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NOTE: Instructions for completing this Template are available on Page 3

Welcome to LTASC! We are excited to be working with you and we hope to have a great year utilizing your services. The following topics cover some important areas regarding the maintenance of this task order.
Task Order Information

	Task Order Number
	

	Vendor
	

	Name of Admin
	


Points of Contact (POC)
The main POCs for this task order are listed below with their contact information. The <Contracting Officer, Project Officer, Customer (choose one)> will be the individual responsible for assigning tasks that the administrative support personnel will complete. These tasks must be communicated to the vendor's Program Manager.

	Role
	Name
	Email Address/ Phone Number

	Contracting Officer
	
	

	Project Officer
	
	

	Customer
	
	

	Vendor Program Manager
	
	


Meetings
We would like to hold a regular meeting with you every <enter TIME PERIOD> either by phone or in person to discuss the progress of the task order, any concerns and other task order related items. 
Timesheet
The administrative support personnel are responsible for entering their time worked daily into a timesheet. Timesheets should be submitted to the task order Project Officer every <enter TIME PERIOD> for review. 
Quality Assurance Surveillance Plan (QASP)
This task order is governed by a QASP which was accompanied with the statement of work that you received. Please review this and let us know if you have any questions. We do populate a semi-annual survey on your performance which is placed in the contract file and sent to the LTASC Program Support Team for reporting purposes.
First Week of Work
The first day of work for <enter NAME(S)> will be <enter DATE> at <enter TIME>. Please report to <enter PLACE> and ask for <enter PERSON>. Parking is available at <enter PARKING DETAILS> and you can access the building by <enter PROCESS TO ENTER THE BUILDING AS A VISITOR>. The following items will be initiated during your first week:
Training
The following trainings are required for the administrative support personnel to begin work at NIH.
· Security Awareness Training
· <enter additional TRAINING 2>
· <enter additional TRAINING 3>
Badge
The administrative support personnel will begin paperwork to receive an NIH Badge. They should visit the site http://www.idbadge.nih.gov/badge/4steps.asp to review the procedures for obtaining a badge and begin the paperwork required.
Email
Once a badge is obtained we will work with you set up an NIH email account. 
Invoicing
Invoices should be billed monthly and will be handled as a three way match. A copy of each invoice should be sent to the following:

	Person/Entity
	Method (mail, email, fax, etc.)
	Address/Number
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Instructions
The instructions below serve as a guide to help you complete the LTASC Task Order Kick-off Template found on the following pages. These instructions are for NIH use and only the completed Template should be shared with the vendor at the Kick-off meeting. The Template is only a draft provided to LTASC customers for convenience and may be edited by the user to suit the office's needs.
Task Order Information
Enter the task order number assigned in eGOS, the name of the winning vendor in the table provided, and the name of the administrative support personnel.
Points of Contact (POC)
Identify the NIH staff that will be responsible for assigning the tasks that the administrative support personnel will be required to perform. These tasks must be communicated to the vendor's Program Manager. 

· The Project Officer was identified in the Task Order request. This individual serves as the Contracting Officer's Technical Representative (COTR) for the Task Order contract.

· The customer is the NIH employee that the administrative support personnel will be directly supporting. The customer may or may not be the same individual as the Project Officer.

· The vendor's Program Manager is the person representing the vendor on this task order and who will be managing the administrative support personnel. Since LTASC is a non personal services contract, the vendor's management must be involved.
Meetings
Due to the non personal services nature of the contract, it is recommended that the Task Order Project Officer coordinate periodic meetings or conference calls with the vendor's Program Manager. In the paragraph enter the desired frequency of the meetings.

These meetings may be used to communicate the tasks the administrative support personnel has been or will be performing. This will allow the vendor's Program Manager to verify that all the work being assigned to the administrative support personnel is in accordance with the statement of work. The meetings may also be used to discuss NIH's assessment of the administrative support personnel's performance and any issues that have arisen.
Timesheet
Reviewing timesheets periodically will enable the task order Project Officer to confirm that hours worked are accurately being recorded. In the paragraph, enter the desired frequency of the timesheet reviews.

The timesheets will help the Project Officer verify that the proper hours are being billed on the monthly invoices.
Quality Assurance Surveillance Plan (QASP)
Most if not all of the task orders issued under LTASC will be performance based. To monitor the vendor's performance, each task order utilizes a Quality Assurance Surveillance Plan that should be administered throughout the period of performance. 

It would be appropriate to review the QASP with the vendor and discuss/negotiate any points of the plan that may need to be adjusted. 
First Week of Work
To facilitate the administrative support personnel's first several days on the contract, the customer and/or Project Officer should communicate with the vendor the date they are to first appear at work, what time, where, parking arrangements, access to the building, and who will be expecting them. 

The other elements of this section outline trainings that administrative support personnel will be required to take as well as the process for obtaining an NIH badge and email address.
Invoicing
LTASC is set up as a three way match. The vendor will be required to send each invoice to the Office of Financial Management, the task order Contracting Officer, and the task order Project Officer. 

The Project Officer will be responsible for coordinating the receiving of the invoices so that the vendor can be paid in a timely manner. Project Officers can use the timesheets submitted for review to verify the hours being invoiced.
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