The following is an extract from the DOE Nationwide Relocation contract, DE-AM01-01FM10055, and constitute the Ordering Procedures:
B.6    52.216-18  ORDERING  (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 September 1, 2001 through August 31, 2006.

(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.7    52.216-19 ORDER LIMITATIONS.  (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.8  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 is prohibited.

B.9  Delivery Order Instructions
Orders placed under contract shall contain the following information:

(1) Date of Order.

(2) Master Contract Number and Delivery Order Number.

(3) Item Number(s) and price for the ordered services, 
location of the property, name, address, contact 


name and telephone and facsimile numbers.

(4) Accounting and Appropriation Data

(5) Billing Instructions

(6) All delivery orders must be fully funded.

(7) Any other pertinent information.

(8) Any special reporting requirements by the authorizing

    official.

Upon receipt of a Delivery Order, citing this DOE Base contract, signed by the cognizant Contracting Officer, the Contractor will proceed with performance in accordance with the Statement of Work, Section C, of this contract.
