCHECKBOX 
 if this box is marked, supplier must sign Acceptance and return the following number of copies:                                                                                                                                 (YYMMDD)

	17 ACCOUNTING APPROPRIATIONS DATA/LOCAL USE



	18.

    ITEM NO.
	19.

SCHEDULE OF SUPPLIES/SERVICE
	20. QUANTITY

      ORDERED/

      ACCEPTED*
	21.

    UNIT
	22.

UNIT PRICE
	23.

AMOUNT

	
	
	
	
	
	

	* If quantity accepted by the government is same as  quantity ordered, indicate by X.  If different, enter actual quantity accepted below quantity ordered and encircle.
	24. UNITED STATES OF AMERICA

BY:



CONTRACTING/ORDERING OFFICER
	25. TOTAL
	

	
	
	29.
	

	
	
	DIFFERENCES
	

	26. QUANTITY IN COLUMN 20 HAS BEEN 

 FORMCHECKBOX 
 INSPECTED    FORMCHECKBOX 
   RECEIVED    FORMCHECKBOX 
  ACCEPTED, AND CONFORMS TO THE 


          CONTRACT, EXCEPT AS NOTED
	27.  SHIP NO.


	28. D.O. VOUCHER NO
	30.

INITIALS
	

	
	  ____________________
	
	
	

	_____________        ____________________________________________

     DATE                SIGNATURE OF AUTHORIZED GOVERNMENT REPRESENTATIVE
	 FORMCHECKBOX 
  PARTIAL

      FORMCHECKBOX 
   FINAL
	32. PAID BY
	33. AMOUNT VERIFIED CORRECT FOR

	36. I certify this account is correct and proper for payment.

_____________        _____________________________________________

      DATE                     SIGNATURE & TITLE OF CERTIFYING OFFICER
	31 PAYMENT

 FORMCHECKBOX 
  COMPLETE

      FORMCHECKBOX 
   PARTIAL

 FORMCHECKBOX 
   FINAL
	
	34. CHECK NUMBER

	
	
	
	35. BILL OF LADING NO.

	37. RECEIVED AT
	38. RECEIVED BY (Print)
	39. DATE RECEIVED

            (YYMMDD)
	40. TOTAL CONTAINERS
	41. S.R. ACCOUNT NUMBER
	42. S.R. VOUCHER NO


DD Form 1155, APR 93


PREVIOUS EDITION MAY BE USED
10
11

