LETTER OF INSTRUCTION FOR PROCESSING FEDSOURCE TASK ORDERS 
1.  Complete an Interagency Agreement and 1742 and submit via fax to FedSource, (410) 962-6958 for signature.  After it has been signed by both the NIH approving authorities and FedSource approving authorities, submit a task order for processing.

      2.  The task order should be completed with the following annotations:
a. Item 1 – assign an Institute number for tracking purposes.  For example, NIMH/IRP-001; NIMH/IRP-002, etc.

           b.   Items 2, and 3 to be completed by FedSource.

c.    Item 4 will always be labor hours.  

           d.   Item 5 is agency information.
           e.   Item 6 – if you use the same project officer for each order then you only have to sign the project guidelines one time.
           f.   Item 7 – important if work site is different than info listed in item 5.

           g.   Item 8 – list the job title.  FedSource must assign a title/code that matches Dept. of Labor coding and will use item 15.  Make sure in defining the tasks that you use definitions that are short and to the point.  Do not use words that would make the tasks Government in nature.

           h.   Item 9 – list certificates, licensures, special expertise and requirements of the contractor.  For example, this could include that you want 5 years of experience in a lab setting. 

           i.   Item 10 – This should indicate that the guidance/instructions will be in the form of NIH written publications and policies with limited verbal guidance.  The word oral or verbal guidance must be used with the term limited.
          j.   Item 11 – performance standards should have a statement that links them back to the guidance in item 10.  All task orders should include the statement “Random sampling of tasks may be performed.”
         k.   Item 12 – list all equipment and facilities to be provided by NIH.  If the contractor is working in a lab area list items such as, protective eye wear, lab coats, etc. or state all lab supplies and equipment will be provided by NIH.
         l.   Item 13 – a standard Background Screening is provided and paid for by NIH.  If you need a clearance like “secret” or “top secret” you must indicate this and there will be an additional charge.

          m.   Item 14 – state if contractor will be working in a laboratory setting and that NIH will provide the required training.
          n.   Item 15 – indicate the tour of duty and include a lunch period of 30, 45, or 60 minutes.

If the schedule must be flexible for days or hours you must indicate by stating “work schedule days and hours may vary not to exceed 40 hours a week”.  If the contractor is working an alternate work schedule it can be four (4) ten (10) hour days or four (4) nine (9) hours days with day five (5) being a four (4) hour day.  The alternate schedule must be worked within the seven (7) day period from Monday thru Sunday to comply to the pay period.  If overtime is required it must be checked on the task order for approval.  If a contractor works overtime and NIH signs the time card without it being on the task order the employing agency is liable for payment and FedSource will not pay the agency without modification to the task order.  Do not sign a time card for overtime if it is not authorized on the task order.

         o.   Item 16 – period of performance may be from 2 weeks to the duration of the current contract which is 30 Sep 2007.  Once the contract renewal is completed the period of performance may be extended.

         p.   Item 17 – travel required, if a contractor must travel for training/conference purposes it must be annotated on the task order.  No travel orders are prepared.  A training form is completed and faxed to FedSource.  After the form is approved, the contractor makes his own arrangements and completes an expense report with the agency for reimbursement.  Payment is based on the Federal Travel Regulations (FTR) and abides by the Government established per diem rates.

        q.   Item 18 – Agency certification – the institute decides who the signature authorities will be.
        r.   Item 19 – completed by FedSource.

3. After the task order is completed it should be faxed to the FedSource at 410-962-6958.  If you have not already sent funding, a funding document must accompany the task order.
Physical Requirements and Worksite Hazards

Name: ________________________________________               Date: __________________________

Position Title: ___________________________________
Task Order #: __________________
Work location (Building): _____


Will the individual be required to:


Yes
No

Yes
No


	 
	 
	Lift or carry more than 45 pounds
	 
	 
	Bend repeatedly

	 
	 
	Lift or carry 15-45 pounds
	 
	 
	Kneel

	 
	 
	Lift or carry less than 15 pounds
	 
	 
	Crawl

	 
	 
	Push or pull more than 45 pounds
	 
	 
	Climb

	 
	 
	Push or pull 15-45 pounds
	 
	 
	Have depth perception

	 
	 
	Push or pull less than 15 pounds
	 
	 
	Have near vision correctable to Jaeger 1-4

	 
	 
	Reach above shoulder level
	 
	 
	Distinguish basic colors

	 
	 
	Use both hands
	 
	 
	Operate a motor vehicle

	 
	 
	Stand or walk more than 25 of 30 minutes
	 
	 
	 


Will the individual be working:


Yes
No

Yes
No


	 
	 
	Alone
	 
	 
	Shifts

	 
	 
	Closely with others
	 
	 
	Protracted or irregular hours

	 
	 
	Outside
	 
	 
	On slippery or uneven working surfaces

	 
	 
	In dust
	 
	 
	On ladders or scaffolding

	 
	 
	In excessive heat
	 
	 
	Around machinery with moving parts

	 
	 
	In excessive cold
	 
	 
	With hands in water

	 
	 
	In excessive noise
	 
	 
	With solvents


Will the individual be in contact with any of the following:


Yes
No

Yes
No


	 
	 
	Asbestos
	 
	 
	Infectious agents:

	 
	 
	High noise levels
	 
	 
	   __ HIV 1

	 
	 
	Small animals (fish, birds, rodents, etc.,)
	 
	 
	   __ HIV 2/SIV

	 
	 
	Large animals (cats, dogs, sheep, etc.,)
	 
	 
	   __ HTLV I/II

	 
	 
	Nonhuman primates (rhesus, cynos, etc.,)
	 
	 
	   __ Vaccinia

	 
	 
	Nonhuman primate tissues
	 
	 
	   __ Other, specify:

	 
	 
	Human blood or other body fluids
	 
	 
	 

	 
	 
	Patients
	 
	 
	Other, specify:


LIST OF WORDS NORMALLY CONSIDERED INAPPROPRIATE

FOR TASK ORDER DESCRIPTIONS

TERMS TO AVOID:

assignment

decision making

disciplinary action

direct

employee

hire

interview

job description/position description

make decisions

manage

monitoring

policy making

position

secretary

supervise

temporary

temporary help
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 PROJECT SUPPORT TASK ORDER


 1.  Your agency control number (if needed):
NIMH/IRP-061
   Date: 5 March 2004


 2. FedSource contract:  


3. FedSource task order:

     (assigned by FedSource)


      (assigned by FedSource)



 4.  Task type?  Fixed price ____    Labor Hours     X    
Time & Materials ____

 NOTE: If labor hours or time & materials, estimated number of hours by service/skill is required in block 15.



 5.  Requesting agency name/address/phone number:

   National Institute of Mental Health                Dr. John Smith
   Division of Intramural Research Programs    NIMH/IRP/LN/SCN; Bldg 49, Room 1B80

   Building 10, Room 4N-222 (MSC 1381)       Phone: 301-496-5399
   9000 Rockville Pike, Bethesda, MD 20892   Office contact: Mary Jones, 301-496-5355

   Time card Approver:  Name                          E-mail

 6.  Agency project officer (must return signature page of attached Guidelines):

Name:   Linda Jensen          
     
Email address:  jensenl@intra.nimh.nih.gov

Office symbol:  NIMH/IRP     
Room number:  Bldg 10, Room 2D54

Phone number:  301-435-7526           Fax number:
301-435-7976



7. Place of performance, if different than block 5:




 8.  Required services/deliverable for government acceptance and payment:  
           TITLE:  Biologist

- Performs various surgical and injection procedures and collects blood and tissue samples from laboratory animals.

- Maintains, monitors, weighs and doses laboratory animals and properly handles and cares for the laboratory animals.

- Performs assessment procedures in non-human primates.

- Develops coordinates in conjunction with Magnetic Resonance Imaging and for histological examination and lesion reconstruction.

 - Perform behavioral/neurological assessments on primates to determine normal and abnormal behavior.

-Makes minor programming changes in the computer automated behavioral testing apparatus.

-Participates in the preparation of manuscripts, abstracts and/or posters.
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-Presents findings at scientific conferences and meetings.

-Inventories and makes recommendations for the ordering of supplies and equipment and responsible for upkeep and routine maintenance of equipment.







 9.  Certifications, license, physical requirements or other expertise required: Knowledge of computer systems, methods and applications, including application of commercial statistical and data management software packages for experimental data management, data base management, compilation and processing of experimental data, and statistical analysis of data. Knowledge of statistical methods and procedures such as analysis of variance, correlation and regression analysis and frequency distribution to collect and present data and to analyze experimental data. Familiarity with Windows, Mac, Power Point, Excel, and Access.  Ability to plan and organize work to make optimal use of available time and resources.  General knowledge of MR Physics and basic engineering principles at work when a MRI is acquired.  Knowledge of the laws, regulations, policies, guidelines, and ethics that govern the proper use of research animals and their psychology well-being.









10.  Procedures/instructions/regulations to be followed to meet performance standard and provide deliverables: Instructions will be provided in the form of NIMH/IRP written publications and policies with limited verbal guidance.


11.  Performance Standard to monitor progress/performance of services and make payment:

Performance is based in terms of productivity, reliability, and overall contribution to research efforts in the unit.  Ability to complete assigned tasks and report on outcome, including all problems and unexpected occurrences.  Ability to communicate both orally and written.  Random sampling of tasks may be performed. 




 12.  Equipment and facilities to be provided by the Government, when necessary for          

performance of specific tasks; e.g., access to Government computer network for data entry:

Workspace, phone, computer, etc. and access to computer network, NIH library, and parking will be provided.  Laboratory supplies and equipment will be provided by NIMH.



 13.  Security clearance required?  No _X__    Yes___ What level?  (Secret is highest)_______     Police check?  No X   Yes ___ (Reimbursable under task request)    

       Background Screening  provided by contractor and reimbursed by NIMH.                                                         



 14.  Safety issues involved/safety equipment required?  Yes X    No  


 If yes, specify:  Works in laboratory setting.  Face shield, laboratory equipment (eg., gloves, booties, lab coat, hair net) will be provided by NIMH.



 15.  Government estimate on number of contractors required, identified by skill category:

  Skill category: __________ Number:     1    

  Hours per day:  _8_   Hours per week:  _40 M Tu W Th F 

  Hours of operation: 8:30 AM to 5:00 PM (30 minute lunch period)

                                                               Page 3 of 3

  Note:  Lunch to be taken during specified period: i.e., 10:00 a.m. to 2:00 p.m. (please identify      the time frame in which lunch should be taken: 12:30 p.m. to 1:00p.m.
  Overtime required?  Yes ____    No X     If yes, annual estimate:
             


 16.  Period of performance: _12 Mar 04   through  11 Mar 06
                                                                                      

 17.  Travel required?   No___ Yes    X    Annual estimate: $2,000


 

*When travel is authorized by the customer in a task order, the contractor will be reimbursed in accordance with the JTR. Charges will be billed against this task order.

 18.  Agency certification:

The requesting agency certifies by signing this document that all applicable regulations and requirements have been met.

Signature of 


                   Signature of Approving

Project Officer:
___________________
      Official:                             _____________________ 

Name:

Linda M. Jensen______
      Name:   R.J. Ruff, Jr.                                   _______

Title:

Program Analyst____ 
      Title:    Associate Director of  Admin., DIRP, NIMH

Date:

___________________        Date:     ___________________________________                                                                    

19.  Certification of availability of funds: (To be completed only if a funding document does not accompany this task order).

Funds Obligated:
$________________________

_______________________









Date

_____________________________________________

_______________________

Signature of Certifying Officer




Phone Number

_______________________________________
______

________________________

Title of Certifying Officer




Fax Number

MANDATORY INFO REQUIRED:


OPAC ALC: ____________________

Appropriation Data:
Dept: _______________
_
Symbol: ________________________

Accounting Line: ______________________________________________

If Military Funds: 
Limit: ________________
Pay Station: ___________________

Allotment: ____________
Mgt. Structure: ________________

Operating Agency Code: _____________________
EOR Code: _______________


FedSource-Baltimore (410) 962-2283

Fax (410) 962-2373
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 PROJECT SUPPORT TASK ORDER


 1.  Your agency control number (if needed):
NIMH/IRP-012

  Date: 25 Feb 03


 2. FedSource contract:  


3.  FedSource task order:

     (assigned by FedSource)


      (assigned by FedSource)



 4.  Task type?  Fixed price  ____    Labor Hours     X    
Time & Materials ____

 NOTE: If labor hours or time & materials, estimated number of hours by service/skill is required in block 15.



 5.  Requesting agency name/address/phone number:

     National Institute of Mental Health                       Dr. John Brown
      Division of Intramural Research Programs           NIMH/IRP/INIP&SNIB, 301-435-0009
      Building 10, Room 4N-222 (MSC 1381)            Office contact: Mary Jones
      9000 Rockville Pike, Bethesda, MD 20892                                   301-402-0022

      Time Card Approver: Name                               E-mail

 6.  Agency project officer (must return signature page of attached Guidelines):

Name: Linda Jensen
                Email address: jensenl@intra.nimh.nih.gov

Office symbol: NIMH/IRP          Room number:  Bldg. 10, Room 2D54

Phone number:  301-435-7526
        Fax number:  301-435-7976



 7.  Place of performance, if different than block 5:

                              Bldg. 36, Room 1A23



 8.  Required services/deliverable for government acceptance and payment:  
       Title:  Adminisstrative Assistant

· Receives and screens calls and visitors; takes phone messages.

· Performs a variety of typing to include, but not limited to, letters, memorandums and any other assigned material, (reports, schedules, agendas, manuscripts, abstracts, protocols, etc.), obtains clearances as needed.

· Proofreads and spell checks all documents (drafts and final forms) prior to submitting them for review and maintains a daily back-up copy on the appropriate media of all typed documents.

· Uses established suspense tracking systems to log in, issue, and track suspense’s.  Processes travel orders which include arranging flight, hotel, conference registration, auto (if applicable), and other reservations.  Retrieves airline tickets for staff members from the travel office when necessary.  Maintains copies of all travel orders, vouchers, and leave forms in the established office file.

· Schedules and maintains an accurate tracking system for all activities, including documentation.  Maintains contact database and management level schedules/calendars.  

· Provides communications via automation means (current email system Microsoft Outlook).

· Obtains and distributes mail twice daily, general office filing, library (bibliography) research.                                        

 9.  Certifications, license, physical requirements or other expertise required:

Expertise in Microsoft Office Suite necessary (MS Word, PowerPoint, Excel, Access).
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10.  Procedures/instructions/regulations to be followed to meet performance standard and provide deliverables:   Guidance will be in the form of written NIH/NIMH publications and polices with limited verbal guidance.


11.  Performance Standard to monitor progress/performance of services and make payment:

Documentation and reports are prepared with accuracy and efficiency.   

Random sampling of tasks may be performed in accordance with item 10.

 12.  Equipment and facilities to be provided by the Government, when necessary for          

 performance of specific tasks; e.g., access to Government computer network for data entry:

Desk, phone, computer, etc. and necessary computer access will be provided.



 13.  Security clearance required?  No _X__    Yes___ What level?  (Secret is highest)_______       Police check?  No X   Yes (Reimbursable under task request)    

        Background Screening will be provided by contractor and reimbursed by NIMH.                                                         



 14.  Safety issues involved/safety equipment required?  Yes ____    No        X   

 If yes, specify:



 15.  Government estimate on number of contractors required, identified by skill category:

  Skill category:   _________    Number:   1          

  Hours per day:  __8__   Hours per week:  _    40__  M Tu W Th F 

  Hours of operation:  8 AM   to   5  PM ( 60 min lunch period)

     Note:  Lunch to be taken during specified period: i.e., 10:00 a.m. to 2:00 p.m. (please identify      the time frame in which lunch should be taken  
  Overtime required?  Yes ____    No __X__   If yes, annual estimate  

             


 16.  Period of performance:   5 May 2003 thru 4 May 2005


 17.  Travel required?   No_X__ Yes ___  Annual Estimate: 


  *When travel is authorized by the customer in a task order, the contractor will be reimbursed in accordance with the JTR.  Charges will be billed against this task order.







 18.  Agency certification:

The requesting agency certifies by signing this document that all applicable regulations and requirements have been met.

Signature of 


                   Signature of Approving

Project Officer:
___________________
      Official:                             _____________________ 

Name:

Linda M. Jensen______
      Name:   R.J. Ruff, Jr.                                   _______

Title:

Program Analyst____ 
      Title:     Associate Director of  Admin., DIRP, NIMH

Date:

___________________        Date:     ___________________________________                                                                    


                                                                                                                                     Page 3 of 3

19.  Certification of availability of funds: (To be completed only if a funding document does not accompany this task order).

Funds Obligated:
$________________________

_______________________









Date

_____________________________________________

_______________________

Signature of Certifying Officer




Phone Number

_______________________________________
______

________________________

Title of Certifying Officer




Fax Number

MANDATORY INFO REQUIRED:


OPAC ALC:____________________

Appropriation Data:
Dept:_______________
_
Symbol:________________________

Accounting Line: ______________________________________________

If Military Funds: 
Limit:________________
Pay Station:___________________

Allotment:____________
Mgt. Structure:________________

Operating Agency Code:_____________________
EOR Code:_______________


TO:

Project Officer for Task Order

SUBJECT:
Guidelines Regarding Contract Placements

Attached for your information and use are guidelines regarding contract employees placed under the FedSource contract.  Please pay particular attention to the paragraphs regarding “Contractor responsibilities” and “Supervision”.  You may deal directly with the contractor’s local office regarding these issues.  However, if you have continuing problems that are not resolved, if you have frequent turnover, if the quality/experience of the placements is poor, or if you have problems with the contractor’s staff, please call the Administrative Resource Team at (410) 962-2283 immediately.

Please sign on page 3 of the Guidelines to acknowledge receipt and attach a copy of that page to the task order when submitting to FedSource.  Thank you for your cooperation.

PROJECT OFFICER GUIDELINES

Absences (other than vacation):  The contract employee calls the contractor as their employer; the contractor in turn calls to inform you, the customer, and asks if a replacement is needed.  The employee may call the customer as a courtesy call, but they are still required to call the contractor.
Administrative functions: Contract employees are not allowed administrative leave for such functions as picnics, blood drives, luncheons, dedications, town hall meetings, etc.  They are hired to perform a function.  If they are not performing that function, they are not entitled to pay and the Government is not billed.

Awards: Contract employees are not eligible to receive monetary awards, such as On The Spots, performance awards, etc.  You can issue a letter of appreciation.

Background screening:  The contract does not cover basic screening used in the federal government. A police check can be requested but is reimbursable under the task order.        

Contract employees:  May be brought into the government workplace to perform a specific task(s), not to fill a position.

Contractor responsibilities:  Included, but not limited to, are salaries; benefits (insurance, vacation); training (unless task related specialized training is not available from contractor's sources); EEO guidance; counseling, behavior/performance problems; other training/guidance/assistance required by the employee.

Government Furnished Equipment:  If the government furnishes equipment specifically for use by a contract employee, that contract employee should sign for the equipment and it should be added to the task order so the contractor is aware of their liability for loss or damage.  Failure to notify the COTR in writing may relieve the Contractor of liability.

Government-Owned Vehicles (GOV): Contract employees are not normally authorized to operate a GOV due to liability.  Exceptions can be granted but should be clearly indicated on the task order.

Government representation: Contract employees cannot perform tasks that require them to represent the Government in policy or decision making or in government functions such as EEO Committees, Savings Bonds or CFC Campaigns, Boards, etc.

Holidays: Non-exempt contract employees are entitled to the same holidays as Government employees.  Full-time employees get 8 hours holiday pay.  Part-time employees' holiday pay is prorated based on the hours worked during the week preceding the holiday.  Exempt contract employees fall under the contractor’s own internal holiday policy. Holidays are not billed under the task order unless the contract employee works the holiday.  Do not include holidays in the total verified on the timesheet unless the employee worked that day.  If so, please annotate “Actually worked holiday” on the timesheet.  If you do include the unworked holiday in the total, you will be billed. 

Interviews:  Hiring is the sole responsibility of the contractor.  The government may review resumes for technical and professional categories where specific expertise is required.  At no time will the government interview contractor employees.  A government representative may observe during an interview conducted by the contractor to answer questions concerning the task order requirements.

ID cards/card keys:  It is up to the customer agency whether the contract employee will be issued an ID or keys.  If ID/keys will be issued, it should be noted in Block 14 of the task order.  

Overtime: Contract employees may work overtime, but the requirement must be stated in or added to the task order so that the customer can certify funds availability and obligated by the Contracting Officer Technical Representative to the contractor.

Quality Assurance Surveillance Plan:  A QASP is required for every task order.  This plan is used by both the government and the contractor to measure the contract deliverables for completeness, correctness and compliance with the requirements in the task order statement of work.

Performance Based Task Order:  Method of contracting where the Government defines the results it’s seeking, rather than the process by which those results are attained.  Also included are the standards against which contractor performance will be measured and positive and/or negative incentives.

Personal services:  Specifically excluded from this contract and are performed through an employer-employee relationship created between the Government and contract personnel.  Such a relationship is usually typified through virtually continuous supervision and control of contract personnel by a Government employee.
Privately Owned Vehicles (POV):  A contract employee may use his/her own vehicle for travel, if specified in the task order, and be reimbursed in accordance with the JTR.  Requesting agency should verify the expense report before the contract employee submits to the contractor.

Safety limitations: The contractor provides their light industrial employees (laborers, janitors, etc.) safety guidelines such as not lifting over 25 pounds, not working on ladders, not working at harbors.  If you have a question about your working conditions, FedSource can provide more details.  Although there are limitations, the contractor is flexible.  If the task order specifies what the contract employee is expected to do, FedSource can negotiate with the contractor to approve exceptions.  Any changes in working conditions should also be coordinated through FedSource.

Sick leave: Contract employees should contact their employer regarding sick leave benefits. The contract employee informs the contractor of the time period he/she wishes to take sick leave. The contractor calls the customer to inform that sick leave is being used.

Supervision:  To be provided by the contractor.  This includes monitoring employee performance, effecting necessary employee disciplinary actions, dealing with conduct issues, and awards.  Any problems with performance, attendance, personal problems, etc. should be referred to the contractor, who will deal with their employee.   

Task Order:  Submitted to FedSource after approval by agency approving official.  If the task(s) or scope of the task(s) is altered, the task order must be modified, approved and submitted to FedSource before any new work is assigned.  Assignment of tasks and related activities should be channeled through the Agency Project Officer designated on the task order.

Timesheets: The Project Officer, or his appointed designee, is responsible for verifying contract employee hours worked by signing the contractor’s weekly timesheet.  The correct total hours and minutes needs to be entered in three different places.  If you add and enter the wrong total, you may be billed for the incorrect hours.  The PO can pull the Customer Copy for their records.  

These timesheets will be treated as receiving reports.  When signed, they are certifying/accepting the deliverables under the task order.  Acceptance includes: services performed have met the quality requirements specified in the task order; the quantity of work meets the minimum requirements established in the task order; the contract employee has met all deadlines identified in the task order. 
Training:  The Government cannot fund any training that is not specific to the task order under which the contract employee is performing.  Contractors provide their employees with information on such matters as EEO, sexual harassment, safety, and drugs/violence in the workplace, as these are personnel issues.

Travel:  If required for a contract employee, authorization must be contained in the original task order or added by amendment.  Be specific as to mode of transportation, reporting and completion dates and times, rental car or POV.  Limitations on food and lodging and POV will be determined in accordance with the JTR.  Requesting agency must verify the contract employee's expense report before submission to the contractor.  Keep travel time outside normal work hours to a minimum.  

Unforeseen Facility Closure: Contract employees are not entitled to administrative leave.  If an agency decision to close is made before working hours, the contract employee should be contacted by the project officer (customer) or have been given a phone number to call for pre-recorded reporting instructions.  The Contractor is not required to perform any services on the day of the closure and shall receive no payment unless the services are designated as essential on the task order during facility closures.  In the event of a partial day unforeseen Government facility closure, the project officer will notify the Contractor within one hour after notification of the facility closure is received.  Payment of a partial day closure will be made for the actual time worked.  Exceptions are made for states with laws requiring payment for show-up time.

Vacation: Contract employees should contact their employer regarding vacation benefits. The contract employee informs the contractor of the time period he/she wishes to take.  The contractor calls the customer to see if this is agreeable and also asks if a replacement is needed for the vacation period.  

I have read the above information and agree to abide by the terms and conditions specified.

Project Officer’s Name:  _________________________________________

Agency:
_______________________________________________________

Date:
____________________
PAGE  
9

