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SCOPE OF WORK TEMPLATE

Please note that usage of this template for your application response to this solicitation is voluntary. However, your application must follow the same structure as this template. Applications that are received that are not organized and are not easy to follow may not be included in evaluation. Please insert your application responses in the sections below. Refer to the solicitation for more information. 

The Scope Of Work section provides a written description of the requirements and the work to be performed under a project. It is also referred to as a Statement Of Work or SOW. 
The SOW must include at a minimum the following information:
· Detailed statement of the background
· Detailed statement of the purpose and goals
· Detailed tasks, deliverables, work schedule, reporting, timeline, etc.
· Personnel job classification/skill level required/desired/required
· Name/identification of assigned Grantee personnel
· Identification of all significant material(s) to be developed/delivered
· Completion/acceptance criteria
· Delivery timeframe
· Time schedule (start date, end date, milestones)
· Number of work hours
· Fixed cost for each task (fixed price ceiling is the sum of all tasks) 
· Unanticipated tasks – no more than 10%
· Maintenance/support
· Restrictions on supplies, equipment, materials, travel, if applicable
· Everything pertinent to the successful completion of the agreement (e.g., technical specifications, floor plans, site visits, demonstrations, etc.)


A. SUMMARY

1. PROJECT MANAGEMENT PLAN


B. SCOPE OF WORK

1. METHODOLOGY / APPROACH TO WORK

2. TASKS / DELIVERABLES

3. WORK PLAN

4. WORK SCHEDULE


C. PROJECT REPRESENTATIVES 
The Project Representatives during the term of this agreement will be:
	Contractor: 

	Contact Person: 

	Title:

	Address: 


	Phone: 

	Email: 



Direct all contracting inquiries to:
	Contractor: 

	Contact Person: 

	Title:

	Address: 


	Phone: 

	Email: 



Direct all financial inquiries to:
	Contractor: 

	Title:

	Contact Person: 

	Address: 


	Phone: 

	Email: 



