The following is an extract from the DOE Human Resource Related Expenses Management contract, DE-AM01-02ME11800, and constitute the Ordering Procedures.  

B.7    ORDERING  52.216-18 (OCT 1995)
(a) Any supplies and services to be furnished under this contract shall be ordered by issuance of delivery orders by the individuals or activities designated in the Schedule. Such orders may be issued from the effective date of the  contract for a period not to exceed sixty months.

(b) All delivery orders are subject to the terms and conditions of this contract. In the event of conflict between a delivery order and this contract, the contract shall control.

 
(c) If mailed, a delivery order is considered "issued" when the Government deposits the order in the mail. Orders may be issued orally, by facsimile, or by electronic commerce methods only if authorized in the Schedule.

B.8    ORDER LIMITATIONS  52.216-19 (OCT 1995)
(a) Minimum order.  When the Government requires supplies or services covered by this contract in an amount of less than the Guaranteed Minimum Quantity, the Government is not obligated to purchase, nor is the Contractor obligated to furnish, those supplies or services under the contract.

(b) Maximum order.  The Contractor is not obligated to honor:

(1) Any order for a single item in excess of maximum quantity contained in Clause B.4;

(2) Any order for a combination of items in excess of maximum quantity contained in Clause B.4; or

(3) A series of orders from the same ordering office within 5 days that together call for quantities exceeding the limitation in subparagraph (1) or (2) above.

(d) Notwithstanding paragraph (b) above, the Contractor shall honor any order exceeding the maximum order  limitations in paragraph (b), unless that order (or orders) is returned to the ordering office within 5 days after issuance, with written notice stating the Contractor's intent not to ship the item (or items) called for and the reasons.  Upon receiving this notice, the Government may acquire the supplies or services from another source.

B.9  DELIVERY ORDER AUTHORIZATION
Delivery Orders issued under this contract shall be authorized only by Federal Employees who are Department of Energy (DOE) Contracting Officers.  All delivery orders must be fully funded at the time of issuance.  Use of the Government Purchase Card for services under this contract is prohibited.

B.10  DELIVERY ORDER INSTRUCTIONS
Performance under this contract shall be subject to the following ordering procedure:

   (a)  Upon receipt of a Delivery Order, citing the DOE contract, signed by the cognizant DOE Federal Contracting Officer, the Contractor will proceed with performance in accordance with the Statement of Work contained in the delivery order.  Within four business days after receipt of DOE’s delivery order, the contractor will submit a delivery order cost/labor plan identifying the 1) name and labor categories to be utilized, 2) date of commencement of work, and any necessary revision to the schedule of performance, 3) Direct Productive Labor‑Hours (DPLH), on a monthly basis by applicable labor category, and the total DPLH, including subcontractor and consultant DPLH, to complete the Delivery Order, 4) travel cost if applicable or any other direct cost, 5)  Other pertinent information, the total estimated amount for completion of the delivery order. Contractor must obtain a written approval accepting the cost/labor proposal signed by the Delivery Order Monitor for the individual delivery order.  All delivery orders will provide for a performance based statement of work and have specific due dates for the listed deliverables. 

(b) Delivery Orders will be issued on forms specified by the DOE.  Delivery Orders will be numbered in accordance with each location’s acquisition tracking system.  

If DOE and the contractor have not reached an agreement concerning the value of the work and labor skill mix after 15 calendar days (from issuance date of delivery order), then the contractor will stop all work and request instructions from the DOE Contracting Officer for the individual delivery order.

     (c)  The Contractor's Delivery Order Plan is subject to the review and acceptance of the Contracting Officer's Representative.  After a Delivery Order is issued, if any revision becomes necessary to the estimated dollar amount (more than + or ‑ 10% variance), or level‑of‑effort (more than + or ‑ 10% variance), the Contractor shall promptly submit to the Contracting Officer's Representative for the individual delivery order, a revised Delivery Order Plan with explanatory notes.  Revised Delivery Order Plans submitted by the Contractor are subject to the review of the Contracting Officer and Contracting Officer's Representative for the individual delivery order .

     (d)  This ordering procedure is subject to the "Payments Under Time‑and‑Materials and Labor‑Hour Contracts," "Funding," "Term of Contract," and “Level‑of‑Effort" clauses of the contract.  The Contractor is not authorized to incur costs for Delivery Orders which are not in compliance with any of the clauses contained in the contract.

The Contractor will provide a copy of each delivery order to the Contracting Officer’s Representative in clause G.4.

G.4    DOE CONTRACTING OFFICER'S REPRESENTATIVE (COR) ADDRESS (JAN 1990)
(a)  The COR's address for the contract is as follows:

          U.S. Department of Energy

          ATTN: Craig Whitaker

          Office Symbol: ME-631
          1000 Independence Ave., S.W.

          Washington, D.C.  20585

          Telephone Number: (202) 586-9019
          U.S. Department of Energy

          ATTN: Michael Lynch

          Office Symbol: ME-11
          1000 Independence Ave., S.W.

          Washington, D.C.  20585

          Telephone Number: (202) 586-6894
(a) The Contractor shall use the COR as the point of contact on technical matters (See the Correspondence Procedures clause, above, for definition).

(b) Each Delivery Order will have listed a Delivery Order Monitor responsible for technical direction associated with their Delivery Order's statement of work.

