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18B-1 Outline for Developing a Statement of Work (SOW)




Statements of Work (Contract Section C)
Statements of work are essential documents in any Federal solicitation or contract. They are read and interpreted by Government and industry personnel with diverse backgrounds such as engineers, scientists, accountants, lawyers, contract specialists and other business professionals. Therefore, the SOW must be written so that technical and non-technical readers can understand them during the solicitation, award and administration phases of the acquisition cycle. It is important that the words be understood not only by the writer of the SOW, but by the readers. An initial investment of time and effort to write a clear and high quality statement of work will: 

· enable offerors to clearly understand the requirements and needs of the FAA;

· allow offerors to more accurately cost or price their proposal and submit higher quality technical proposals;

· provide a baseline for the development of other parts of the solicitation, particularly the evaluation criteria, technical proposal instructions and independent cost estimate; 
· minimize the need for change orders which can increase the cost or price and delay completion;

· allow both the Government and contractor to assess performance; and

· reduce claims and disputes under the contract.
2.0
Purpose of the SOW
The SOW is an integral part of a contract and is subject to contract law. Ambiguous work statements result in protests, unsatisfactory contractor performance, delays, claims, disputes, and increased contract costs. Conversely, a high-quality document leads to a greater likelihood of successful contractor performance. The SOW:
· forms the basis for successful performance by the contractor and effective administration of the contract by the Government; and
· provides the opportunity for all potential offerors to compete equally for Government contracts and serves as the standard for determining if the contractor meets the stated performance requirements.

3.0
Preparation of the SOW 
A SOW should specify in clear, understandable terms the work to be done in developing or producing the goods to be delivered or services to be performed by a contractor. A SOW defines (either directly or by reference to other documents) all non-specification requirements for contractor effort. The SOW describes the specific requirements the contractor must meet in performance of the contract. It also specifies a standard of performance for the required tasks and the quality level the Government expects the contractor to provide. Preparers should identify only those outputs that are essential and should express the outputs in clear, concise, commonly used, easily understood, measurable terms. Preparers should not include detailed procedures that dictate how work is to be accomplished. Instead, they should structure the SOW around the purpose of the work to be performed, i.e., what is to be performed, rather than how to perform it. In drafting a SOW, strive for clarity above all else. When a SOW becomes contractual it shall be used as a standard for measuring contractor performance.  The SOW:
· should specify in clear, understandable terms the work to be done in developing or producing the goods to be delivered or services to be performed. Preparing the SOW  in explicit terms will enable offerors to clearly understand the Government's needs;

· should identify  the goods or services that are needed to satisfy a particular requirement and define what is required in specific, performance-based, quantitative terms;
· should facilitate the preparation of responsive proposals and delivery of the required goods or services; and

· should aid the Government in conduct of the source selection and contract administration after award.

4.0
Relationship Between the SOW and Specification

A specification describes physical, functional, or performance requirements of a material, product, system, data, or service, and includes criteria for determining whether or not the requirements are met. Specifications may be combined with a statement of work (SOW) to fully define all work requirements. 
· SOW defines (either directly or by reference to other documents) all performance requirements (non-specification) for the contracting effort.
· Qualitative and quantitative design and performance requirements are contained in specifications.

· Specifications are typically referenced in the SOW, but the specific qualitative or quantitative technical requirements should not be spelled out in the SOW.

· For Example: the referenced specification may cite reliability and maintainability requirements in terms of quantifiable mean-time-between failures (MTBF) and mean-time-to-repair (MTTR); the SOW should task the contractor to establish, implement and control a reliability and maintainability program.

5.0 Relationship Between the SOW and Contract
The SOW should be compatible with these provisions:

· Requirements that are mandated by law, established FAA policy or necessary for

effective management of its acquisition, operation, or support.

· At the outset of development, system-level requirements should be specified in terms of mission-performance, operational effectiveness, and operational suitability.

· During all acquisition phases, solicitations and contracts, the SOW should state

management requirements in terms of results needed rather than "how to manage" procedures for achieving those results.
6.0 SOW and Contractor Performance

After source selection and contract award, the contract SOW becomes a standard for measuring contractor performance.
· Preparers must consider the contractual and legal implications of the SOW language and statements during its preparation. 

· The FAA and the contractor will refer to the SOW to determine their respective rights and obligations after contract award. The SOW defines the contract and is subject to the interpretations of contract law. The SOW must clearly define the work to be performed, since the language detailing the contractor's effort may be pertinent to legal questions concerning the scope of work.

· In a dispute concerning performance, rights, or obligations, clearly defined requirements will enhance the legal enforceability of a SOW, which has a high level of precedence in the solicitation document and contract.

7.0 Relationship of Contract Sections

The FAA Screening Information Request (SIR) or solicitation defines the Government's requirements and constitutes the cornerstone of the program, as it ultimately shapes the resultant contract. Therefore, the SOW must be consistent with all sections of the SIR.

· The SOW preparer should work closely with the overall SIR drafter and all contract section preparers to achieve consistency.

· Required acceptance and inspection of supplies or services required to satisfy the contract as well as acceptance criteria: Section E.

· Data deliverables are identified in CDRL exhibits: Section J.

· Deliveries or Performance, Section F, requires delivery of data listed in the exhibits.

· Section I sites clauses required by law, regulation, or any other clauses that may apply.

· Section J is a listing of all exhibits and attachments to the contract.

· Section K includes provisions that require representations, certifications, or the submission of other information by offerors

· Section L includes provisions and other information or instructions to guide bidders/offerors in preparing their offers/bids in a manner that is responsive to the SIR
· Section M identifies factors that will be considered in awarding the contract, evaluation criteria listed in order of importance and other factors for award.
(Sections K, L, and M apply only to SIRs):

CONTRACT 

SECTION

PART I.  THE SCHEDULE

    A

Solicitation/Contract Form

    B

Supplies or Services and Prices/Costs

    C

Description/Specifications/Work Statement
    D

Packaging and Marking

    E

Inspection and Acceptance

    F

Deliveries or Performance

    G

Contract Administration Data

                                                                              

    H

Special Contract Requirements



PART II.  CONTRACT CLAUSES

    I

Contract Clauses

PART III.  LIST OF DOCUMENTS, 

                                            EXHIBITS AND OTHER ATTACHMENTS

                  J

List of Attachments





PART IV. REPRESENTATIONS AND

                                                    INSTRUCTIONS


                         
 (Included in solicitations/SIRs only)

   K

Representations, certifications, and Other Statements 

                 of Offerors

                L

Instructions, Conditions, and Notices to Offerors

  
   M

Evaluation Factors for Award

Contract Attachments (i.e., SOW) 

Contract Exhibits (i.e., CDRLs)

Exhibit 1
Relationship of Government Solicitation/Contract Sections to the SOW
8.0 Standard Format 

The standard format for the SOW is as follows: 

SOW Section 



Title

1 



Scope
2 



Applicable Documents
3 



Requirements
Deviations from the standard format may be made by the preparer when necessary to accommodate overriding program needs.

8.1
SOW Section 1 – Scope

Scope includes a statement about what the SOW covers. If applicable, the scope section provides some background information that will be helpful to clarify the needs of the procurement. Section 1:
· Includes a brief statement of what the SOW should cover.

· Defines the breadth and limitations of the work to be done, in some cases, the use of an introduction, background, or both, is preferred.

· Separate indentures are used in SOWs to accommodate complex acquisitions requiring lengthy background information.

· Background information should be limited to only that information needed to acquaint the proposer with the basic acquisition requirement.

· Following should not be included in the "Scope" Section:
· directions to the contractor to perform work tasks;
· specification of data requirements; and
· a description of deliverable products.
8.2 SOW Section 2 - Applicable Documents

All applicable documents referenced in the SOW are listed in this section.  Where appropriate, a brief annotation should be provided to indicate the relevance of the document.  Reference any specific requirements with regard to the use of these documents in performing the work under the SOW. Any document referenced in the solicitation must be either furnished with the solicitation or available at a location identified in the solicitation. 
· FAA and Government handbooks, Government instructions, service regulations, technical orders, and policy letters, as a type, are not written in language suitable for contract application. In the event requirements of these documents must be included in a SOW, excerpts only should be used and should be made into either a clear task statement or a clear reference statement for guidance only, and not for contract compliance.

· Documents called out in Section 2 of the SOW should have the specific version referenced, i.e. by date or by revision letter.
· Requirement for any specification and standard should be justified before being referenced.

· Section 2 should not be prepared until the draft of the requirements Section, Section 3, is complete. Sections 2 and 3 are reciprocal.

· Documents invoked by specific reference in Section 3 of the SOW must be identified and listed in Section 2.

· When invoked in Section 3 of the SOW, the application should be tailored to invoke only those minimum requirements from the document which are absolutely necessary.
· Applicability of each document listed in Section 2 of the SOW should be specified in Section 3 and identify only that portion needed to perform the work.
· Improper document referencing (e.g., blanket imposition) is often a major cost driver since total compliance with a document listed in Section 2 of the SOW is implied unless Section 3 specifies otherwise.
8.3 SOW Section 3 – Requirements

This section defines the requirements in terms of tasks to be performed, the end results/deliverables to be achieved, and the schedule of key dates.  Important compliance requirements should be included with the task descriptions and deliverables. Specific work tasks are called for in this section. A well-written SOW has the following attributes:

· Specifies requirements clearly to permit the Government and offerors to estimate the probable cost and the offeror to determine the levels of expertise, manpower, and other resources needed to accomplish the task.

· States the specific duties of the contractor in such a way that the contractor knows what is required and can complete all tasks to the satisfaction of the contract administration office.
· Written so specifically that there is no question of whether the contractor is obligated to perform specific tasks.
· References only the absolute minimum applicable specifications and standards needed.
· Selectively invokes documents only to the extent required to satisfy the existing requirements (The tailoring of reference document requirements should result in a reduction to the overall costs otherwise incurred if all requirements stated in a document are invoked).
· Separates general information from direction so that background information and suggested procedures are clearly distinguishable from contractor responsibilities.
· Avoids directing how tasks are to be performed and states only what results are required.
8.4 Other Sections

These sections are developed at the discretion of the preparer and can contain information about Government Furnished Property (GFP), Government Furnished Information (GFI), Progress/Compliance, Transmittal/Delivery/Accessibility, and for any information that does not logically fit into previous sections. 
9.0
Data Management

As the contractor performs and completes the SOW tasks, data may be developed. Submissions of this data are generally expensive. Proper tailoring and scheduling of data submission items requires particular attention by the SOW preparers. Data costs can be minimized by selectively eliminating unnecessary reports and requiring appropriately phased submissions. A review of anticipated data requirements should include definition of a time line defined for data submission. The contractor's format may be the acceptable form for submission of data products. The SOW preparer should make every effort to ensure that the CDRLs and DIDs reflect the anticipated need for data and to ascertain whether the specific data required will in fact be generated and available prior to the proposed delivery date stated on the proposed CDRL. Note: the CDRLs and DIDs are not part of the SOW but may be referenced in the SOW and are reciprocal to the SOW.
9.1
Data Requirements List (CDRL) Data
The ordering and delivery of data which the Government requires are specified and scheduled through the use of the Contract Data Requirements List (CDRL), DD Form 1423, in conjunction with the appropriate Data Item Description (DID), DD Form 1664. The CDRL is used to order the data required and tailor the DID. The DID’s use is to describe the data’s format and content requirements. The SOW task(s) that will produce data requirements should be referenced in Block 5 of the CDRL. The SOW preparer should exercise considerable care and attention to the data delivery implications of the SOW. While data may be inherently generated by a work task, recording and delivering the data in a specific format are cost drivers that must be considered when preparing the SOW and CDRLs. The CDRL should specify that the contractor's format is acceptable, wherever possible.

9.2 Data Item Description (DID)

After the need for recording and delivery of data resulting from a work task has been determined, appropriate DIDs should be selected from the FAA DID Library or the DoD 5010.12-L, Acquisition Management System and Data Requirements Control List (AMSDL). If certain elements of data are not needed, the DID should be tailored downward. When the contractor format for a data product will meet the Government's needs, it should be specified in block 16 of the CDRL if the DID does not already state contractor format is acceptable. The CDRL should only require data specifically generated in a SOW work task. The SOW, and not the DID, must task the contractor to perform work. At the end of each SOW task paragraph, the DIDs that are associated with the effort described in the task may be identified in parentheses.
10.0 Title Page and Table of Contents 
All SOWs should have a title page or cover that shows the SOW title, preparation date, procurement request number or contract number, revision number, date, and identity of the preparing organization. A table of contents should be used when the SOW exceeds five pages.
11.0
Paragraph Numbering and Identification

· Each paragraph and subparagraph should be numbered consecutively within each SOW Section using a period to separate the number representing each sublevel.

· Paragraph numbering should be limited to the third sublevel, if possible.

· Paragraph breakdowns should be kept to that level necessary to clearly define required contractor tasks. 

· Only one task should be provided in a numbered paragraph or sub paragraph to facilitate costing, referencing and tailoring of tasks.

· Each paragraph and subparagraph should be titled

12.0
Language Style

Simple words, phrases, and sentences are used for clarity. Well-understood words and phrases improve the SOW by minimizing ambiguities. The SOW should express the outputs in clear, concise, commonly used, easily understood, measurable terms.  Be brief, precise, and consistent. Careful and exact descriptions will avoid misunderstandings before and during the life of the contract. 
· SOW requirements should be written in language understandable to all program participants.
· Requirements should be stated explicitly in structured order, avoiding words which allow for multiple interpretations.

· Use technical language sparingly with simple wording in concise sentences.

· Use "shall" whenever a provision is mandatory; "Will" expresses a declaration of purpose or intent.

· Use active rather than passive voice; for example, "The contractor shall...."
· Spell out acronyms and abbreviations the first time and put the abbreviated version in parentheses after the spelled-out phrases.
· Use verbs that identify work and performance task requirements and answer the explicit question: "What are the work requirements?"
· When selecting appropriate work word (properly expresses the degree of contractor involvement), the writer must explicitly define the total nature of the work requirement.
· Avoid using "Any," "Either," "And/Or"; these words imply that the contractor can make a choice which may not support the intent of the SOW.
· Avoid the use of "etc.," because the reader doesn't have any idea of the items that could be missing.

· Do not use pronouns; repeat the noun to avoid any misinterpretation.
· Terminology should be consistent throughout the SOW.
· Include definitions that provide a common basis for understanding between the contractor and the FAA. Ensure each term has only one universally understood meaning; otherwise define it.

· Employ the most common spelling of words.
· Make every effort to avoid ambiguity.
Appendix A
A-1
Sow Do’s and Don’ts
Do’s

· Select a competent team with an experienced team leader.

· Exclude "how to" requirements since the offeror should be tasked to provide the deliverables under the contract in the most cost effective manner.

· Use the program Work Breakdown Structure (WBS) to outline the required work effort.

· Set SOW objectives in support of acquisition planning requirements.

· Explicitly define tailored limitations of all cited standards and specifications.

· Exclude design control or hardware performance parameters because these requirements should be covered in a specification.

· Educate personnel with respect to acquisition streamlining.

· Give priority to commercial items over specification items when the former satisfies the requirements.

· Give priority to commercial practices as a means of acquisition.

Don’ts 

· Order, describe, or discuss CDRL data

· Invoke, cite, or discuss a Data Item Description (DID)

- Text of the SOW should not include the data format and content preparation instructions and/or data delivery requirements, a data item description number listed on the CDRL may be cross-referenced in the SOW

· Specify technical proposal criteria or evaluation factors

· Establish a delivery schedule

- May include significant milestones for clarity

· Specify design control parameters or performance of hardware because these items should be covered in a specification

· Impose on the contractor a Government format when a contractor format is acceptable

· Over-specify

- Specify only what is required and let the contractor establish the best method to fulfill the requirement

· Invoke in-house management instructions

· Use the SOW to establish or amend a specification

· Invoke handbooks, service regulations, technical orders, or any other document not specifically written according to FAA or other Government standards (Nongovernmental documents excluded)
A-2
Work Words 

Use verbs that identify work and performance task requirements and answer the explicit question: "What are the work requirements?" 
· Use Active verbs. Examples include: analyze, audit, calculate, create, design, develop, erect, evaluate, explore, interpret, investigate, observe, organize, perform, and produce (work words). 

· Avoid Passive verbs that can lead to vague statements. For example, the phrase "the contractor shall perform," is preferred in lieu of "it shall be performed" because the latter does not definitively state which party shall perform. Avoid "should" or "may" because they leave the decision for action up to the contractor. Use "shall" when describing a provision binding on the contractor. Use "will" to indicate actions by the Government.

The following sample list contains words which have the inherent value of work. 

analyze 

(solve by analysis)

annotate 

(provide with comments)

ascertain 

(find out with certainty)

attend


(be present at)

audit


(officially examine)

build


(make by putting together)

calculate 

(find out by computation)

consider 

(think about, to decide)

construct 

(put together; build)

control 

(direct; regulate)

contribute 

(give along with others)

compare 

(find out likeness or differences)

create 


(cause to be; make)

determine 

(resolve; settle; decide)

differentiate 

(make a distinction between)

develop 

(bring into being or activity)

define 


(make clear; settle the limits)

design 


(perform an original act)

evolve 


(develop gradually, work out)

examine 

(look at closely; test quality of)

explore

(examine for discovery)

extract 

(take out; deduce, select)

erect 


(put together; set upright)

establish 

(set up; settle; prove beyond dispute)

estimate 

(approximate an opinion of)

evaluate 

(find or fix the value of)

fabricate 

(build; manufacture, invent)

form 


(give shape to; establish)

formulate 

(to put together add express)

generate 

(produce, cause to be)

identify 

(to show or to find)

implement 

(to carry out, put into practice)

install 


(place; put into position)

inspect 

(examine carefully or officially)

institute 

(set up; establish, begin)

interpret 

(explain the meaning of)

inquire 

(ask, make a search of)

integrate 

(to add parts to make whole)

investigate 

(search into; examine closely)

judge 


(decide; form an estimate of)

make 


(cause to come into being)

maintain

(to keep in an existing state, to continue in, carry on)

manufacture 

(fabricate from raw materials)

modify 

(to change, alter)

monitor 

(to watch or observe)

notice 


(comment upon, review)

observe 

(inspect, watch)

originate 

(initiate, to give rise to)

organize 

(integrate, arrange in a coherent unit)

perform 

(do, carry out, accomplish)

plan 
(devise a scheme for doing, making, arranging activities to achieve objectives)


probe 


(investigate thoroughly)

produce 

(give birth or rise to)

pursue 

(seek, obtain or accomplish)

reason 


(think, influence another's actions)

resolve 

(reduce by analysis, clear up)

record 
(set down in writing or act of electronic reproduction of communications)

recommend 

(advise, attract favor of)

review 


(inspection, examination or evaluation)

revise 


(to correct, improve)

study 


(careful examination or analysis)

seek 


(try to discover; make an attempt)

search 


(examine to find something)

scan 


(look through hastily, examine intently)

screen 


(to separate, present, or shield)

solve 


(find an answer)

test 


(evaluate, examine)

trace 


(to copy or find by searching)

track 


(observe or plot the path of)

update 

(modernize, make current)

A-3
Product Word List
Although service contracts may not result in data as a deliverable product, a large portion do. This list of product words is provided to assist in identifying those products.

agenda 

logs

audio 


visual aids manuals

books 


manuscript

cards 


materials

certificates 

minutes

charts 


outlines

decks 


proposals

disc-magnetic

pamphlets

documentation 
plans

drafts


procedures

drawings 

publications

drums-magnetic 
recommendations

equipment 

records

files 


recordings

findings 

reproducible

forms 


reports

guides 


requests

graphics 

sheets

handbooks 

specifications

illustrations 

standards

lists 


systems

ledgers 

tapes

transparencies

Avoid using “Any,” “Either,” “And/Or,” as these words imply that the contractor can make a choice which may not support the intent of the SOW. Do not use pronouns. Repeat the noun to avoid any misinterpretation. Terminology should be consistent throughout the SOW. When referring to a specific item, use the same phrase or word, particularly when referring to technical terms and items. Where words can be spelled in several different ways, employ the most common spelling. Make every effort to avoid ambiguity. 

A-4
Phrases Having Multiple Meanings 
This list of phrases having multiple meanings is provided as an example of those to be avoided.
To the satisfaction of the contracting officer

As determined by the contracting officer

In accordance with instructions of the contracting officer

As directed by the contracting officer

In the opinion of the contracting officer

In the judgment of the contracting officer

Unless otherwise directed by the contracting officer

To furnish if requested by the contracting officer

All reasonable requests of the contracting officer shall be compiled with

Photographs shall be taken when and where directed by the contracting officer

In strict accordance with

In accordance with best commercial practice

In accordance with best modern standard practice

In accordance with the best engineering practice

Workmanship shall be of the highest quality

Workmanship shall be of the highest grade

Accurate workmanship

Securely mounted

Installed in a neat and workmanlike manner

Skillfully fitted

Properly connected

Properly assembled

Good working order

Good materials

In accordance with applicable published specifications

Products of a recognized reputable manufacturer

Tests will be made unless waived

Materials shall be of the highest grade, free from defects or imperfections, and of grades

approved by the contracting officer

Kinks and bends may be cause for rejection

Carefully performed

Neatly finished

Metal parts shall be cleaned before painting

Suitably housed

Smooth surfaces

Pleasing lines

Of an approved type

Of standard type

Any phrases referring to "The Government inspector"

A-5
Acronyms and Abbreviations

Spell out acronyms and abbreviations the first time and put the abbreviated version in parentheses after the spelled-out phrases. This will define them for each subsequent use. Acronyms and abbreviations may be defined in a glossary. Many of the common acronyms used are found below.

AMS

 Acquisition Management System 

CDRL 

Contract Data Requirements List

CLIN 

Contract Line Item Number

CM 

Configuration Management

CO 

Contracting Officer

COTS 

Commercial off-the-shelf

CWBS 

Contract Work Breakdown Structure

DID 

Data Item Description

EVM 

Earned Value Management

FAA 

Federal Aviation Administration

GFI 

Government Furnished Information

GFP 

Government Furnished Property

ILS 

Integrated Logistics Support

MTBF 

Mean-Time-Between-Failure

MTTR 

Mean-Time-To-Repair

NDI 

Non-Developmental Item

RE&D 

Research, Engineering and Development

RMA 

Reliability, Maintainability and Availability

SIR

Screening Information Request

SOW 

Statement of Work

SPEC 

Specification

STD 

Standard

T&E 

Test and Evaluation

WBS 

Work Breakdown Structure

A-6
SOW Tools & Resources
FAA Acquisition System Toolset (FAST)
http://fast.faa.gov/
FAST DID Library



http://fast.faa.gov/PPG_SOW_DID_Library.cfm 
FAST SOW Templates


 HYPERLINK "" http://fast.faa.gov/PPG_SOW_Templates.cfm 
AMS Procurement Guidance – SOW
 
http://fasteditapp.faa.gov/ams/do_action
Acquisition Streamlining & Standardization
http://assist.daps.dla.mil/online/start/
Information System (ASSIST)
Procurement Guidance T3.2.2.8

http://fasteditapp.faa.gov/ams/do_action
Describing FAA Needs
The FAA Standards Website


http://ato-p.se-apps.faa.gov/faastandards/
General Services Administration

http://apps.fas.gsa.gov/pub/fedspecs/
National Institute of Technology & Standards
http://standards.gov/standards_gov/index.cfm
MIL-STD-963B Data Item Descriptions (DIDs)

MIL-STD-881 Work Breakdown Structures for Defense Materiel Items
MIL-HDBK-245D Handbook for Preparation of Statement of Work
Appendix B

B-1
Outline for Developing a Statement of Work (SOW)

This document provides an outline for preparing a specific SOW.  Please be aware that there may be sections in this outline that need not be included in your program’s SOW.  The following information should be included in all SOWs:  an introduction and a brief background for the project under which this SOW will be issued; the scope of the effort, and specific objectives to be achieved; a list of the most significant reference items relevant to the project; requirements that define precisely what is needed in terms of tasks to be performed and deliverables to be produced; and progress and compliance to detail reporting requirements for the project.  Additional areas that may be included are; transmittal/ delivery/accessibility provisions, security requirements, or other requirements specific to your program.  Attachments, if any, should follow the last section.

1.0
Introduction and Overview

This statement of work will be issued under contract [name of contract and contract number].  Briefly describe the project and its relationship to your program mission.  

1.1
Background

Write a brief narrative describing how this project “came to be”.

1.2
Scope of Work

Begin with a narrative paragraph describing the scope of work covered by this SOW. 

When applicable, include an overall hierarchy of the work being performed; it can be in form of a Work Breakdown Structure (WBS).

1.3
Objectives

List the specific objectives for this SOW in bullet form.  Be sure they are consistent with the scope and fit within the WBS, if provided.

1.4 Period of Performance

This section identifies the period of performance for the funding to be obligated under this action.  If this action is for incremental funding, then the projected total period of performance to project completion, should also be included.

1.5 Projected Cost

If this action represents incremental or partial funding, list the total estimated cost for this Task Order, from this action to completion.  

2.0
References

All applicable documents referenced in this SOW are listed below.  Where appropriate, a brief annotation should be provided to indicate the relevance of the document.  Reference any specific requirements with regard to the use of these documents in performing the work under this SOW.

3.0
Requirements

This section defines the requirements in terms of tasks to be performed, the end results/deliverables to be achieved, and the schedule of key dates.  Important compliance requirements should be included with the task descriptions and deliverables.

3.1
Tasks

The tasks to be performed under this contract shall be described in discrete functional areas, or subtasks, with each work area described clearly and completely.  The Tasks description must provide sufficient detail that any contractor can understand the requirements, the methodology, and the outcomes and deliverables under the task.

The contractor shall conduct the following tasks:
List the tasks (no. and name) in sequential order by phase (if applicable).  Provide sufficient level of detail to enable the prospective contractor to plan personnel utilization and other requirements with maximum efficiency.

· Desired Methodology

· Illustrations/Drawings/Diagrams, if any

· Specifications

· Data/Property/Facilities

· Level-of-Effort

· Place/Travel

3.2
End Results/Deliverables
This section describes the products and tangible end results that are expected from each task contained in the previous section, the date each deliverable is due, and the government acceptance criteria.

3.2.1
List of Deliverables by Task

For large efforts, deliverables may be divided by subtask.  The following table provides a complete listing of the required deliverables by task.  The table includes, Task No. and Name, End Result/Deliverable, Tool for creating it, Acceptance Criteria, and Intended Use, as applicable.

	Task
	End Result/Deliverable
	Schedule/Milestone

	
	
	

	
	
	

	
	
	


3.3
Schedules/Milestones

The contractor shall maintain a single project schedule from which various project reports shall be produced.  The following reports shall be provided:

3.3.1 Who Does What When Report

The "Who does what when" report shall be provided by the contractor with the initial submission, and again following negotiations.  This report will be used by the Government to assess the adequacy of the resources proposed by the contractor to accomplish the SOW.

3.4 
Other Considerations

Include here any other relevant information for the performance of the SOW that does not fit elsewhere.

4.0
Progress/Compliance

The Government requires the following from contractors in order to monitor progress and ensure compliance:

· Weekly Status Report


· Weekly Meetings

- Official Agenda and Minutes to be recorded.
· Monthly Progress Report

· Project Management Team (PMT) Meetings

· Program Reviews 

· Outlines and Drafts 

· Accomplishments prior period

· Planned Activities for this period

· Issues

· Action Items for FAA PM or COTR or CO

· Expenditures to date

· Expenditures prior period

· Estimated Spending for this period

· Estimated Cost at completion

- Any contract action needed (extension to period of performance, funding, etc.)
5.0
Transmittal/Delivery/Accessibility

The contractor shall provide [x] hard copies of each deliverable and one electronic version.

6.0
Notes

If for reasons of clarity or brevity previous sections need further amplification, use this section for that purpose and for all other information that does not logically fit into previous sections.  The information designed to assist in determining the applicability of the specification and the selection of appropriate type, grade, or class of the product or service.

SOW


1. Scope


2. Reference Doc.


3. Requirements





Contract


Delivery Dates


CLINs


Performance Time Frame


   Frame





Security Clearances


Geographic Location


Unique Requirements





Clauses required by Procurement Regulations or Law which pertain to this Procurement





List Contains:


Security Form


CDRL


SOW


Specification Financial Data: Sheet Exhibits





Offeror’s Type of Business, Buy American Act Provisions, Cost Accounting Standards Notices, etc.





Type of Contract,


Solicitation 


Definitions,


Prop reqmts,


Progress Payments, etc.





How Proposal will be evaluated
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