Guidelines For Creating A Work Request


ATTACHMENT J.1.1

WORK REQUEST FORM

CONTRACT # ____________

TASK ORDER # _____________

WORK REQUEST TITLE ____________________________________

WORK REQUEST # __________
DATE ISSUED: _____________

MODIFICATION # __________
DATE ISSUED:______________

Work requests commonly are numbered 001, 002, etc.

Work Requests can be modified.  A line must be added to the header of the Work Request and the modification must be signed under Section 7, “Issuance of Work Request,” by the COTR and Contractor Representative.

(1)
As delineated in Section C.3 of the Task Order, Sub-task(s) to be performed:
Provide a reference to the sub-task(s) in the SOW under which this work is to be performed.  This should include the number of the sub-task(s) and a quote from the sub-task. Give the specific details of the work that you need to have performed.

Example:

C.3.1.4

“The Contractor shall develop project documentation.”

The Contractor shall develop a project plan for the XYZ Project Office.  This plan will describe…

The Contractor shall develop an analysis document for the XYZ Project.  The contractor shall interview the following stakeholders…

The Contractor shall develop a training document for the XYZ system.  This document will be used for self-study.  The Contractor shall work with the following users….

(2)  
Skill categories and applicable estimated number of hours:
This is where you list the skill categories and the estimated hours.  You can discuss the hours with the Contractor.

Example:

Labor Category


Estimated Hours
Sr. IS Specialist


500 hours

Jr. IS Specialist


200 hours

(3)
Required product(s), due date(s), and specific acceptance criteria:

In this area, put the delivery schedule for work products:

Example:

Work Product



Copies

Media

Due Date

1. Project Plan


2

hardcopy
01/06/2000

2. Analysis Document

4

hardcopy
02/02/2000

1

softcopy
02/02/2000

3. Training Document

10

CD Rom
05/24/2000

Acceptance Criteria

1. Project Plan – shall be developed according to the standards decribed in ….  The plan will contain sections on….

2. Analysis Document – shall be developed according to IRM….  Diagrams will be generated using …. Software tool and will be delivered in electronic format on a high density 3 1/2 inch diskette.

(4)
Travel:

Include the travel authorized for local and non-local trips.

Estimated Number of Local Trips: [User: Identify.]

Estimated Non-Local Travel:  

Sub-task                                



No. of    
No. of  
No. of

 No.     

Origin     
Destination          
Trips  

Travelers  
Days
[USER: Describe.]

(5)
Performance Site(s):
The place of performance will be:

List address of Government and/or contractor site.

(6)
Additional Government Furnished Property needed:
Government Furnished Material 
("Material" is what will be used up in the task, such as lumber in a building project. Therefore, there is generally no "material" in a TIPSS service contract, and this item can be left blank.)

Item




Quantity
_____________________________

________

Government Furnished Equipment

Item




Quantity
_____________________________

________

_____________________________

________

Government Furnished Information

Item




Quantity
_____________________________

________

_____________________________

________
(7)
Issuance of Work Request:
_____________________________

_____________

COTR 





Date

_____________________________

_____________

Contractor Representative


Date

(8)
Completion of Work Request:
_____________________________

_____________

COTR 





Date

_____________________________

_____________

Contractor Representative


Date

In order to issue the Work Request, the COTR and a Contractor Representative (usually the Task Manager) must sign under “Issuance of Work Request.”  When the Work Request is completed, the COTR and Contractor Representative must sign off that the work request is closed under “Completion of Work Request.”
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