FIT FOR USE STANDARDS – SOW
What’s the difference in Scope of Work and Statement of Work?

Scope of Work
· An idea or concept







· A range of deliverables




· Defines the parameters of what could be included



· Sometimes called “Scope of Services”


· Range of services and deliverables

· Defines parameters

Scope of Work is used for:





· Project

· Solicitation

· Contract

· Amendment

· Task

Components of a Scope of Work:

	Time
	The Scope includes how long you anticipate the contract will be.  This should be the original term and any anticipated additional terms.  Will the contract be phased?

	Estimated Amount
	The Scope includes a budget range.  For example, if you are doing a $100,000 contract vs. a $2,000,000 contract, different contractors are interested and can handle the capacity of work.

	Type of Work
	What goods or services are you soliciting for?  This should be broad statements that are flexible.  For example…Agency is seeking implementation, training and consulting services on xyz project(s).  By giving them the types it helps to know what type of people and services you are seeking, but also by including the general term consulting services it leaves it flexible enough to add other like services that would be needed in the project(s).

	One project or a series of projects
	Is this a project specific contract?  Meaning you do not want to add any other like projects to this contract.  Are there any additional services you will need after final acceptance of the original SOW?

	Who
	What section(s) of the agency will be utilizing the contract, or will it be an agency wide contract?  Will the work be phased?


Example of a layout for Scope of Work:
3.3.6 TECHNICAL REQUIREMENTS

3.3.6.1 Description of Service

3.3.6.2 Migration Support/Implementation Plan

3.3.6.3 State-Wide Directory and Calendar Support

3.3.6.4 Authorized Purchaser Administrative Capability

3.3.6.5 Archival and E-Discovery

3.3.6.6 Email Security

3.3.7 SERVICE LEVEL AND REMEDIES

3.3.8 OTHER REQUIREMENTS

3.3.8.1 Reporting
3.3.8.2 Training

3.3.8.3 Ordering

3.3.8.4 Support


Statement of Work

· Heart of the contract; explains the “deal”

· Specifies details about the commitments:
-To provide Services

-To prepare Deliverables

-To solve a problem

· Defines what Agency will receive from contractor
· Specifies details

· Helps establish “legal obligation” to pay for services

· Defines the boundary

Components of a Scope of Work:

	Project Name/Location
	Identify the Project Name and where the project will be located.  

	Agency Project Manager and Contract Administrator
	Identify the decision makers on this Contract/WOC for the project.  

	Consultant Project Manager
	Identify the decision maker and person responsible for the consultant for the project.

	Project Description and Overview of Services
	This includes background, project environment, agency environment and the scope and description of the project.

	Standards and General Requirements
	This is where we list any required software, business standards, licenses or qualifications, compliance with applicable law, desire criteria, and any assumptions about the project.

	Review, Comment and Schedule Overview


	This is where we outline who the deliverables go to, how long we will reserve the right to review the deliverables as a standard.  If specific tasks need something other than the standard it is outlined in the task.

	Format Requirements
	This is how we want the deliverables.  i.e. electronic format, hard copy, how graphic files should be presented, etc.

	Tasks, Deliverables and Schedule
	The meat of the SOW…how we want the work broken down and what tangible deliverables we want from the consultant.  The schedule can be with the task, put in a table at the end of the tasks or a Gantt chart embedded in the document.

	Contingency Tasks
	Any tasks that we can identify where we do not want to move ahead without a NTP.  


Example of a layout for Scope of Work:
Task 1:  Project Management 

a. Project Kick-off Session

b. Project Schedule and Plan

c. Project Status Updaters / Meetings

d. Contractor’s Responsibilities

e. Deliverables

f. Acceptance Criteria

g. Agency Responsibility

Task 2:  Needs Assessment 

a. Business Needs

b. Current System Functionality

c. Gap Analysis

d. Deliverables

e. Acceptance Criteria

f. Agency Responsibility

