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	Task Order Form

	Further information on Task Orders can be found in GDF-NWS-SCDP-AXX-CC-CS-000022: SCDP Task Order Principles

	Sections in GREEN to be completed by the Client, sections in PURPLE to be completed by the Consultant.

	Task Order Details (Client)

	Task Title
	[Task title specified by Client]

	Task ID
	[Task ID specified by Client]

	Task Form Reference
	[Insert CEMAR Reference number]

	Task Form Version
	[Task Form version number]

	Task Form Status
	☐ Draft for Client internal usage only
☐ Draft for Discussion 
☐ Approved for Proposal
☐ Approved for Order

	PO Number
	[Purchase Order number (completed by the Client when approved for order)]

	Task Management (Client, Consultant)

	Client
	Task Lead
	[Insert Task Lead Name]
[Insert Task Lead Title]
xxxxx.xxxxx@nuclearwasteservices.uk

	
	Project Manager
	[Insert PM Name]
[Insert PM Title]
xxxxx.xxxxx@nuclearwasteservices.uk

	Consultant
	Task Lead
	[Insert Task Lead Name]
[Insert Task Lead Title]
[Insert Email]

	
	Project Manager
	[Insert PM Name]
[Insert PM Title]
[Insert Email]

	Scope & Required Deliverables (Client)

	Section can either be completed using free text, or by inclusion of a cross reference to another document.
Section should identify the objectives of the task, the deliverables to be produced and the measures of success. It should also identify any specific requirements or constraints on the approach to be taken, for example applicable legislation, or specific standards, procedures or methods to be followed. Specific requirements on the format of deliverables should also be captured here.
Include suitable milestones to aid the SFI payments. 

	Key Performance Indicators (Client) - in accordance with clause XX of the SCDP Contract

	
Section should identify any changes to the KPIs that are listed in Schedule XX. These will be specific changes to the individual task order.  If no changes noted, then Consultant will assume all KPIs as listed in Schedule XX will be applicable. This will include Task Specific Task Level Indicators. 

	Available Inputs and References (Client)

	Section will list the references and input data/information to be provided to the Consultant. Where appropriate, a description of the reference or input source should be provided to identify its relevance to the task. This will include the description of any Site and the relevant Weather Data and Weather Measurements if appropriate.
E.g.:
· Client glossary document
· Client branding guidelines

	Procedural Requirements (Client)

	Section should identify processes, procedures, work instructions and guidance to be followed.
E.g.:
Required governance and assurance for deliverables will be/is outlined in the Contract Quality Plan.

	Security Requirements (Client)

	Section should identify the maximum classification of information to be supplied or produced in the course of the task, and identify the applicable Security appendix from Schedule XX to be applied for the task.
E.g.:
This Task Order has a security classification of [Official / Official Sensitive]. 
NWS BPSS clearance will be required for those requiring unescorted site pass for any NWS /NDA buildings or any premisses identified by the Client. 
Please state if laptops will be provided e.g.:
No additional NWS laptop will be provided for this task order beyond those already supplied and or requested.

	Timescales & Programme (Client, Consultant)

	Client’s Requirements
	Start Date
	[Insert Start Date]

	
	Completion By
	[Insert Required Completion Date]

	Consultant’s Outline Programme
	Start Date
	Outline programme developed by the

	
	Milestone x
	Consultant based on the proposed approach

	
	Milestone y
	to delivery of the task; shall reflect the 

	
	Milestone z
	Client’s timescale requirements.
Milestones will trigger the release of the Delivery related retention. As in Schedule XX.  Dates to be provided for each Milestone.

	
	Completion Date
	Add more lines if needed.

	
	Location of Services
	Consultant to identify the location of where activities will take place.

	
	Programme Reference
	Add reference to Gantt Chart or similar if appropriate

	Approach (Consultant)

	The Consultant should provide the approach to delivery of the task including a schedule. This can be provided as free text in this box, or by cross-reference to a separate document.

	Resources (Consultant)

	The Consultant should outline the personnel to be deployed on this task, and any other specific resources to be used (for example, software or models) outlining who, description how each person will be involved in task delivery outlining their responsibilities and reporting lines. This can be provided as free text in this box, or by cross-reference to a separate document. In addition, the full CV(s) summarising the proposed resource’s relevant experience are requested with the proposal for the whole team including reach-back, where not previously approved/rate change is proposed. The Consultant should refer to CV library to confirm. Grades should be stated for all the team consistent with the rate card and/or salary submitted in the bid. Where the Consultant will utilise sub-contractors, this should be identified.

	Additional Information (Consultant)

	Any additional relevant information should be noted in this section, for example key interdependencies, interfaces, assumptions and exclusions, or risks that could impact on delivery of the task. This can be provided as free text in this box, or by cross-reference to a separate document.

	Pricing

	Pricing Model
	☐ Priced Contract with Activity Schedule
☐ Target Cost
☐ Cost Reimbursable 
Insert details of the relevant pricing model. For example, if the pricing model is a Priced Contract with Activity Schedule, include details of the relevant activities and prices or refer to where such information can be found if in a separate document. Or if the pricing model is Cost Reimbursable, include named resources with agreed grades and rates together with anticipated effort level for each person (hours/days)

	Payments
	When payments are to be applied for
	Insert details of when payments are to be applied for. For example, the relevant months or milestones.

	
	Due Date
	By default, the Task Order to be set to Immediate Payment on Business World

	Incentive Mechanism
	☐ Yes
☐ No
If yes, please provide details of relevant incentive mechanism:
Insert details of how any incentive mechanism will operate including the respective shares of any pain or gain where a target cost is used E.g: Self-funded incentive only

	Reimbursable expenses 
	Identify any items that are different to that specified in the contract.  Items which are Task Order specific.

	Offshore working allowance to be included
	☐ Yes
☐ No

	Additional Insurances  
	List any additional task specific insurances required (if applicable)

	Consultant’s Quotation
	To be completed by the Consultant. Please insert total price. 

	Breakdown of Quotation
	To be completed by the Consultant. Can be provided as cross-reference to a separate document.

	Special terms and conditions (Client)

	Any special conditions to be listed in this section, if appropriate. 
E.g. Collaboration Forum; Dispute Resolution; Termination for Convenience; Limitation of Liability (if different than stated within Contract), Communication Plan.

	Approvals (Client, Consultant)

	Consultant
	Approval of submission of the proposal to the Client (approach, resources, programme, additional information, price) on behalf of the Consultant by:
[Insert Name]
[Insert Title]
[Insert Date]

	Signed by the Consultant
	[Insert Signature]

	Client – Technical
	Endorsement that the proposed approach, resources and additional information meet the requirements of the task and project.
[Insert Name]
[Insert Date]

	Signed by the Client Task Lead
	[Insert Signature]

	Client – Project
	Endorsement that the proposal (programme, cost) meets the task and project requirements.
[Insert Name]
[Insert Date]

	Signed by the Client Project Manager
	[Insert Signature]
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