Latest Update January 2007


Mid-America CASU Statement of Work (SOW) Template

The SOW is the foundation of a successful contract. It must be clear, concise, unambiguous and comprehensive. If done correctly, it will comply with the guidance set forth in the Federal Acquisition Regulation, minimize or eliminate problems in the post award phase and withstand subsequent audit and inspection. Please utilize this template to develop your SOW. User instructions for the preparation of the SOW are set forth in bold, red, and italicized. Please tailor the SOW to your specific requirement and ensure that the user instructions have been removed before submission of the final version. If you have any questions, please contact the CT Office of Mid-America CASU. If any section of this SOW is considered to be not applicable, simply mark it as “N/A” or call us to discuss your concern.

ORGANIZATION NAME

ADDRESS

PROJECT TITLE

1.
INTRODUCTION

1.1.
The Mid-America CASU and its affiliated members have the responsibility for acquiring administrative, professional, and or technical services in the execution of their broad and diverse mission to facilitate inter-governmental operational requirements.


1.2.
Supported Activity: Insert a brief statement outlining the organization and mission objective relating to the project.

2.
BACKGROUND

2.1.
Provide background information regarding the requirement that will provide a clearer picture of its nature and importance.

3.
DESCRIPTION/SCOPE/OBJECTIVE

3.1.
Provide a general but detailed description of the scope: e.g., The purpose of this order is to provide the necessary level of administrative, professional, and technical support required to facilitate the overall objectives of the ______ and its members/detachment/units. The objective of this task is (description of project). The contractor shall provide those services, personnel, materials, and related equipment to perform the work delineated herein. The scope can be essentially the same as the above or similar to it.

3.2.
This project will be [fully or incrementally funded – choose one. If incrementally funded, identify the frequency, i.e., quarterly semi-annually, etc. We will not accept requests for monthly increments].

4.
DEFINITIONS AND APPLICABLE DOCUMENTS

4.1.
Ensure that any terms unique to the customer’s mission are defined. Ensure that any acronyms are explained and spelled out. Provide a list (either in this section or as an attachment) of applicable documents or references that would assist in or be associated with the performance of this Statement of Work.

5.
STATEMENT OF WORK (APPROACH/METHODOLOGY/TASKS)

5.1.
The Contractor shall provide professional, administrative, or technical services in support of each member’s initiatives and assigned missions. The work effort is to provide the support required to achieve the desired degree of responsiveness essential to accommodate workload demands. Specific work shall include, but not be limited to the following:

5.1.1.
Use as many bullets as necessary to describe the SOW. This portion of the SOW must be sufficiently comprehensive to insure that all of the intended objectives are specifically stated. The SOW must be clear and concise and without ambiguity. If the task is a “performance based” type requirement, then the bullets will be results oriented.

5.1.2.
If there are specific tasks that must be accomplished, identify them task-by-task.

5.1.3.
Include an estimate showing labor categories, and anticipated # of hours


	Labor Categories
	Estimated Hours

	Apprentice Engineer
	3600

	GIS Tech
	1800

	
	




5.1.4.
Include required experience and/or minimum qualifications.

5.1.5.
Please note that orders are placed against GSA Supply Schedules are for services only and the only deliverables that may be identified are “incidental” deliverables associated with the services (i.e., progress reports, final reports, etc.).

6.
DELIVERABLES AND SCHEDULE

6.1.
Deliverables. Any deliverable defined in this SOW shall be submitted under official company letterhead signed by designated company representative. The cover letter shall be addressed to the customer’s Technical Point of Contact unless otherwise directed. A copy shall be sent to the CT Office of Mid-America CASU. The cover letter shall include as a minimum, the title of the applicable deliverable, date performed, and the appropriate contract number of purchase order number to which the deliverable applies. (Use this section just like it is)

6.2.
Identify any deliverables that will be associated with the performance of this contract (i.e., progress reports, final reports, etc.). Also, include any Contract Data Requirements Lists (CDRLs).

7.
PERFORMANCE STANDARDS AND QUALITY MEASUREMENT

7.1.
If the performance of this Statement of Work will be measured by the use of performance metrics, indicate the tasks to be measured and the associated performance metrics.

7.2.
If a plan to measure quality is contemplated, please insert here.

8.
RISKS AND CONTRAINTS

8.1.
On the basis of full disclosure, identify any risks and/or constraints that may impact or adversely affect the performance of this Statement of Work or create additional liability for the Government.

9.
KEY PERSONNEL REPLACEMENT AND SUBSTITUTION

9.1.
If certain positions and/or labor categories (i.e., project manager, program manager, etc.) are considered key to the successful performance of this Statement of Work identify them here and provide a rationale for the importance and criticality.

9.2.
For those positions and/or labor categories identified as key or critical, a Key Personnel Substitution Clause will be inserted into the contract depending upon the contract type. See attached examples of Key Personnel clauses.

10.
SUBCONTRACTOR(S)

10.1.
Consultants and subcontractors, including but not limited to, universities and colleges may be used if beneficial to the Government. (Use this section just like it is).

11.
PERIOD OF PERFORMANCE

11.1.
The period of performance shall be from (mm/dd/yyyy) through (mm/dd/yyyy) or for a period of (XXX) days following contract award.


Note 1: Use this statement just like it is for a define project with performance to be completed within 1 year. If this is intended to be a continuing requirement, consider using a Base Year or Period with X Option Years (…shall be a Base Year from _____ to _____ with (#) Option Years.


If Option Years are included, you will be required to provide the Contracting Officer with a specific request to exercise each Option Year for the completed Task Order on Organization letterhead at least 90 days prior to the end of the base or option year period.


Note 2: For orders placed against GSA Federal Supply Schedules and having a period of performance less than one year, please include the following statement. “This task order may be extended beyond the current period of performance (up to one year) using current pricing included in the order.”

12.
PLACE OF PERFORMANCE/LOCATION OF WORK

12.1.
The place of performance is _________________________________.

13.
CONFIDENTIALITY

13.1.
This project and all materials provided to the Contractor by the Government and results, conclusions and recommendations obtained thereof should be considered confidential in nature and treated with the same level of care that the Contractor treats its own confidential business information. The information shall not be disclosed, copied, modified, used (except in the completion of this project) or otherwise disseminated to any other person or entity at any time to include, but not limited to inclusion in any database external to the Government without the Government’s express consent.

14.
SECURITY/SECURITY CLEARANCES

14.1.
State in this area if a security clearance is or is not needed, and the type if needed.


Note for DOD Activities: If a Security Clearance is required for contractor personnel, a completed and signed DD254 is required and must be submitted by a security specialist of the customer agency. It must be included with this SOW so that it may be reviewed thoroughly prior to the Contracting Officer incorporating it into the contract.

15.
SPECIAL REQUIREMENTS/INSTRUCTIONS/CONSIDERATIONS

15.1.
No data provided to, or developed by, the contractor shall be used for any purpose other than this delivery order. All information (data files and hard copy) become the property of the government and the contractor shall return them to the (Name of the customer) at the completion of the task.

15.2.
Equipment (i.e., computers, furniture, etc.) purchased as “other direct costs” under this contract are the property of the Government and shall be transferred to (Name of the customer) at the completion of the task.

15.3.
Insert any additional special requirements, instructions or considerations that are associated with the performance of this Statement of Work.

16.
TRAVEL AND OTHER DIRECT COSTS

16.1.
All travel shall be in accordance with the Government’s Joint Travel Regulations (JTR) or Federal Travel Regulation (FTR). Travel vouchers and supporting documents must be presented for payment within 10 days after completion of the travel.

16.2.
[If travel will be required as a condition of contractor performance, include the following:] Travel will be required as a condition of contractor performance. (List number of trips and destination of required travel.)

16.3.
[If travel required.] Trip Report. A trip report shall be submitted 10 days following the completion of required travel. Report shall include as a minimum, the purpose of the trip, date of travel, labor category and significant outcome of the trip.

17.
GOVERNMENT POINTS OF CONTACT

17.1.
Please identify all of the Government point(s) of contact. To include: Program manager POC name, telephone, fax, and email. Primary and Alternate Technical POC name, telephone, fax and email. Financial POC name, telephone, fax, and email. (The more information furnished the easier to contact that person or persons.)


Note: The Contracting Official may contact the customer POCs for additional information or clarification and must be fully knowledgeable of activity requirements. Additionally, if the contract is determined to be a “requirements” type contract /and/or formal on site technical oversight is determined, the POC or qualified government person, may require formal designation by letter as a “CONTRACTING OFFICER’S TECHNICAL REPRESENTATIVE”. See attached clause regarding COTR.

18. NON-PERSONAL SERVICE STATEMENT

18.1.
Contractor employees performing services under this order will be controlled, directed, and supervised at all times by management personnel of the contractor. Contractor management will ensure that employees properly comply with the performance work standards outline in the statement of work. Contractor employees will perform their duties independent of, and without the supervision of, any Government official. The tasks, duties, and responsibilities set forth in the task order may not be interpreted or implemented in any manner that results in any contractor employee creating or modifying Federal policy, obligating the appropriated funds of the United States Government, overseeing the work of Federal employees, providing direct personal services to any Federal employee, or otherwise violating the prohibitions set forth in Parts 7.5 and 37.1 of the Federal Acquisitions Regulation (FAR). The Government will control access to the facility and will perform the inspection and acceptance of the completed work.

19.
PERSONNEL QUALIFICATIONS

19.1.
The contractor shall be responsible for employing technically qualified personnel to perform the work specified in this statement of work. The contractor shall maintain the personnel, organization, and administrative control necessary to ensure that the work delivered meets contract specifications and requirements. The work history of each contractor employee must contain experience directly related to the task and functions he/she is intended to perform under this contract.

The government reserves the right, during the life of the resulting contract, to request work histories on any contractor employee for the purposes of verifying compliance with the above requirements; additionally, the government reserves the right to review resumes of contractor personnel proposed to be assigned. Personnel assigned to, or utilized by, the contractor in performance of work shall be fully capable of performing the contemplated functions of the respective labor categories in an efficient, reliable, and professional manner.


If the above Statement of Work sets forth the specific requirements and job descriptions are either not required or desired, it is not necessary to use the following section. However, if the required services are of a specialized or unique nature or if the customer desires to add additional clarification of personnel qualifications, the following section should be used.

19.2.
Specific Personnel Qualifications Requirements – Personnel required to perform the services set forth within this Statement of Work shall meet the minimum qualifications for the respective labor categories identified herein. Personnel assigned to or utilized by the contractor in the performance of this contract shall, as a minimum, be a United States Citizens, meet the experience, educational, or other background requirements set forth in the job description below and shall be fully capable of performing in an efficient, reliable, and professional manner.


Job Description:


a. Description: (this can be a general job description or it can be a description supplemented with an “equivalency statement.”)

b. Position Requirements:



1. Educational:


2. General Experience:


3. Specialized experience:

c. Resumes: Resumes will or will not be required.


If resumes are required, use this statement just as it is:


“Resumes are required in order to confirm the acceptability and availability of key personnel in order to facilitate the start of performance immediately following contract award.”


“If the Contracting Officer questions the qualifications or competence of any person performing under this Statement of Work, the burden of proof to sustain tha the person is qualified, as prescribed herein, shall be on the contractor.”

20.
ORGANIZATIONAL CONFLICTS OF INTERESTS

20.1.
The Contractor acknowledges that it is familiar with FAR Subpart 9.5, Organizational and Consultant Conflicts of Interest, and agrees to avoid, neutralize or mitigate such conflicts of interest in accordance with the principles set forth in the FAR.

20.2.
If performance of any SOW requires the contractor (to include subcontractors) to supply technical support related to systems or projects with which the contractor is already directly concerned, either prime or subcontract, the contractor shall so immediately inform the Contracting Officer. The SOW may be withdrawn if a conflict is found. The Contractor shall not undertake performance of any SOW which requires it to supply technical support regarding such systems until the notice is given, and written consent to proceed is issued by the Contracting Officer.

20.3.
Please see additional clause information at the end of this template pertaining to Organization Conflicts of Interests.

21.
INVOICING INSTRUCTIONS

21.1.
Please include DFAS or other paying office information.

22.
DOCUMENT DISTRIBUTION

22.1.
Please include contact information for all parties who will need copies of award documents including CT Office of Mid-America CASU.




Gary Rizzolo
Contracting Officer, Mid-America CASU
601 E 12th St., Room 1709
Kansas City, MO 64106
816-426-3501 Office
Gary.Rizzolo@psc.hhs.gov

23.
SUPPLEMENTARY AND/OR AGENCY SPECIFIC REGULATIONS

23.1.
In accordance with FAR 8.404 (b), please indicate whether there are any FAR supplementary regulations or other agency specific regulations required to be included in this order/contract. If none, please indicate that no supplementary or agency specific regulations are required.


At this point, the standard Statement of Work for the contract or Task Order is finished. However, feel free to add any additional information that will enhance the SOW that will meet your requirements and desired outcome. Asking a few questions in the beginning will allow you to produce a SOW that will be both comprehensive and functional for your activity and for the Contractor.


Examples of clauses for Contracting Officer’s Technical Representative, Key Personnel Substitution and Organizational Conflicts of Interest are provided on the following pages.

	52.237-9P03
	CONTRACTING OFFICER’S TECHNICAL REPRESENTAIVE (COTR) (JAN 1992) DSCP



(a) A Contracting Officer Technical Representative (COTR) may be appointed to assist the contracting officer in administration of this contract.

(b) When the appointment of a COTR is deemed necessary, the contracting officer will issue a forma Letter of Appointment defining the scope and limitations of the authority of the designated COTR.

(c) In no event is the COTR authorized to direct any action which:


(1) Exceeds the scope or limitations specified in the Letter of Appointment; or


(2) Constitutes a change to the Statement of Work (SOW) or any other term or condition of the contract. Such changes may be authorized only upon written notification by the contracting officer.

(End of Provision)

	52.237-9P05
	KEY PERSONNEL – FIXED-PRICE SERVICE CONTRACTS (APR 1994) DSCP




(a) Certain skilled, experienced, professional and/or technical personnel are essential for successful accomplishment of the work to be performed under this contract. These are defined as “Key Personnel” and are those persons whose resumes were submitted as part of the technical/business proposal for evaluation. The Contractor agrees to use said personnel during the performance of this contract and that they shall not be removed from the contract work or replaced unless authorized in accordance with this clause.

(b) The Contractor shall not substitute key personnel assigned to perform work under this contract without the prior approval of the Contracting Officer. Requests for approval of substitutions shall be in writing and shall provide a detailed explanation of the circumstances necessitating the proposed substitutions. The request must contain a complete resume for the proposed substitute, and any other information requested or needed by the Contracting Officer to approve or disapprove the request. Proposed substitutes must have qualifications that are equal or higher than the key personnel being augmented. The Contracting Officer or his authorized representative shall evaluate such requests and promptly notify the Contractor in writing whether the proposed substitution is acceptable.

(c) If the Contracting Officer determines that (1) suitable and timely replacement of key personnel who have been reassigned, terminated or have otherwise become unavailable for the contract work is not reasonably forthcoming, or (2) the resultant substitution would be so substantial as to impair the successful completion of the contract or the delivery order in accordance with the proposal accepted by the Government at the time of contract award, the Contracting Officer may (1) terminate the contract for default or for the convenience of the Government, as appropriate, or (2) at his discretion, if he finds the Contractor at fault for the condition, equitable adjust the contract price downward to compensate the Government for any resultant delay, loss or damage.

(d) The provisions of this clause shall be fully applicable to any subcontract which may be entered into.

(End of Clause)

	52.237-9P06
	KEY PERSONNEL  - COST REIMBURSABLE CONTRACTS (APR 1994) DSCP


(a)  Certain skilled, experienced, professional and/or technical personnel are essential for successful accomplishment of the work to be performed under this contract. These are defined as "Key Personnel" and are those persons whose resumes were submitted as part of the technical/business proposal for evaluation. The Contractor agrees to use said key personnel during the performance of this contract and that they shall not be removed from the contract work, replaced, or supplemented with additional personnel, unless authorized in accordance with this clause.

(b)  If one or more of the key personnel, for whatever reason, becomes, or is expected to become, unavailable for work under this contract for a continuous period exceeding 30 work days, or is expected to devote substantially less effort to the work than indicated in the proposal or initially anticipated, the Contractor shall immediately notify the Contracting Officer and shall, subject to the concurrence of the Contracting Officer or his authorized representative, promptly replace such personnel with personnel of at least substantially equal ability and qualifications.

(c)  The Contractor agrees that during the first one hundred and twenty (120) days of the contract performance period, no key personnel substitutions or additions shall be permitted unless such substitutions or additions are necessitated by an individual's sudden illness, death, or termination of employment. If any of these events occur, the Contractor shall promptly notify the Contracting Officer and provide the information required in paragraph (e) below. After the initial one hundred twenty (120) day period, proposed substitutions/additions of key personnel must be submitted in writing to the Contracting Officer via the Contracting Officer's authorized representative, if one has been appointed, thirty (30) days in advance of the proposed substitution or addition. Such requests must provide the information required by paragraph (e) below.

(d)  All additional and substitute key personnel assigned to this contract must be approved prior to being assigned to work under this contract. Any proposed key personnel assigned to a task prior to approval shall be done at the sole risk of the Contractor and may not be reimbursable by the Government.

(e)  Requests for approval of substitutions shall be in writing and shall provide a detailed explanation of the circumstances necessitating the proposed substitutions. The request must contain a complete resume for the proposed substitute, and any other information requested or needed by the Contracting Officer to approve or disapprove the request. Proposed substitutes must have qualifications that are equal to or higher than the key personnel being augmented. The Contracting Officer or his authorized representative shall evaluate such requests and promptly notify the Contractor in writing whether the proposed substitution is acceptable.

(f)  If the Contracting Officer determines that (1) suitable and timely replacement of key personnel who have been reassigned, terminated or have otherwise become unavailable for the contract work is not reasonably forthcoming, or (2) the resultant substitution would be so substantial as to impair the successful completion of the contract or the delivery order in accordance with the proposal accepted by the Government at time of contract award, the Contracting Officer may (1) terminate the contract for default or for the convenience of the Government, as appropriate, or (2) at his discretion, if he finds the Contractor at fault for the condition, equitably adjust the contract price downward to compensate the Government for any resultant delay, loss or damage.

(g) The provisions of this clause shall be fully applicable to any subcontract which may be entered into.

(End of Clause)


ORGANIZATIONAL CONFLICTS OF INTEREST

15.1
Title 10, US Code, Section 2399, and DOD/Army policy prohibit persons employed by the contractor for the system being developed from participating in the operational test and evaluation of that system.  The only exception is where it is planned for system contractor employees to be involved in the operation, maintenance, or other support of the system when deployed in combat.  Consequently, all parties must be sensitive to actual or potential conflicts of interest where contractors could be or are involved in the operational testing of their own equipment or weapons systems.  Such involvement is strictly prohibited, and unlike other types of organizational conflicts of interest, cannot be overcome or cured by mitigation plans.

15.2
The Contractor acknowledges that it is familiar with Title 10, U.S.C. Section 2399 and relevant provisions of the DOD 5000 series and Army Regulation 73-1 (Test and Evaluation Policy) and agrees that it will avoid such conflicts of interest.  The Contractor also acknowledges that it is familiar with FAR Subpart 9.5, Organizational and Consultant Conflicts of Interest, and agrees to avoid, neutralize or mitigate such conflicts of interest in accordance with the principles set forth in the FAR.

15.3
The Contractor agrees, with respect to performance under this contract to the following:

15.3.1

Performance Exclusions, Present Efforts

15.3.1.1

The Contracting Officer may decline to issue a Statement of Work (SOW) to the Contractor after making a determination that a conflict of interest, or the appearance of a conflict of interest exists.  

15.3.1.2

If performance of any SOW requires the contractor (to include subcontractors) to supply technical support related to systems or projects with which the contractor is already directly concerned, either by prime or subcontract, the contractor shall so immediately inform the Contracting Officer.  The SOW may be withdrawn if a conflict is found.  The Contractor shall not undertake performance of any SOW which requires it to supply technical support regarding such systems until the notice is given, and written consent to proceed is issued by the Contracting Officer.

15.3.1.3

Failure of the Contractor to provide the notice required by subparagraph b may result in contract termination.  If the Contracting Officer is made aware that the contractor should have provided such notice and did not do so, the SOW in question shall be withdrawn.  

15.3.1.4

A written analysis, including a recommended course of action for avoiding, neutralizing, or mitigating any conflict of interest must be submitted if there is any potential conflict of interest involving the contractor.  However, please note the statutory prohibition set forth in the opening paragraph regarding operational testing.

15.3.2
Performance Exclusions, Future Efforts

15.3.2.1

The Contractor and subcontractors shall not be eligible to supply to the Government any systems or components which were the subject of analysis tasked for a period of two years, commencing with the date of final completion.

52.217-8 – Option to Extend Services.

As prescribed in 17.208(f), insert a clause substantially the same as the following:

Option to Extend Services (Nov 1999)

The Government may require continued performance of any services within the limits and at the rates specified in the contract. These rates may be adjusted only as a result of revisions to prevailing labor rates provided by the Secretary of Labor. The option provision may be exercised more than once, but the total extension of performance hereunder shall not exceed 6 months. The Contracting Officer may exercise the option by written notice to the Contractor within _______ [insert the period of time within which the Contracting Officer may exercise the option].

(End of Clause)
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