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Press [Alt][A] now to activate this tutorial.

STATEMENT OF WORK TUTORIAL

Welcome to the Headquarters Procurement Services Statement of Work (SOW) Tutorial.  Use the scroll bars located at the right of the screen to continue through this tutorial.

[image: image1.wmf]Introduction to the 

SOW Tutorial


Double click on the icon to the right for a brief PowerPoint introduction. 

OVERVIEW

This tutorial will assist you, the writer, in developing, organizing, and reviewing your SOW.  The following sections/documents are contained and may be accessed from this tutorial:

GETTING STARTED
INSTRUCTIONS ON TUTORIAL FEATURES
· Text Input Blocks

· Red Arrows

· Help Text

· General Guidance Tool Button

TUTORIAL DOCUMENTS

· SOW Outline

· SOW Template

· SOW Checklist

SURVEY



For an overview of the sections/documents contained within this tutorial, double click on the icon to the right.

GETTING STARTED

A custom toolbar has been created for the SOW Tutorial and should be visible in the upper right hand corner.  If it is not visible, press [Alt][A] now.  Press [Alt][P] now to print this page.  The following table is provided to summarize all of the function keys and toolbar buttons used in this Tutorial:

Click on the [image: image2.png]


 button on the SOW Toolbar or press [Alt][S] to save this tutorial to your hard drive as c:\acq-temp\sowpbc.doc.  Next time you work with the SOW Tutorial, open your saved file because if you open the original server/disk file, it may save over your previous work.  

Description
Function

Keys
SOW Tutorial  

Toolbar Buttons

Activates the “current” document and shows the SOW toolbar
[Alt][A]


Prints the “Getting Started” page only
[Alt][P]
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Getting Around 

Use the Scroll Bars at the right of the document

Help Text
[F1]
Status Bar

View/Print hidden text. (Toggle) If you can see hidden text, it will print and vice versa.
[Alt][H]
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General Guidance Tool Button
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Spell checks the “current” document
[Alt][D]
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Saves your document to the C Drive
[Alt][S]
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Returns the user to the main document from any sub-document
[CTRL][ F4]


Note:  “Current” document means the document currently on the screen.  It may be this tutorial or any of the documents contained within this tutorial (i.e., the SOW Outline, SOW template, etc.).

CAUTION!  This tutorial has been automatically set up to be viewed in “page layout view” at 75% and it contains various “section” and “page” breaks throughout.  DO NOT ALTER THEM!  Should you accidentally turn off the toolbar, press [Alt][A] again.

INSTRUCTIONS ON TUTORIAL FEATURES

All instructions and information necessary to prepare your SOW outline and SOW are provided in blue hidden text.  All examples are provided in magenta hidden text.  Neither the hidden text nor the examples will appear in your final documents.  In order to assist you in customizing these documents to fit your proposed procurement, the following features have been provided:  text input blocks, red arrows, and help text.  These tools are explained in detail below along with instructions and examples for their use.

TEXT INPUT BLOCKS 

A text input block is a small gray box which allows you to type in the requested information.  These blocks are set up to allow the user to type an unlimited number of characters in a single paragraph.  

Please note:  When you have completed typing in the required information, use the scroll bars located at the right of the screen to continue.  Do not hit the [Enter] key or the [Return] key as the cursor will automatically appear in the next input block or field.

Complete the following example to learn how to use a text input block:

I have worked for the Department of Energy for (Type in the number of years and months you have worked for DOE in the following text input block) 
RED ARROWS




Red arrows, located in the left margin have been provided to identify certain areas where input is required.  These areas allow the user to type in an unlimited number of characters in paragraph format (i.e., the user can press [Enter] or [Return] to form paragraphs).

HELP TEXT

To assist the user in completing the input blocks used in this tutorial, help text has been created for all of the text input blocks discussed above.  To illustrate these help functions, recall the example used in the text input block section.  To access the help text, click on the text input block below and press the F1 key on your keyboard or look on the status bar at the bottom of your computer screen below while your cursor is on the gray box.

I have worked for the Department of Energy for 
GENERAL GUIDANCE

ON-LINE HELP
To assist the user in developing their statement of work, pertinent information has been placed in General Guidance as on-line help.  To access the help text, click on the [image: image8.png]


 located in the toolbar and operate just like Word Help.  Anytime you see the [image: image9.png]


, it signifies that additional information is available in the General Guidance.

TUTORIAL DOCUMENTS

The following three documents displayed as icons below will assist you with preparing your SOW.  It is recommended that you read and/or complete these documents in the sequence presented below.  Double click the respective icon to access the document.

Icon
Description




The outline provides you with a systematic approach to help you identify and prioritize your requirements, and prepare performance standards.  Once completed, your outline will assist you with preparing your SOW while using the SOW Template.






The template provides you with a

standard format for preparing your

SOW.  Descriptions and examples are

provided for each SOW section.  This template will be used to produce your SOW.






The checklist provides you with a

convenient tool to assist with review of

your SOW. 

SURVEY


[image: image10.wmf]Survey


The Corporate Services Division, Headquarters Procurement Services requests your feedback on the SOW Tutorial.  We believe your feedback, whether supportive or critical, is essential to the continuous improvement of the products and services we provide to our customers.  Please take the time to complete the survey and forward it by interoffice mail to the Corporate Services Division (MA-544), Headquarters Procurement Services, 950 L’Enfant Plaza.  Double click on the icon to the right to access the survey. 
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Press the right arrow key to advance to the next slide.  



Press the left arrow key to    return to the previous slide.

















Welcome to the

   Headquarters Procurement Services



  Statement of Work Tutorial













Purpose

   The Statement of Work (SOW) Tutorial was developed to assist requiring organizations with preparing a SOW.  







What is a SOW?

		 A written description of your minimum requirements to be performed by a contractor.  





		The “heart of your procurement.”  All other documents must be consistent with your SOW.









Why is a Clear & Concise SOW Important?

		Provides a clear understanding of the requirements.

		Establishes a baseline for proposal evaluation.

		Reduces evaluation and negotiation time.

		Minimizes need for future changes.

		Baselines contractor performance measures.









Many Documents are Based on the SOW 





QA Surveillance Plan 

SOW

Reporting

Requirements

Instructions for

Proposal 

Preparation



Independent 

Gov’t

Cost Estimate



Evaluation

Criteria







SOW Tutorial

		Overview

		General Guidance On-line Help

		SOW Outline

		SOW Template

		SOW Checklist

		Survey









Questions

Please contact

Craig Ashline at 7-1412

or

Beverly McCloskey at 7-1485








_1040618392.doc
Press {Alt. A} to activate this survey.


Press {CTRL F4} to return to the SOW Tutorial


SURVEY



1.  Were the instructions (e.g., text input blocks, hidden text, etc.) clear?  (Click on the box  


      to see choices, click to select, then press {Enter} to continue).      FORMDROPDOWN 




2.  What problem(s), if any, did you experience while working with this tutorial?  (Click on 


     the box to type your response, then press {Enter} to continue).     



3..  What could make the examples more useful and relevant?  (Click on the box below to 


      type your  response then press {Enter} to continue.)       



4.  On a scale of one to ten, with one being poor and ten being excellent, please rate the following documents:  (Click on the appropriate box, then press {Enter} to continue).


SOW Tutorial:


               1          2           3           4           5            6            7            8            9           10


               FORMCHECKBOX 
         FORMCHECKBOX 
          FORMCHECKBOX 
          FORMCHECKBOX 
          FORMCHECKBOX 
           FORMCHECKBOX 
           FORMCHECKBOX 
           FORMCHECKBOX 
           FORMCHECKBOX 
           FORMCHECKBOX 


  Comments:  

General Guidance: 


               1          2           3           4           5            6            7            8            9           10


               FORMCHECKBOX 
         FORMCHECKBOX 
          FORMCHECKBOX 
          FORMCHECKBOX 
          FORMCHECKBOX 
           FORMCHECKBOX 
           FORMCHECKBOX 
           FORMCHECKBOX 
           FORMCHECKBOX 
           FORMCHECKBOX 


Comments:  

SOW Outline:


                1          2           3           4           5            6            7            8            9          10


               FORMCHECKBOX 
         FORMCHECKBOX 
          FORMCHECKBOX 
          FORMCHECKBOX 
          FORMCHECKBOX 
           FORMCHECKBOX 
           FORMCHECKBOX 
           FORMCHECKBOX 
           FORMCHECKBOX 
           FORMCHECKBOX 


Comments:  

SOW Template:


                1          2           3           4           5            6            7            8            9          10


               FORMCHECKBOX 
         FORMCHECKBOX 
          FORMCHECKBOX 
          FORMCHECKBOX 
          FORMCHECKBOX 
           FORMCHECKBOX 
           FORMCHECKBOX 
           FORMCHECKBOX 
           FORMCHECKBOX 
           FORMCHECKBOX 


Comments:  

SOW Checklist:


                1          2           3           4           5            6            7            8            9          10


               FORMCHECKBOX 
         FORMCHECKBOX 
          FORMCHECKBOX 
          FORMCHECKBOX 
          FORMCHECKBOX 
           FORMCHECKBOX 
           FORMCHECKBOX 
           FORMCHECKBOX 
           FORMCHECKBOX 
           FORMCHECKBOX 


Comments:  

Survey continued on the next page.






5.  If you could make any changes to the SOW Tutorial or any of the documents contained within it, they would be (Click on the box below to insert your response then press {Enter} to continue).       





6.  Other Comments (Click on the box below to insert your response then press {Enter} to continue). 



7.  Name and Number (optional) (Click on the box below to insert your name and number then press {Enter} to continue).       





Thank you for taking the time to complete this survey.  Mail to:  Bob Braden, PCLT/CPD


Press {CNTR F4} to return to the SOW Tutorial


Survey

Version 1





_865162309.doc
Press [Alt][A] now to Activate this template.



Press [CTRL][F4] to return to the SOW Tutorial.







STATEMENT OF WORK TEMPLATE







The Statement of Work (SOW) Template is intended to assist you in preparing your final SOW.  The template assumes the user has read the information contained in the SOW General Guidance and that the user has prepared an outline of their requirements using the SOW Outline.  It is recommended that you read this template in its entirety before drafting your SOW so that you will have an idea of what information is required and where the information should be placed.







The SOW generally consists of a title page and 6 sections as follows:







1.0  Introduction



2.0  Background



3.0  Scope



4.0  Applicable Documents



5.0  Technical Requirements



6.0  Deliverables







The title page and these 6 sections are discussed in detail below.  For each of these sections a brief description, an example and a text input area is provided.







TITLE PAGE







The title page should include the name of your project or program, the date prepared (this is automatically updated when the document is edited), and the preparing organization.  







Example,







Statement of Work







for







Custodial Services



in Support of the



Department of Energy



Albuquerque Operations Office



Contracts and Procurement Division







October 1, 1996







Statement of Work



for



In the gray text input block below, type in the name of the project or program this SOW will support.



� FORMTEXT ��–––––�















The Department of Energy



Albuquerque Operations Office



In the gray text input block below, type in the name of the division(s) this SOW will support.



� FORMTEXT ��–––––�







� FORMTEXT ��October 11, 1996�







�

1.0  INTRODUCTION







The introduction section should give the reader just enough information to recognize what you are procuring.  It is normally one to three sentences long.  However, the length of this section and all other sections will vary from SOW to SOW.  Concern yourself more with clarity and content rather than length.  







Do not include technical requirements, specifications of reporting requirements, descriptions of deliverables or any information that is contained in other sections of the SOW.







In order to illustrate each of the SOW sections, we will continue with the custodial services example used in the SOW Outline.







Example,







The Department of Energy (DOE) Albuquerque Operations Office (AL) is acquiring custodial services for the Contracts and Procurement Division (CPD).







Next to the red arrow below, type in your introduction.







1.0  INTRODUCTION
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2.0 BACKGROUND







The background section provides historical information which is necessary to understand how and/or why the current requirement evolved and where it is headed, if appropriate.  The background section can also provide current information which helps the reader understand the requirement.  If the current requirement is part of a larger program, identify the program and the relationship of this requirement to the overall program.  Also, identify research, studies, or other efforts that contribute to the reader’s understanding of the requirement.  Make sure all your facts are accurate and only information that is relevant is included.  







The length of this section is normally three to four paragraphs; however, it is more important to fully discuss the background than it is to try to stay within any paragraph restraints.  Do not include technical requirements, specifications of reporting requirements, descriptions of deliverables or any information that is contained in other sections of the SOW.







Example,







This requirement stems from various federal environment, safety, and health regulations which require that federal buildings be maintained in a manner which ensures the safety and health of federal employees and members of the public.  The building to be serviced is approximately ten years old.  New carpet and tile were installed in July 1990 and August 1992, respectively.  The building houses approximately eighty-five government employees whose work is predominately administrative in nature.  The government employees are on flexible time (flex-time) which means they can work eight or nine hours anytime between 6:30 a.m. and 5:30 p.m.  During the peak hours of 9:00 a.m. and 3:00 p.m., the traffic is heavy in the lobby area.







Next to the red arrow below, type in your background.







2.0  BACKGROUND



�

� EMBED MS_ClipArt_Gallery  ���







    �





3.0 SCOPE







The scope section is an overview of the SOW and should emphasize the most important aspects of the requirements rather than minor details.  It should identify the objective or purpose of your requirement and it should help the reader understand the magnitude of the effort to be performed.  It should also define the outside boundaries of the contractor’s performance responsibilities.  This becomes important during contract performance in determining whether additional tasks or work is considered within the originally planned responsibilities or is considered new work.  







The desired end result or the product of the effort should be clear and should be consistent with the requirements specified under paragraph 5.0, Technical Requirements.  Please keep in mind that the contractor will not be required to provide something that is only referred to or implied.







“Generally,” the scope section should be no more than one to two paragraphs.  Do not include directions to the contractor to perform tasks, specifications of reporting requirements, description of deliverables or any information that is contained in other sections of the SOW.







Example,







The objective of this effort is to acquire custodial services for the DOE/AL, CPD, Building 20388.







Next to the red arrow below, type the scope paragraph that you developed in your SOW outline.  Please note, the scope paragraph may need to be revised after all tasks are fully defined.







3.0  SCOPE



�
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4.0 APPLICABLE DOCUMENTS







This section lists all documents referenced under paragraph 5.0 Technical Requirements that the contractor will have to comply with in performance of the SOW (e.g., DOE Orders, Directives, Specifications, Standards and Notices).  If the Technical Requirements section describes you requirements in functional or performance terms (“what” is required), then this section should include only a minimal of documents, if any. 







If only portions of the document apply, then specifically identify the applicable portions in this section. Be sure you are familiar with the content of the documents.







Do not list non-mandatory documents that are referenced in the technical requirements section for informational or guidance purposes.  Non-mandatory documents (those that provide background or may be useful for full understanding of your requirement) may be listed later in the instructions for proposal preparation.







Generally the applicable documents section is prepared after the technical requirements section is completed.  The length of this section will depend on the number of documents cited in the technical requirements section.  Do not include technical requirements, specifications of reporting requirements, descriptions of deliverables or any information that is contained in other sections of the SOW.







Example,







The contractor shall adhere to the following documents in accordance with paragraph 5.0, Technical Requirements.







Document Type	No./Version	        Title	Date



DOE Order	1000.1	Custodial Services Order	01/05/95







In the table adjacent to the red arrow below, type in all applicable documents including the document title, number and/or specific version(if applicable), and date issued.  Be sure to check for the revision status of the documents.  If there are no documents cited in the “technical requirements” section (i.e., the contractor does not have to comply with any identifiable document), then type “none” in the table below.  While working within the table below, use your “Tab” key to go to the next input cell.







4.0  APPLICABLE DOCUMENTS







The contractor shall adhere to the following documents in accordance with paragraph 5.0, Technical Requirements.
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Document Type�

No./Version�
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5.0 TECHNICAL REQUIREMENTS







The technical requirements section should identify what the contractor is required to do and not how the contractor should accomplish the effort.  Technical requirements are generally identified as major tasks and sub-tasks.  All major tasks and sub-tasks need to be defined in adequate detail so that the contractor knows what is required and the government knows when and if the contractor has complied with the requirement(s).  That is, the SOW should identify the task, the output and the associated performance standard.







Although some requirements can only be defined in general terms, broadly defined SOWs, in most cases, do not lend themselves toward the most desirable contract type and pricing structure (i.e., firm fixed price).







The length of this section will depend on the number of major tasks and sub-tasks and level of detail necessary to communicate what you want to purchase or the performance requirements that need to be satisfied.  There are no minimum or maximum page limitations.  This section should not include information that is more appropriate in other sections of the SOW, the solicitation (i.e., request for proposal) or the resulting contract.  For example, it should not include evaluation criteria or proposal preparation instructions







In preparing this section, we recommend that you refer to the information provided in the General Guidance and the standard format.  Remember that all level one paragraphs (e.g., 5.1, 5.2, 5.3, 5.n) in this section should represent a major task.  







As you define the major tasks and sub-tasks, keep in mind the following questions:







Did you identify the desired result for each task or sub-task, as appropriate?







Does the contractor have enough information to determine what is required?







How would you know if the contractor complied with this requirement?







Are the tasks written so that there is no doubt what is intended?







Can the contractor price the task?











If the task generates data, consider adding the title of the data in parenthesis at the end of the paragraph.  For example, Custodial Services Task 5.11, Quality Control, requires the contractor to submit a “Quality Control Plan,” so (Quality Control Plan) was added at the end of the tasking paragraph 5.11.  This provides a quick cross reference between the SOW and the Reporting Requirements Checklist.  







A complete identification of all data including the title, content, format, frequency and delivery requirements will be necessary to complete the Reporting Requirements Checklist.  Therefore, you must ensure that each task that generates data has a corresponding data reporting requirement.



�

� EMBED Word.Document.6 \s ���







�

In addition to the technical data required in the tasks, other data, such as cost or progress reports, may be required to manage and monitor the contract.  Double click on the icon to the right for a complete discussion of the Reporting Requirements Checklist.  







To illustrate the “Technical Requirements” section, we have expanded the first major task which was identified in the SOW Outline example.







Example,







5.0	TECHNICAL REQUIREMENTS.  The contractor shall provide the technical effort in the work areas listed below in accordance with the Task and Frequency Chart at Exhibit 1 and the approved work schedule.







	5.1  Maintain Floors and Carpets.  The contractor shall maintain floors and carpets in accordance with the following paragraphs:







		5.1.1  Sweep Floors.  The contractor shall sweep all non-carpeted floor surface areas, including corners and abutments, exterior entrances, porches, stairways and landings so that after sweeping the floors are free of all visible litter, dust and foreign debris. The contractor shall move items of furniture such as chairs and wheeled carts for sweeping and return the items to their original position when sweeping is completed.







		5.1.2  Mop Floors.  The contractor shall mop all non-carpeted floor surface areas including corners and abutments, so that after mopping they have a uniform appearance and are free of streaks, swirl marks, detergent residue, or any evidence of soil, stains, film, debris or standing water. The contractor shall move items of furniture such as chairs and wheeled carts for mopping and return the items to their original position when mopping is completed.







		5.1.3  Polish Floors.  The contractor shall polish all non-carpeted floor areas including corners and abutments.  The contractor shall apply a uniform coating of nonskid floor polish to the floor after it has been mopped so that the floors have a glossy appearance and are free of scuff marks, heel marks and other stains and discoloration.  The contractor shall move items of furniture such as chairs, wheeled carts and other such items for polishing floors and return the items to their original position when polishing is completed.  The contractor shall not apply floor polish to surfaces that have not been mopped.







5.1.4  Vacuum Carpet.  The contractor shall vacuum all carpeted floor areas so that after vacuuming the carpet area is free of all visible litter, dust and soil.  The contractor shall remove all surface litter such as paper, gum, rubber bands and paper clips prior to vacuuming.  The contractor shall move items of furniture such as chairs or wheeled carts for vacuuming and return the items to their original position when vacuuming is completed. 







			5.1.4.1  The contractor shall use a vacuum with a crevice tool and brush attachment to prevent visible accumulation of soil or litter in carpeted areas inaccessible to the upright carpet vacuum.  The contractor shall report all tears, burns, and raveling to the Contracting Officer’s Representative (COR) within five calendar days of notice.







			5.1.4.2  A change in carpet type shall not constitute a change in condition and shall not entitle the contractor to additional or less compensation for work performed.







Note:  There are no data items associated with the first custodial services major task.







If you would like to see the complete custodial services SOW example that was used throughout all tutorial documents, click on the � on the toolbar (under Samples and Examples, see Custodial Services Example).  The level of detail provided in the custodial services example will allow the government to contract for these services on a firm fixed price basis. 







Next to the red arrow below, type in the major tasks and sub-tasks you identified in your SOW Outline, then further define them as necessary.  Use the “Indent” and “Tab” keys to align your paragraphs.







5.0  TECHNICAL REQUIREMENTS
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6.0 DELIVERABLES







This section generally references the Reporting Requirements Checklist, which in turn, lists and orders all data (e.g., reports, software, and other deliverables) required to manage or monitor contractor performance.  As this section generally contains only the standard verbiage below, no input is required.







6.0  DELIVERABLES







The contractor shall provide deliverables in accordance with the Reporting Requirements Checklist.







REVIEW, EDIT AND SAVE YOUR SOW







After you have developed your first draft SOW, review it for consistency, clarification, sequence, spelling and so on.  Make revisions accordingly.  We strongly recommend that you save and print your draft SOW at this point (see instructions below); then, review your SOW against the SOW Checklist provided in the SOW Tutorial.  Have at least two individuals (i.e., one familiar and one unfamiliar with your requirements) review your SOW using the SOW Checklist.  In addition, it may be necessary to have subject matter experts review your SOW.







Spell Check your SOW by pressing [Alt][D] or by pressing the � on the SOW Toolbar.  Save your SOW by clicking on File and then SaveAs.  It is recommended that you save your SOW to the c:\acq-temp directory.  Print a hard copy as you will need the hard copy to review your SOW against the Checklist.







To exit from this document and return to the SOW Tutorial, press [CTRL][F4].
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Source Selection Information.  See FAR 3.104.  For Official Use Only.  (When complete)
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Press [Alt][A] now to activate this document.



Press [CTRL][F4] to return to the SOW Tutorial.







SOW OUTLINE







This document’s purpose is to help you with developing an outline to assist with the preparation of your statement of work (SOW).  It also provides a systematic approach to defining your requirements and facilitates a logical arrangement of tasks.  The SOW outline is similar to a work breakdown structure (WBS) or a tree diagram.







It is recommended that you read this document in its entirety before beginning your SOW outline.







PROCESS OVERVIEW







The following is a summary of the recommended process for preparing a SOW outline:







Establish a preliminary scope statement (i.e., the purpose or objective of your procurement).







List the tasks to be performed (i.e., All performance requirements you intend the contractor to satisfy, all requirements that the contractor must comply with during contract performance).







Group similar and related tasks.







Organize the tasks.



Identify relationship of tasks.



Identify data requirements.



Develop performance standards.



Identify government-furnished property.



APPROACHES TO PREPARING THE SOW OUTLINE







The process steps (1-8 above) may be accomplished by one individual or a group of individuals using the following tools or techniques:







brainstorming:  use to quickly generate and possibly clarify a list of requirements;







affinity diagram (AD):  use to organize your list of requirements; and







nominal group technique (NGT):  use to prioritize the list of requirements.







Each of the process steps (1-8 above) should be covered regardless of the approach you take.  However, the steps for preparing a SOW outline will not necessarily have to be followed sequentially as the development of the outline generally is an iterative process.  Each of the steps include a brief description, an example and a text input area.







The following table illustrates which techniques can apply to each process step:







PROCESS STEP		BRAIN-		AFFINITY		NOMINAL



				STORMING	DIAGRAM		GROUP



			TECHNIQUE



1.  Preliminary scope	     X		



2.  List tasks	     X		



3.  Group tasks	     X	       X	      X



4.  Organize tasks	     X	       X	      X



5.  Identify Relationships   X			       X			      X



6.  Identify Data Rqmts.     X			       X			      X



7.  Develop Perf. Stds.	     X			       X			      X



8.  Identify	GFP		     X











If you utilize one of the above tools or techniques, a member from the Policy and Customer Liaison Team will be available, upon request, to facilitate your meeting(s).  If you develop this outline without using one of the techniques described above, you may want to consult other individuals familiar with your requirements before finalizing this outline for another’s view of its completeness.







1.  ESTABLISH A PRELIMINARY SCOPE STATEMENT







The scope of your SOW should identify the objective or purpose of your procurement, and should define the magnitude of the work to be performed.  It should also define the outside boundaries of the contractor’s performance responsibilities.  This becomes important during contract performance in determining whether additional tasks or work is considered within the scope of the originally planned responsibilities or is considered new work.







Example, 







The objective of this effort is to acquire custodial services for the Department of Energy, Albuquerque Operations Office, Contracts and Procurement Division, Building 20388.







Please note:  In this outline and in the SOW template, we elected to use an example of custodial services since most individuals can relate to these requirements.  We recognize that your requirements will vary in complexity and nature.  However, the custodial services example is one that could be illustrated with all individuals having a basic understanding of the guidance we are providing for the development of a SOW.







Next to the red arrow below, type in the objective or purpose of your procurement.  As you work through the outline and identify your requirements, it may be necessary to revise this preliminary scope statement.
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PRELIMINARY SCOPE:  
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2.  LIST THE TASKS TO BE PERFORMED







Now you should identify all tasks that may be required to accomplish the objective or purpose of the SOW.  The tasks should focus on what the contractor will be required to do rather than how the contractor should accomplish the effort.







Example,







The following task list was generated for the custodial services effort:







Vacuum Carpets



Shampoo Carpets



Sweep Floors



Mop Floors



Polish Floors



Clean and Disinfect Rest Rooms



Fill Soap Dispensers



Fill Toilet Paper Dispensers



Maintain  Rest Rooms



Polish Furniture



Perform Low Dusting



Maintain Supplies



Stock Paper Towels



Provide Emergency Services



Remove and Dispose of Trash



Clean Windows



Clean Drinking Fountains



Perform Spot Cleaning



Perform High Dusting



Clean Light Fixtures



Ensure Quality Control



Conduct Employee Training



Safety



Remove and Wash Venetian Blinds







Next to the red arrow below, list all tasks that may be required to fulfill the planned procurement.  You may use an existing SOW to outline your tasks.  However, you must delete tasks which are no longer required and add tasks that weren’t originally required.  Be careful not to copy an existing SOW verbatim, because a SOW that was used five years ago was probably not written in performance terms, your requirements most likely changed in some respects, and you probably have a few lessons learned.







TASK LIST:



�
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3.  GROUP SIMILAR AND RELATED TASKS







From the list of tasks generated above, identify the major tasks and sub-tasks.  Group similar and related requirements; make sure you separate the major tasks from one another and list the sub-tasks under their appropriate major task.  If additional tasks (i.e., major or sub-tasks) are identified as you group and categorize, then add them to your outline accordingly.  You may identify tasks to the third or lower level (e.g., tasks within sub-tasks), if necessary.







Continuing with the custodial services example, tasks could be grouped and categorized as illustrated below:







Maintain Floors & Carpets (major task)



Polish Floors (sub-task)



Vacuum Carpets (sub-task)



Sweep Floors (sub-task)



Mop Floors (sub-task)







Maintain Rest Rooms



Clean and Disinfect Rest Rooms 



Re-supply Rest Rooms



Stock Paper Towels



Fill Toilet Paper Dispensers



Fill Soap Dispensers







Employee Training



Custodial Services Procedures Training



Environmental Safety and Health Training



Security Training







Perform Low Dusting







Polish Furniture







Periodic Cleaning 



Perform High Dusting



Clean Windows



Clean Light Fixtures



Perform Spot Cleaning



Perform Emergency Services



Shampoo Carpets



Remove and Wash Venetian Blinds







Ensure Quality Control







Clean Drinking Fountains







Safety







Maintain Supplies







Remove and Dispose of Trash







Next to the red arrow below, group the major tasks and sub-tasks you listed in step 2, above.  (Helpful hint:  highlight the tasks listed in step 2 above, copy them to the clipboard, paste the text next to the red arrow below, and revise as necessary; or print a hardcopy by pressing [Alt] N]).
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GROUPED TASK LIST:
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4.  ORGANIZE THE TASKS







The major tasks and their corresponding sub-tasks must be arranged in a logical sequence (e.g., chronological order, time-phase, grouped by discipline or task, or some combination).  This is a good time to make sure all the tasks required to meet the government’s minimum requirements and successfully perform the contract have been identified.  Repetitive or unnecessary tasks should be deleted.  







For example, the custodial services tasks could be organized as follows:







Maintain Floors & Carpets (major task)



Sweep Floors (sub-task)



Mop Floors (sub-task)



Polish Floors (sub-task)



Vacuum Carpets (sub-task)







Maintain Rest Rooms



Clean and Disinfect Rest Rooms 



Re-supply Rest Rooms



Stock Paper Towels



Fill Toilet Paper Dispensers



Fill Soap Dispensers







Perform Low Dusting







Polish Furniture







Remove and Dispose of Trash







Clean Drinking Fountains







Periodic Cleaning 



Shampoo Carpets



Perform High Dusting



Clean Light Fixtures



Clean Windows



Perform Spot Cleaning



Perform Emergency Services



Remove and Wash Venetian Blinds







Maintain Supplies







Safety







Employee Training



Security Training



Environmental Safety and Health Training



Custodial Services Procedures Training







Ensure Quality Control







Next to the red arrow below, organize the major tasks and sub-tasks you listed in step 2, above.  (Helpful hint:  highlight the grouped major tasks and sub-tasks listed in step 3 above, copy them to the clipboard, paste the text next to the red arrow below, and revise as necessary).







FINAL TASK LIST:
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CUSTODIAL SERVICES EXAMPLE



Click on the � on the SOW toolbar view the overall outline of the custodial services example (under Samples and Examples).  







5.  IDENTIFY RELATIONSHIP OF TASKS 







Identify the relationship of tasks by putting the tasks you identified in your outline in a tree diagram.  The tree diagram divides a job into parts and subparts, each of which contributes to a final result or output, and demonstrates its relationship to the other tasks.  It pictorially identifies your requirements.







For example,



�











You may use one of several methods to build a tree diagram: PowerPoint, post-it stickers on a flip chart, long hand on a regular sheet of paper, etc.  Save the tree diagram so that you can use it to write your SOW and surveillance plan, as it provides quick visibility your requirements.











6.  IDENTIFY DATA REQUIREMENTS 







The contractor may be required to submit data (e.g., reports, software or other deliverables).  Required reports should be limited to data which are essential to manage and monitor the contract (e.g., Cost Management Report, Labor Management Report, etc.) or those which are the purpose of the contractor’s performance (Final Technical Report, Environmental Impact Statement, Certifications, Permits, etc.).  If you are procuring commercial services, then required reports should be limited to those that are normally required in commercial business. For more information on data/reporting requirements, see the Reporting Requirements Checklist Template.







The following table illustrates some deliverables that may be necessary for the custodial services.







For example,







Deliverable			Associated Task (If any)	







Cleaning Schedule		Management		



									



Safety Plan								







Next to the red arrow below, list the deliverables and their associated task, if there is one. 
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Deliverable			Associated Task			
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7.  DEVELOP PERFORMANCE STANDARDS







Performance standards (which are sometimes referred to as acceptance criteria) are those performance levels that a contractor must meet to be considered acceptable during contract performance.  That is, performance standards identify what the contractor’s performance or deliverable product will be measured against.  The standards may be published or recognized industry-wide standards or may be developed by you and tailored to identify the results needed for your procurement.







Selection of performance standards is critical because they directly affect the cost of service.  Therefore, you have to consider the potential cost versus the benefit of the standard.







Performance standards may be expressed in terms of quality, quantity, time, appearance, etc. and should include elements such as “what, when, where, how many and how well.”  The standards do not need to include all of these elements only those that are appropriate.  Performance standards should be:



necessary



realistic



specific and to the greatest extent possible:



verifiable



objective



measurable







The use of objective performance standards is emphasized since they are easier to enforce than subjective standards when the contractor’s performance is unsatisfactory.  Objective standards eliminate personal biases and normally are not subject to different interpretations.







The following example illustrates the standards developed for the custodial services.  







	Task	Output (Results)		Standard



Sweep Floors	Swept Tile Floors		Sweeping must be



			accomplished per



			task and frequency



			schedule and floors



			must be free of 



			visible litter, dust 



			and foreign debris.







Mop Floors	Mopped Tile Floors		Mopping must be



			accomplished per



			task and frequency



			schedule and floors 



			must be free of 



			streaks, swirl marks,



			detergent residue, or



			any evidence of soil,



			stains, film, debris or



			standing water.







Polish Floors	Polished Floors		Polishing must be



			accomplished per 



			task and frequency



			schedule and floors 



			must have a glossy



			appearance and



			must be free of



			scuff marks, heel



			marks and other



			stains and



		 	discoloration.







Vacuum	Vacuumed Carpets		Vacuuming must



			be accomplished



			per task and 



			frequency schedule 



			and carpets must be



			free of visible litter, 



			dust and soil.







Next to the red arrow below, identify the performance standards for each task identified in the your outline or tree diagram.  The standards need to be clearly stated so that the government knows if the contractor has complied with the requirement.  For example, you should be able to recognize or determine if the contractor has performed the task or delivered the product to meet the standard. 
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Task			Output (Results)					Standard
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8.  IDENTIFY GOVERNMENT-FURNISHED PROPERTY







Contractors are ordinarily required to furnish all property necessary to perform government contracts.  However, the government may furnish property in specific cases.  Government-furnished property (GFP) may include items such as facilities, equipment, software, designs/drawings or documents.  For example, GFP may be provided when the property is only available from the government such as special nuclear material for production of special nuclear products, special tooling or special test equipment.  GFP such as office space, furniture or telephones may be provided when the work will be performed on a DOE installation.  







You need to determine what, if any, GFP will be provided. You will need to identify the proper nomenclature, quantity, serial number, and estimated value for each item that will be provided as GFP.  In addition, you will need to identify the condition of the property (e.g., ready for use, needs repair, etc.), physical location and when the property will be provided to the contractor.  You will need to identify any restrictions or operating procedures that must be complied with when facilities are provided.  This GFP information will be included in your  purchase request package and will be used by your contracting officer to prepare the solicitation.







The final task list for the custodial services example in step 4 above includes maintaining carpets and floors as the first major task;  this task is divided into other sub-tasks such as sweeping floors, mopping floors, polishing floors and vacuuming carpet.  The following table identifies the GFP for these custodial services sub-tasks.







For example,







Task					GFP	



Sweep Floors			None	



Mop Floors				None



Polish Floors			None



Vacuum				Vacuums*



							



*GOVERNMENT FURNISHED PROPERTY:



Nomenclature	Qty	Serial No.	Value	Condition	Location	Available







Mighty Might	1	MM100	$200.00	Good	DOE AL	Upon Award



Vacuum Cleaners



	“	1	MM101	$175.00	“	“	“



							







Next to the red arrow below, list the tasks identified in your final task list and identify any GFP.  List the item and identify the quantity, serial number and estimated value for each, as appropriate. You will also need to identify any GFP that is not necessarily associated with a particular task but that will be provided as part of the contract (e.g., office space, telephones).











�





Task						GFP
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GOVERNMENT FURNISHED PROPERTY:
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CONSIDER HOW YOU WILL CONDUCT QUALITY ASSURANCE







Some form of surveillance is necessary to determine the acceptability of the output or results.  The method and extent of surveillance will depend on what is minimally necessary to ensure the contractor complied with the performance standard or met the acceptance criteria.







Careful selection of appropriate surveillance methods enables you to determine the amount of resources and associated costs needed to monitor and measure contractor performance.  Not all outputs necessarily need to be measured or monitored.







In determining the extent and method of surveillance, you will need to consider:



task criticality; 



task lot size;



surveillance period;



performance requirement and standard or acceptance criteria;



available government resources; and 



surveillance value in relation to task cost/criticality.







Surveillance may be accomplished by various methods, such as:



100 percent inspection;



random sampling;



periodic inspection;



customer complaints;



review of progress/milestone reports (accomplishments or activities completed) or interim and final reports; or 



a comparison of the delivered output to a set of acceptance criteria.







As you develop your final SOW, keep in mind how you might want to monitor and measure performance or deliverables to determine acceptability.







Save your outline now by clicking on File and then on SaveAs.  It is recommended that you save your outline to the c:\acq-temp directory.  Print a hard copy since you will need it to complete the SOW Template.  







To return to the SOW Tutorial, press [CTRL][F4].
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STATEMENT OF WORK (SOW) CHECKLIST







It is recommend that you use the following checklist to review your SOW.  Print the checklist and have the other SOW reviewers also use it when they conduct their reviews.  To complete the questions below, click the appropriate box and if applicable, type in your remarks under the “Remarks” section.







1.0  INTRODUCTION 	Yes	No	Remarks







1.	Does the introduction provide a quick 



	reference to what you are procuring?	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�







2.	Is the introductory information readily



	distinguishable from the background and 



	scope sections? 	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�







3.	Have work requirements or information



	that is contained in other sections of the 



	SOW been removed? 	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�







2.0  BACKGROUND







4.	Does this section summarize historical 



	information which is necessary to 



	understand the current requirement?  That 



	is, will the offeror understand how and/or 



	why the requirement evolved and where 



	this requirement is headed, if appropriate?	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�







5.	Is the background information readily 



	distinguishable from the introduction and 



	scope sections? 	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�







6.	Are the facts accurate?	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�







�

		Yes	No	Remarks



7.	Have you eliminated all directions to



	the contractor to perform tasks, 



	specifications of reporting requirements,



	or a description of deliverable products 



	from this section?	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�







3.0  SCOPE







8.	Will the reader understand the magnitude 



	of the requirement and have a basic understanding



	of the requirement?	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�







9.	Is the scope readily distinguishable from the



	 introduction and background sections? 	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�







10.	Is the scope consistent with the tasks 



	or activities specified, and with the end 



	result to be obtained? 	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�







11.	Does this section emphasize the most 



	important aspects (i.e., an overview) of the 



	technical requirements rather than minor 



	details? 	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�







12.	Have all directions to the contractor to 



	perform tasks, specifications of reporting 



	requirements or a description of deliverable



	products been eliminated from this section?	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�







4.0  APPLICABLE DOCUMENTS







13.	Is the applicable document properly cited? 	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�







14.	If only portions of the document apply, have



	you clearly stated which portions apply?	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�







15.	Is the document really pertinent to the task? 	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�







16.	Do any standard specifications or 



	paragraphs apply in whole or in part?  If so, 



	are they properly cited?	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�







�

		Yes	No	Remarks



17.	Do the referenced documents cite 



	the most recent?	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�











5.0  TECHNICAL REQUIREMENTS







18.	Are the contractor’s responsibilities readily



	distinguishable from the introduction, scope,



	and background sections? 	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�







19.	Does the SOW identify only minimum 



	requirements?  That is, have 



	“nice to haves” been eliminated? 	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�







20.	Are the tasks (i.e., major and sub-tasks) 



	in the SOW presented in chronological 



	order or some logical order?	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�







21.	Is the SOW specific enough to permit 



	you, the writer, to estimate the probable cost 



	and the proposer to determine the levels of 



	expertise, manpower and other resources 



	needed to accomplish the tasks?	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�







22.	Are sentences written so that there is no 



	question of whether the contractor is 



	obligated to perform specific tasks?



	(e.g., “the contractor shall do this work,” 



	not “this work shall be required” -



	active vs. passive voice). 	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�







23.	Are contractor responsibilities stated in such



	a way that he/she knows what is required 



	in terms of results and the government can tell



	whether the contractor has complied? 	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�







24.	Are the performance standards or acceptance



	criteria:



	    a. necessary?	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�



	    b. realistic?	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�



	    c. specific?	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�



	    d. verifiable?	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�



	    e. objective?	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�



	    f.  measurable?	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�



		Yes	No	Remarks







25.	Have all elements of quality assurance been



	included life of the contract?	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�







26.	Are any procedures, methods or processes



	that tell the contractor how to do the work



	included in the SOW?	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�







27.	Does the SOW identify the title of data or 



	other deliverables in parenthesis after



	the task which generated the data? 	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�







28.	If the SOW orders data/reports, have all



	descriptions of that data (e.g., format and 



	content) been eliminated?  Descriptions of 



	data requirements are discussed in the



	Reporting Requirements Checklist.	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�







29.	Have all proposal preparation



	instructions, evaluation criteria and references



	to “the proposer shall” been deleted? 	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�







30.	Does the SOW establish a delivery schedule?



	(Please note the SOW should not establish a



	delivery schedule but may include, for clarity,



	significant milestones.  The contract will establish



	a delivery schedule or period of performance).	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�	







31.	Have all points of control or decision points, 



	if applicable, been included? 	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�	







32.	Does the SOW require the contractor to get



	permission from or provide something to



	someone other than the contracting officer or 



	the contracting officer’s technical representative?  



	If so, have specific authorizations and instructions



	been provided to avoid contractual problems? 	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�







33.	If elapsed time is used, does it specify either	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�



	calendar days or work days?



�

		Yes	No	Remarks







GENERAL







34.	Is the SOW written using the format recommended



	in the template?  If not, provide your rationale in



	the remarks section.	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�







35.	Has extraneous information been eliminated?  (Ask



	the following questions to determine whether



	material should be included:  Does it tell what the



	contractor is responsible for?  Is it necessary in order



	for DOE to obtain the required results?)	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�







36.	Have extraneous cross-references to contract



	clauses and provisions been deleted?	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�







37.	If this SOW is for commercial services,	



	have requirements been adequately identified



	so that they may be acquired on an other than 



	cost-reimbursable basis?	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�







38.	Do the SOW requirements create an 



	organizational conflict of interest (OCI)?  



	The OCI Guidance provided by the Policy 



	and Customer Liaison Team may be



	helpful in answering the following OCI questions.	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�



	



	a.  Will the contractor (i.e., an offeror) be placed



	in position where it cannot provide impartial advice 



	and assistance?  For example, does the SOW require 



	the contractor to review its own work?	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�







	b.  Will the contractor (i.e., an offeror) receive 



	an unfair competitive advantage on this 



	acquisition or future acquisitions based on 



	its performance under past or present 



	acquisitions?  For example, have you



	drafted requirements whereby the contractor 



	will prepare a SOW which will subsequently 



	be competitively procured? 	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�







39.	Is more than one interpretation (throughout 



	the SOW) impossible? 	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�







		Yes	No	Remarks







40.	Has the SOW been checked for 



	grammatical usage? 	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�







41.	Has the SOW been spell checked? 	� FORMCHECKBOX ��	� FORMCHECKBOX ��	� FORMTEXT ��–––––�











Note:  If government-furnished property (GFP) will be provided, the nomenclature, quantity, estimated value, serial number (if appropriate), the location and date of delivery to the contractor should be stated in the procurement request package.







Press[CTRL][F4] to return to the SOW Tutorial
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