Guidelines for Completing the 
CONTRACT ACTIVITY REPORT (CAR)
Document Header within Word Document:  Enter the company name [VENDOR NAME].
MONTHLY REPORT Section:
· Enter Task Order Name; Contract Number; and Reporting Period. 
DESCRIPTION OF WORK BEING PERFORMED Section:
· [bookmark: _GoBack]Provide brief general description of work being performed. Also, include total FTE on-board, hired and awaiting clearance.
TASK ORDER POINTS OF CONTACT Section:
· Enter Point of Contact; Address; Telephone; and Email for each of the following:
1. Contracting Officer (CO)
2. Contracting Officer Representative (COR) and all Alternate CORs (ACOR) assigned to the contract (insert additional rows as needed)
3. Government Project Manager (if different from COR, otherwise enter “Same as COR”); and 
4. Contractor Project Manager
TOTAL NEGOTIATED VALUE (BASE AND ALL OPTION PERIODS) Section:
· Enter negotiated value for Base and all Option periods for the contract by CLIN, and total overall Task Order value (insert additional columns and rows as needed). This negotiated value is the value at award.
MODIFICATIONS Section:
· Provide initial award value and funding in first row; then enter Modification number; a narrative purpose for the modification; date issued; new cumulative total amount of task order “value” with the new modification; new cumulative total amount of task order “funding” with new modification; and the date current “funding” (Incremental-Funding) will  end (insert additional rows as needed).
MODIFICATIONS IN PROGRESS Section:
· Provide narrative description of any contract modification in progress and estimated date of completion (insert additional rows as needed).
CONTRACT FUNDING STATUS THRU Section:
· In header, enter actual date of current funding and invoiced amount whether last day of month or not.
· By CLIN (and SLIN where required by the COR),  enter cumulative amount currently funded, total cumulative amount invoiced, remaining funds, percent expended, and charges not yet invoiced (insert additional columns and rows as needed).
PLANNED/DELIVERED HOURS Section:
· By CLIN (and SLIN where required by the COR), enter total negotiated hours at award, percent of hours expended to date, percent of hours delivered, and forecasted hours (insert additional columns and rows as needed).
SCHEDULED COMPLETION Section:
· Provide Task Order Deliverable in accordance with contract PWS or SOW; a narrative description of the deliverable; due date and frequency of deliverable if reoccurring; and status as “On time” or “Late”. 
ISSUES Section:
· Provide narrative description of issue, proposed resolution, and expected resolution date. Insert additional rows as needed, and number subsequently.
RISKS Section:
· Provide narrative description of risk; identify high, medium or low probability of each risk happening; the high, medium or low impact of the risk happening; and a summary of mitigation strategy(ies) to mitigate occurrence of the risk.  Insert additional rows as needed, and number subsequently.
INVENTORY LISTING OF SUPPORTED EQUIPMENT, IF REQUIRED Section:
· If required, provide narrative description of equipment Contractor purchased or hand receipted from the government; associated serial number; location of equipment; and current operational status, including name of “Hand Receipt” transfer.
ADDITIONAL INFORMATION AS REQUESTED BY SPECIFIC TASK ORDER Section:
· Use this space for any additional information requested at the task order level not covered in this report.
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