HBITS Form 4: 
Task Order Satisfaction Form


This form should be completed upon completion of a Task Order for each Consultant assigned. 

	Task Order #:
	

	Agency:
	

	Job Title:
	

	Vendor Name:
	

	Vendor Contact Name:
	

	Vendor Contact Phone #:
	

	Vendor Contact E-mail:
	

	
	

	Assigned Staff Name:
	

	Task Order Start Date:
	

	Task Order End Date:
	

	

	JOB/CONTRACTOR EVALUATION (max 100 points/5 per question):

	Yes = 5 points,    No = 0 points,   if N/A = 5 points

	

	1. The job was completed on time.
	

	2. The Consultant work product met the Authorized User’s expectations.
	

	3. The qualifications of the Consultant, as represented at initial selection, were validated by the work performed during the Task Order.
	

	4. The initial job scope of work did not change due to the negative actions of the Consultant(s).   
	

	5. The job had minimal disruptions. 
	

	6. I would hire the Consultant again.
	

	7. The Consultant was responsive to added requests.
	

	8. The Consultant did not have repeated lateness to the job; lateness is defined as late arrival to the agreed upon working hours with the Authorized User.
	

	9. The Consultant was flexible to any changes requested by the Authorized User. 
	

	10. The knowledge transfer was in the manner requested by the Authorized User, it was effective and the remaining staff has a strong understanding of the project.
	

	Sub-Total:
	

	11. The Authorized User would recommend this Consultant for another position of similar qualifications.
	

	12. The Consultant was respectful to the Authorized User’s employees and property. 
	

	13. The Consultant met the qualifications and skill requested throughout the TO.
	

	14. The Consultant kept us informed on work progress and/or problems.
	

	15. The Consultant performed to expectations of the Authorized User.
	

	16. The Consultant was responsive to inquiries in a timely manner.
	

	17. The Consultant submitted the monthly report (hours worked) in a timely manner.
	

	18. The Consultant was willing to work past normal work hours to complete the project.
	

	19. The Consultant’s time sheets were accurate to the best of our knowledge.
	

	20. The Consultant complied with agency’s work rules and policies.
	

	Sub-Total:
	

	
	

	Total:
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