Management Services Center Generic Statement of Work (SOW)

Below is only meant to be a guide. Consult your agency’s contracting office for guidance. Following the discussion are links to other resources to assist you.  

The following section is excerpted from a training course currently available on the GSA Portal. The full course is titled, “Using GSA Schedules – Customers” and can be accessed at: https://umas.gsa.gov/.

You will need to prepare a SOW when acquiring a service but not relying on the contractor’s commercial description to define the requirement. In this situation, purchasers are tailoring the commercial services performed by the contractor (e.g., program management services) to meet a particular government need (e.g., management of a process improvement program).

SOW Format

The SOW format and contents should be tailored to the requirement. If your agency does not prescribe a particular format, you might use the following template.

· Background

· Scope

· Objectives

· Tasks

· Delivery

· government-furnished property

· Security

· Place of performance

· Period of performance

Tip 1:  Developing a Statement of Objective (SOO) can be a good alternative to writing a SOW.  A SOO communicates your agency’s objective and/or required end-state. A SOO allows contractors to respond with a SOW or Performance Work Statement that proposes an exact path and/or solution that will achieve your objective.

Tip 2: On-line Guidance for Preparing a Performance-Based Statement of Work?

Go to page six for a number of sources web based sources or:

http://www.gsa.gov/acquisitionpolicy
and click on the Performance Based Contracting link to access guidance on Performance Based Contracting (PBC) regulations, samples and tutorials.
SOW Format:  Background
Identified as the “Introduction,” this section provides information needed 

to acquaint the reader with the basic acquisition situation. The background information should:

· Identify the requirement in very general terms;

· Describe why the project is being pursued and how it relates to other

projects

· Summarize any statutory authority or regulations affecting the overall requirement; and

· Identify any background materials attached to the SOW.
SOW Format:  Scope

· Provide a brief statement of what the government expects to accomplish under the contract--the breadth and limitations of the contract effort.  It should not include specific work tasks or a description of deliverable products.

SOW Format:  Objectives
This section should provide a concise overview of:

· The contract effort goals and objectives; and

· How the results or end products will be used.

SOW Format:  Tasks

Sometimes identified as “Requirements” or “Work Requirements,” this section defines the tasks that the contractor must complete during contract performance.  The description of task requirements will depend on the approach that is selected to describe the required effort.

· For a Performance-Based Work Statement, this section should describe requirements in terms of results required rather than the methods for completing the work. This latitude will permit the contractor to develop new and innovative ways to complete those tasks.

· For a Level of Effort Statement of Work, this section should identify all tasks that must be performed and the hours to be devoted to each task.
· For a Detailed Statement of Work, this section should describe how the service must be accomplished. It may include precise measurements, tolerances, materials, quality control requirements, and other government requirements that control the processes of the contractor.
This section must describe requirements in a way that permits contractor personnel to perform the service without direct government supervision.  Contractor personnel must not be subject to the type of supervision and control usually prevailing between the government and its employees. For example, an SOW may permit the government to approve key personnel, but must not permit the government to approve all personnel performing the service. The SOW should also not include words (e.g., “use methods directed by the Contracting Officer’s Representative (COR)”) that appear to indicate that the government is managing day-to-day operations.

· Specify requirements clearly so that all readers can understand them.

· Reference only the absolute minimum applicable specifications and standards needed.

· Tailor specifications and other documents.

· Separate general information from direction.

SOW Format:  Delivery

This section should clearly state:

· What the contractor must deliver. If different tasks have different delivery requirements, they must be clearly identified.

· When the contractor must deliver. This may be stated using actual dates, days after contract award, or using some other method that clearly marks the required delivery date.

· Where the contractor must deliver the service. This may be stated as a location, an organization, a person identified by position (e.g., Contracting Officer’s Representative, a person identified by name or using some other description.

· What documentation (if any) the contractor must obtain from the government to verify government receipt of the delivery.
SOW Format:  government-furnished Property

This section should identify any government-furnished property provided to the contractor. This includes all government-furnished property, such as government-furnished material, equipment, or information. If the list of property is extensive, this section should identify where that list can be found. Before offering to provide any property, make sure that it will be available when required, where required, and in the condition required by the contract. Failure to meet government-furnished property requirements often lead to a contractor claim for an equitable adjustment to contract price, delivery, or other requirements.  Specific requirements about providing government-furnished property can be found in FAR 45, government Property, and related agency policy.
SOW Format:  Security

This section should identify any unique security requirements associated with contract performance (when applicable). These requirements may include, but are not limited to, such items as:

· Special pass or identification requirements; 

· Special security clearance requirements; or
· Special escort requirements.   
SOW Format:  Place of Performance

This section should identify where the contract will be performed. If performance will occur at multiple government locations, this section should indicate which tasks must be completed where. If performance will be at the contractor’s facility, the SOW need only state that requirement.

SOW Format:  Period of Performance

The period of performance may be stated using actual dates, days after contract award, or using some other method. If different periods of performance will apply to different tasks, the tasks and related periods of performance should be clearly identified.
SOW Language Tips:

A variety of people with different perspectives and life experiences will read your SOW. Readers typically include government and industry contracting personnel, managers, technical experts, accountants and lawyers. All these readers need to understand the SOW in a clear and concise manner; therefore, language selection is very important.  

Below are tips that you should consider when reviewing the SOW:

· Use simple words, phrases, and sentences whenever practical.  

· Be concise, precise, and consistent. Keep sentences short and to the point. Normally the longer the sentence, the harder it is to understand.   

· Use verbs in the active voice. A verb is in the active voice when it expresses an action performed by its subject. For example, “The contractor shall report contract progress quarterly.”  

· Avoid using verbs in the passive voice. A verb is in the passive voice when it expresses an action performed upon its subject or when the subject is the result of the action. For example, “Contract progress shall be reported quarterly by the contractor.”

· Use “shall” or “must” when writing a requirement binding on the contractor.  Avoid “should” or “may” because they leave the decision on appropriate action up to the contractor.  

· Use “will” to indicate actions by the government.  

· Be consistent when using terminology. Use the same word to mean the same thing throughout your SOW. Avoid using different words to indicate the same type of action.
· Avoid redundancy. At best, requiring the contractor to do the same thing in different parts of the SOW will add needless words to the SOW. At worst, there may be subtle differences in the requirements that will lead to a dispute during contract performance.

· Avoid vague or inexact phrases and generalizations.

· Avoid catchall and open-ended phrases, such as, “is common practice in the industry,” “as directed,” or “subject to approval.” If you want to give the contractor an opportunity to use their standard commercial practices, require each offeror to identify its commercial practices in a proposal and then include that proposal as part of the order/contract.  

· Define technical terms.  

· Avoid using government jargon. Assure that it is clearly defined whenever jargon must be used.  

· Only use “any,” “either,” “and/or,” “etc.” when allowing the contractor to select an alternative.

· Use abbreviations or acronyms only after spelling them out the first time they are used (e.g., National Aeronautics and Space Administration (NASA)).  Spell them out even if they are commonly used by the user’s agency because a commercial contractor may not be familiar with them.  

· Identify the date or version of any document referenced in your SOW.
· Advise readers from industry where they can obtain referenced documents.    
Web-Based References and Samples 
www.arnet [all links current as of 3/22/2004]

Regulations

FAR Subpart 37.6, Performance-Based Contracting 
http://.gov/Library/OFPP/BestPractices/pbsc/library/FAR37-6.pdf


FAR Part 37, Service Contracting 
http://www.arnet.gov/Library/OFPP/BestPractices/pbsc/library/FAR37.pdfFAR Part 7, Acquisition Planning 
(notably Subpart 7.5)
FAR 7.5 Inherently governmental Functions:
http://www.arnet.gov/Library/OFPP/BestPractices/pbsc/library/FAR7-5.pdf
FAR Part 11, Describing Agency Requirements 
(notably provisions at 11.101 and 11.106 )
FAR 11.101 Order of precedence for requirements documents
http://www.arnet.gov/Library/OFPP/BestPractices/pbsc/library/FAR11-101.pdfFAR 11.106 Purchase descriptions for service contracts
http://www.arnet.gov/Library/OFPP/BestPractices/pbsc/library/FAR11-106.pdfFAR Part 46, Quality Assurance 
(notably provisions at 46.103 and 46.401) 
[Note: In 1999, FAC 97-10 amended the FAR to reflect a preference for commercial contract quality requirements, rather than Federal or military specifications, and to permit greater flexibility in specifying higher-level contract quality requirements, such as ISO 9000 (see, for example, FAR 46.102(f), 46.202-4, and 46.311.] 
FAR 46.103 Contracting office responsibilities
http://www.arnet.gov/Library/OFPP/BestPractices/pbsc/library/FAR46-103.pdfFAR 46.401 government quality assurance plans – general
http://www.arnet.gov/Library/OFPP/BestPractices/pbsc/library/FAR46-401.pdf
Policy

OMB memorandum M-01-15, Performance Goals and Management Initiatives for the FY 2002 Budget (March 9, 2001) [Note: contains the Administration's goals for performance-based services contracting.] 1 page.
http://www.arnet.gov/Library/OFPP/BestPractices/pbsc/library/OMB_memM01-15.pdf
OFPP memorandum 91-2, Service Contracting (April 9, 1991)
http://www.arnet.gov/Library/OFPP/PolicyLetters/Letters/PL91-2_4-9-91.html
Department of Defense
USD(AT&L) Memo, 19 Aug 2003 - Performance Based Service Acquisition  (50% in FY 2005, some service types exempt)
http://www.amc.army.mil/amc/rda/rda-ap/docs/usd-aug-03-pbsa-memo.pdf
 


Reports and Guides

Seven Steps to Performance-Based Services Acquisition
►Very good current links to other references

http://www.arnet.gov/Library/OFPP/BestPractices/pbsc/home.html
Guidebook for Performance Based Service Contracting in DoD, 59 pages, January 2001.
►Useful appendices (sample performance requirements, writing tips)
http://www.arnet.gov/Library/OFPP/BestPractices/pbsc/library/DODguidebook-pbsa.pdf


Performance-Based Service Acquisition, Contracting for the Future, OMB Interagency Task Force on Performance-Based Service Acquisition (July 2003), 13 pages.
http://www.arnet.gov/Library/OFPP/BestPractices/pbsc/library/OFPPpbsa_july.pdf
OFPP:  "A Guide to Best Practices for Performance-Based Service Contracting," October 1998. 
http://www.arnet.gov/Library/OFPP/BestPractices/pbsc/library/OFPP_a-guide-to.html
Department of Defense, "Handbook for Preparation of Statement of Work," MIL-HDBK-245D, April 1996.
 

· DoD Work Breakdown Structure Handbook (MIL-HDBK-881, 1998)
http://www.acq.osd.mil/pm/newpolicy/wbs/mil_hdbk_881/mil_hdbk_881.htm


Army Commercial Activities Study Guide (DA PAM 5-120, July 1998)
Written for A-76 studies but good information in Chapter 3 on work breakdown structure and PWS.
http://www.gordon.army.mil/garrcmd/pam5-20.htm
Examples & Templates


Sample Performance Requirements 
http://www.arnet.gov/Library/OFPP/BestPractices/pbsc/library/DODguide-appxC.pdf
Department of Air Force
AF Contracting Toolkit: Performance Work Statements. 
www.safaq.hq.af.mil/contracting/toolkit/part37/pws.cfm 
►Links to PWS in several categories, including food services; civil engineering services of many types (custodial, landscaping, maintenance, and IT services); and quality assurance plans for mess attendant services, logistics data, technical order library, and materiel control. 

Department of Army
Headquarters Army Materiel Command, PBSC samples. 
http://www.amc.army.mil/amc/rda/rda-ap/pbsa.html
This website provides samples in such areas as environmental support, environmental site assessment, IT maintenance, and custodial services. 

Department of Health and Human Services
HHS KnowNet: Performance-Based Contracting Desk Reference: PBSC Samples 
http://www.knownet.hhs.gov/acquisition/performDR/  (Go to <Support>, then <PBC Samples>)
►Good training resource.  This page has PBSC samples, including solicitations and performance requirements summaries for facilities services, medical services, language training services, program hotline, telephone call center, and information technology and telecommunications services (IT maintenance, seat management, software development, systems design/business process re-engineering, and systems integration). It also has a performance-based evaluation plan for logistics and administrative support, quality assurance surveillance plans for data collection, and contract management indicators and standards. 

Department of Health and Human Services 
HHS KnowNet: Performance-Based Contracting Desk Reference: Forms and Formats 
www.knownet.hhs.gov/acquisition/performDR/PerformanceSupport/forms.htm 
This page has forms and formats related to Work Breakdown Structure (WBS), companion forms and formats for the Performance Work Statement and the Quality Assurance Surveillance Plan, and others. 

 OFPP Policy Documents: Performance-Based Service Contracting (PBSC) Documents 
http://www.arnet.gov/Library/OFPP/BestPractices/PPBSC/BestPPBSC.html
This is the site where the Office of Federal Procurement Policy posts its performance-based documents. It includes templates for four categories of performance work statements: Information Technology Maintenance Services, Software Development Contracts, Telephone Call Center Operations, and Language Training Services.  For example: PWS for Language Services Training [GSA has a Language Services Schedule, Schedule 738 II, SIN 382-3 Training and Educational Materials] is found at: http://www.arnet.gov/Library/OFPP/BestPractices/pbsc/library/OFPP_pbsc-language.htmlNational Aeronautics and Space Administration
http://www.hq.nasa.gov/office/codej/codejx/gpwscoss.htmNASA's sample solicitation sections (and related guidance) for center operations (mostly IT) support services. 

National Aeronautics and Space Administration
http://ec.msfc.nasa.gov/hq/library/perfba.htmThe best practices area of NASA's performance-based contracting page has samples SOWs, evaluation criteria, award fee performance evaluation plan, solicitation excerpts, quality assurance plan, surveillance plan, and others. 

Defense Acquisition University
Sample PWS and quality assurance plans 
http://www.dau.mil/pbsa/ - Administrative The Defense Acquisition University has collected sample PWS and quality assurance plans in numerous service categories, including administrative; base/installation services; education and training; information technology; research, development, testing and evaluation; social services; maintenance; and others. 

Department of Treasury; Performance-Based Service Contracting
http://www.arnet.gov/Library/OFPP/BestPractices/pbsc/library/DOTpbsc.pdf
US Navy
Fifteen PWS samples (extracts):
http://www.abm.rda.hq.navy.mil/navyaos/content/view/full/3507
Performance-Based Statements of Work – hints and tips:
http://www.abm.rda.hq.navy.mil/navyaos/acquisition_topics/contracting_/service_contracting/service_contracting_guide/statements_of_work
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