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Task Order Request and Task Order Plan Approvals 

On the home screen, users will find any items requiring immediate review and approval. After viewing 
the TOR or TOP and finding the results to be satisfactory, the user will edit the Review Documentation 
Signing Statement and click “Approve TOR” or “Approve TOP.” 
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Editing a Task Order Request 
If something needs to be changed in the Task Order request, users can edit the Task Order Request 
using the provided form. Once editing is complete, the user selects the Ready for Issuance Option and 
clicks the “Request Services” button to send the reque t through the app al process. 
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Viewing Task Order Requests and Plans through the Contract history 
The system stores all Task Order Requests and Plans for every period of performance on the contract. 
The user can navigate the performance periods by clicking on the tabs and clicking “View Request” or 
“View Plan.” If it is the current period of performance, the user has the ability to edit the request by 
clicking on “Edit Request.” 






