

	APPENDIX E – SAMPLE TASK ORDER FORM
Job Order Contracting (JOC) Program
	Task Order No.
________________



	SAMPLE / TEMPLATE – FOR ILLUSTRATIVE PURPOSES ONLY
This form will be completed by the Owner/Contracting Officer for each Task Order issued under the JOC Contract.



	SECTION 1 – CONTRACT INFORMATION & PARTIES



	Contract No.
	
	Contract Title
	Job Order Contracting Services

	Task Order No.
	TO-[YEAR]-[###]
	Issue Date
	

	Owner / Agency
	
	Department / Division
	

	Contracting Officer
	
	CO Phone / Email
	

	JOC Contractor
	
	Contractor Contact
	

	Contractor License No.
	
	Contractor Phone / Email
	



	SECTION 2 – PROJECT DESCRIPTION & LOCATION



	Project Title
	

	Facility / Site Name
	

	Site Address
	

	Facility Type
	☐  Office/Admin    ☐  Maintenance Facility    ☐  Public Works    ☐  Recreation    ☐  Utility Infrastructure    ☐  Other: ___________

	Scope of Work Summary
	Describe the general nature of work, including trade categories involved:




	Applicable UPB Edition
	



	SECTION 3 – PRICING & ADJUSTMENT FACTORS



	Price Component
	Coefficient / Factor
	UPB Subtotal ($)
	Notes

	Normal Working Hours (NWH)
	
	$
	Awarded coefficient from contract

	Other Than Normal Hours (OTNH)
	
	$
	If applicable

	Non-Pre-Priced (NPP) Items
	
	$
	Attach NPP breakdown; max % per contract terms

	Owner-Furnished Materials (OFM) Credit
	N/A
	($              )
	Deduct if owner provides materials

	TOTAL TASK ORDER AMOUNT
	
	$
	Not-to-Exceed (NTE) Amount



Note: This Task Order is issued as a Not-to-Exceed (NTE) amount. The Contractor shall not exceed this amount without prior written authorization from the Contracting Officer. Final payment will be based on actual quantities of work completed per the Job Order Detail Sheets.

	SECTION 4 – SCHEDULE & PERFORMANCE PERIOD



	Notice to Proceed (NTP) Date
	
	Substantial Completion Date
	

	Final Completion Date
	
	Total Calendar Days
	

	Liquidated Damages Rate
	$              /calendar day
	Phasing Required?
	☐  Yes (attach phasing plan)    ☐  No

	Work Hours Restriction
	☐  Normal Working Hours Only    ☐  OTNH Authorized    ☐  Owner-Specified Hours: ___________



	SECTION 5 – JOB ORDER DETAIL SHEETS (JODS) SUMMARY



	JODS No.
	Description of Work / CSI Division
	NWH Amount
	OTNH Amount
	JODS Total

	1
	
	$
	$
	$

	2
	
	$
	$
	$

	3
	
	$
	$
	$

	4
	
	$
	$
	$

	5
	
	$
	$
	$

	
	(Add rows as needed — attach additional JODS)
	
	
	

	TOTALS
	
	$
	$
	$



	SECTION 6 – SPECIAL CONDITIONS & REQUIREMENTS



	Check all that apply and attach supporting documentation as required:

☐  Prevailing Wage / Davis-Bacon Act applies — Wage Determination No.: ___________
☐  Certified Payroll required — Submit weekly to Contracting Officer
☐  LEED / Sustainability requirements — Attach specifications
☐  Historic preservation / SHPO review required
☐  Asbestos / Hazardous materials survey on file — Attach abatement protocol if applicable
☐  Special inspection required — Attach inspection program
☐  Owner-Furnished Materials (OFM) — Attach OFM list and delivery schedule
☐  Permits required — Contractor responsible unless otherwise noted: ___________
☐  Site access restrictions: ___________
☐  Coordination with other contracts / contractors required: ___________
☐  Other: ___________



	Additional Special Conditions
	




	SECTION 7 – INSURANCE & BOND REQUIREMENTS



	Insurance / Bond Type
	Required Minimum Amount
	Verification Status

	Commercial General Liability
	$1,000,000 per occurrence
	☐  On file    ☐  Required

	Automobile Liability
	$1,000,000 combined single limit
	☐  On file    ☐  Required

	Workers' Compensation
	Statutory limits
	☐  On file    ☐  Required

	Umbrella / Excess Liability
	$5,000,000 (if required by contract)
	☐  On file    ☐  Required

	Performance Bond
	100% of Task Order Amount
	☐  On file    ☐  Required

	Payment Bond
	100% of Task Order Amount
	☐  On file    ☐  Required



	SECTION 8 – REQUIRED ATTACHMENTS CHECKLIST



	#
	Attachment Description
	Required
	Included

	1
	Job Order Detail Sheets (JODS) for all line items
	Required
	☐  Yes    ☐  N/A

	2
	Detailed Scope of Work / Technical Specifications
	Required
	☐  Yes    ☐  N/A

	3
	Site Plans / Construction Drawings
	If applicable
	☐  Yes    ☐  N/A

	4
	Non-Pre-Priced (NPP) Item Justification & Pricing
	If applicable
	☐  Yes    ☐  N/A

	5
	Subcontractor List (all subs > $10,000)
	Required
	☐  Yes    ☐  N/A

	6
	Prevailing Wage Determination (if applicable)
	If applicable
	☐  Yes    ☐  N/A

	7
	Performance & Payment Bond (if required)
	If applicable
	☐  Yes    ☐  N/A

	8
	Certificate of Insurance
	Required
	☐  Yes    ☐  N/A

	9
	Contractor's Project Schedule (CPM/Bar Chart)
	Required
	☐  Yes    ☐  N/A

	10
	Pre-Construction Inspection Report / Photos
	Required
	☐  Yes    ☐  N/A

	11
	Owner-Furnished Materials List
	If applicable
	☐  Yes    ☐  N/A

	12
	Hazardous Materials Survey / Abatement Protocol
	If applicable
	☐  Yes    ☐  N/A



	SECTION 9 – APPROVALS & SIGNATURES



	CONTRACTOR ACCEPTANCE



	The undersigned Contractor acknowledges receipt of this Task Order and agrees to perform the work described herein in accordance with the JOC Contract terms and conditions.

	Authorized Signature:

_________________________________
	
	Printed Name / Title:

_________________________________
	
	Date:

_________________________________



	OWNER / CONTRACTING OFFICER AUTHORIZATION



	Recommended by (JOC Program Manager)
	
	Date: _________

	Reviewed by (Owner's Representative)
	
	Date: _________

	Approved by (Contracting Officer)
	
	Date: _________



	Contracting Officer Signature:

_________________________________
	
	Printed Name:

_________________________________
	
	Date:

_________________________________



	DISTRIBUTION
Original: Contracting Officer File    Copy 1: Contractor    Copy 2: JOC Program Manager    Copy 3: Project File    Copy 4: Finance / Accounting
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