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TASKING PROCEDURE
1.	PART A of the TASKING APPROVAL FORM.
1.1	The Task Approval Form at Annex J2 shall be used to authorise Ad-Hoc Tasking support activities under the Contract, SOR line item 10. The Authority’s Project Manager shall define the content of the work required and shall issue a Task Approval Form. The Task Approval Form shall identify the individual priority of the Task. The Contractor shall be advised by the Authority’s Project Manager of the Task Number to be used.
1.2. Timescale for return of Tasking Approval Forms will be set to monitor the progress made. The timescale shall be set at 2 weeks from the raising, and issuing, of the Task Approval Form. This is open to exceptional circumstances but must be confirmed with the Authority beforehand.

2.	PART B of the TASKING APPROVAL FORM.
2.1	The Contractor shall complete part 2 of the Task Approval Form giving details of how he will carry out the work specified in Part 1 and provide a firm price quotation for the task. The Contractor shall give a breakdown by labour grade, man-hours and any other costs, utilising the agreed rates at Annex C and providing sufficient evidence in the form of quotes of sub contracted out work. 
3.	PART B1 of the TASKING APPROVAL FORM
3.1	The Contractor shall identify, in his task proposal, any work which he will be required to conduct away from his premises.
3.2	The Contractor may claim accommodation of up to a maximum of £90 per night per person, on production of evidence of actual expenditure. Payment in excess of £90 will require the prior written approval of the Authority’s Project Manager or his nominated representative. Meals shall be up to a maximum of £20.00 per person (if not included in the overnight accommodation costs). Subsistence shall be variable (dependent upon UK or Overseas) up to a maximum of £10.00 per person.
3.3	UK: Car journeys using the Contractor’s own vehicle will be paid at a maximum of forty pence per mile. The Contractor shall produce a signed certificate detailing the number of miles travelled and confirming that the claim relates solely to travel in connection with the performance of the Contract. Claims relating to vehicle insurance are inadmissible. All rates quoted for Air Travel within the UK shall be at the most economical class.
3.4	The Authority will only pay fees for Contractor’s personnel which it has accepted as assigned to a Project and as identified in the Tasking Form as part of the Contractors proposal (or any amendment thereof). All maximum values shall continue for the term of the Contract. 
3.5	For any quotation submitted, the Authority reserves the right to demand evidence of receipts against which any claim has been made and shall, if the total value of the receipts is found to be disproportionately lower than the claim submitted, invoice the Contractor by DAB1 the difference between estimates/rates listed at Annex G2 and actuals.
4.	PART C of the TASKING APPROVAL FORM.
[bookmark: _GoBack]4.1	Subject to approval and acceptance of the Part B of the Task Approval Form by the Authority, the Contractor shall proceed with the agreed work accordingly. A formal Contract Amendment shall be issued adding the task to Annex J3 to the Contract on completion of the task.
4.2	If it is decided not to proceed with any specific task, the Authority shall so advise the Contractor in writing. 
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