Enterprise Infrastructure Services (EIS) Contract
 Task Orders, Service Orders and Their Uses

I. Background
This paper focuses on the Task Order (TO) and Service Order (SO) definitions and procedures as related to the EIS contract which will support a broad array of agency telecommunications and infrastructure requirements.  Agencies may, upon establishment of a Delegation of Procurement Authority (DPA), issue requirements, conduct Fair Opportunity (FO), and execute TOs against the contract.  Whenever the Federal Acquisition Regulation (FAR) references “order or orders” it is referring to a task order.  Service Orders do not exist in FAR terminology.  See Figure 1 below for a description of the overall acquisition process.  TOs and SOs are part of the Solicitation, Implementation and Operations phases of the acquisition process. 
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Figure 1: Overall Acquisition Process


II. Task Order Definition
A TO award is the official contractual vehicle used to order supplies and/or services under an Indefinite Delivery contract; it is a FAR requirement and is required by law.  A TO is executed after the Fair Opportunity stage of the contracting process is completed.  In accordance with FAR 16.505(a)(7), the TO identifies and establishes eight (8) items between the ordering agency and the contractor:
1. Date of task order.
2. Contract number and task order number.
3. [bookmark: _GoBack]For supplies and services, contract item number and description, quantity, and unit price or estimated cost or fee.
4. Delivery or performance schedule.
5. Place of delivery or performance (including consignee).
6. Any packaging, packing, and shipping instructions.
7. Accounting and appropriation data.
8. Method of payment and payment office, if not specified in the contract (see FAR 32.1110(e)).
For each TO, the Ordering Contracting Officer (OCO) or authorized ordering official is the sole and exclusive government official with authority to take actions that bind the government.  The OCO may designate a Contracting Officer’s Representative (COR) to help administer the TO.  During the TO period of performance, modifications may be necessary to address additional requirements or administrative changes.  The OCO will administer modifications for their own TOs.  
Every service ordered from the EIS contract must be part of a TO.  The TO number will flow through the SO, inventory, and billing processes.
III. Service Order Definition

An SO flows from the requirements defined in each TO and provides the contractor with full details of the delivery requirements for the agency-specific goods and/or services.  OCOs, and CORs if authorized by the OCO, may only place SOs after a funded task order is issued.  SOs are placed against a TO and must be within scope and not exceed the obligated funding on the task order.  The SO functional requirements and ordering procedures include the submission of SOs by an agency and the receipt of notifications from the contractor at appropriate points in the ordering interval, service delivery and fulfillment process.  A TO is required before placing an SO.  Multiple SOs may be issued against a single TO.  SOs do not need to be issued if all details required to initiate service are provided in the TO as shown in Figure 2, Scenario 2 below.



IV. Task Order Implementation Options
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Figure 2: Task Order Implementation Options
After the TO is executed by the OCO and the contractor, ordering is done one of two ways:
(1) The OCO, or COR acting on behalf of the OCO, issues SOs for specific goods and/or services that are in accordance with the terms and conditions of the TO and within its scope.
(2) Or the TO, in and of itself, may act as an SO if it clearly articulates the full details of the delivery requirements and the EIS contractor accepts it as such.  
For more information on the Contract Line Item Numbers (CLINs) – Task Order Unique CLINs (TUCs), and Individual Case Basis CLINs – please refer to the “Task Order Unique CLINs and Individual Case Basis CLINs” White Paper available on the EIS Interact site.
V. Task Order Modifications
TO modifications may be necessary during the TO period to address additional requirements or administrative changes.  The OCO for each TO will administer modifications.  Modifications must be within scope of the awarded task order.  A new requirement not defined in the original TO shall undergo a new fair opportunity in accordance with FAR 16.505 unless an exception is taken.  After determining that the proposal is technically acceptable and that the proposed pricing is fair and reasonable, the OCO and the contractor will execute the TO modification.
A TO-specific modification proposal made by a contractor to an agency OCO must follow these guidelines and adhere to the requirements for contract modification proposals including the following:
(1) A TO-specific proposal shall not include new services or CLINs that are not on the contract.
(2) Include the TO number in the cover letter for a TO-specific pricing proposal.
(3) A TO-specific price for a service that is identical to a service on contract (i.e., excluding TUCs) shall be equal to or lower than the contract price for the identical service. 
(4) If an agency requires a service not already on contract, the contractor will need to add CLINs to the contract via a contract modification prior to submitting TO modification requests.
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