Statement of Work


for


Completion Task Order


entitled


[USER: Enter the SOW Title.]

Project: [USER: Enter the project name.]

Revision Number: 0  [USER: Leave this as zero for now]
Date: [USER: Enter the revision date.]

Author: [USER: Enter your name.]

[USER: Sections A and B will be added by the Contracting Officer upon award of the Task Order.  The term “Statement of Work” or SOW refers to Sections C through J of the Task Order.]

SECTION C:  DESCRIPTION/SPECIFICATIONS/WORK STATEMENT
C.1.0
BACKGROUND

[USER: Describe the events that occurred that created the need for this requirement, such as organizational changes, legislative actions, or new industry standards.]

C.2.0
SCOPE OF WORK

The scope of this Statement of Work (SOW) encompasses Contractor support to [USER: Enter a brief narrative description of your requirements. This should define the applications, if any, that the Contractor will be working with, and the type of work that you expect them to be doing. The purpose of this section is to describe the overall project purpose and objectives to help the Contractor understand the boundaries of the anticipated effort. This information will be expanded upon in Section C.3.0.] 

C.3.0
DESCRIPTION OF SUB-TASKS AND DELIVERABLES

[USER: You will need to break down the work to be accomplished into associated, manageable, similarly-sized pieces of work that have a clear beginning and ending and result in the production of at least one Deliverable.  For example, you may choose to use the phases of a Software Life Cycle to define your Sub-tasks.  You may choose to break down the work by the sub-system or the customer area to be supported or by type of expertise needed to accomplish the work.]

C.3.1
DESCRIPTION OF SUB-TASKS

C.3.1.1  Sub-task 1: Conduct an Orientation Briefing

[USER: This Sub-task is recommended, but not required.]

Within two weeks of Task Order award, the Contractor shall conduct an orientation briefing for the Government.  The Government does not desire an elaborate orientation briefing nor does it expect the Contractor to expend significant resources in preparation for this briefing. Rather, the intent of the briefing is to initiate the communication process between the Government and the Contractor by introducing key task participants and explaining their roles, reviewing communication ground rules, and assuring a common understanding of Sub-task requirements and objectives. 

The Orientation Briefing shall be held at the Government's facility; both parties shall mutually agree upon the date and time.

The completion of this briefing shall result in the following:

· The Contractor and Government personnel who shall perform work under this Task Order shall be introduced.

· The Government will show the applicable facilities to the Contractor, if Contractor shall be performing work on the Government's site.

· The Government may provide any Government Furnished Property to the Contractor at this time.

· Any issues concerning the Contractor Clearances on Contractor personnel shall be discussed.

· The Contractor shall demonstrate confirmation of their understanding of the work to be accomplished under this SOW.

· The Contractor shall provide the accounting period end dates to be used for the term of this Task Order.

C.3.1.2  Sub-task 2: [USER: Enter Sub-task title.]

[USER:  Provide a thorough description of the Sub-task. In Section C.3.2 below, describe any required Deliverables that may be required under the Sub-task.   In Section E.3.0, list the acceptance criteria for each Deliverable, if applicable.]




C.3.2.2.1  Activity 1: [USER: Enter Activity title]
[USER:  Within a Sub-task, if the Contractor shall be performing several major activities with associated Deliverables, you should break down the Sub-task into Activities.]

C.3.1.3  Sub-task 3: [USER: Enter Sub-task title.]

[USER:  Continue creating additional sections for each Sub-task that you anticipate you may require under this Task Order.]
C.3.2  DESCRIPTION OF DELIVERABLES

The Deliverables listed below shall be required in accordance with the schedule and in the quantities as set forth in Section F.4.0 of this Task Order.  

C.3.2.1  Sub-task 1 -- Conduct an Orientation Briefing
C.3.2.1.1  Orientation Briefing Materials

The Contractor shall provide Orientation Briefing materials for each briefing attendee.

C.3.2.2  Sub-task 2 -- [USER: Enter Sub-task title.]

C.3.2.2.1  [USER: Enter Deliverable title]
[USER: List and describe each of the Deliverables required to complete this Sub-task.  The Deliverable should be a usable product--e.g., a training class is a Sub-task, not a Deliverable, but the textbook used for the training class is a Deliverable.  Also, make sure that the Deliverable number matches the Delivery Schedule number in Section F.4.0 and the Acceptance Criteria number in Section E.3.0.]
C.3.2.2.2  [USER: Enter Deliverable title]
[USER: If you have more than one Deliverable for a Sub-task, ensure that each Deliverable number is unique and relates back to the Sub-task number.

C.3.2.3  Sub-task 3 -- [USER: Enter Sub-task title.]
C.3.2.3.1  [USER: Enter Deliverable title]
[USER:  Continue creating additional sections for each Sub-task that you require under this Task Order.]

C.4.0
TRAVEL

All travel shall be in accordance with the Federal Travel Regulations (for travel in 48 contiguous states), the Joint Travel Regulations, DoD Civilian Personnel, Volume 2, Appendix A (for travel to Alaska, Hawaii, Puerto Rico, and U.S. territories and possessions), and, if required by the SOW, the Standardized Regulations (Government Civilians, Foreign Areas), Section 925, "Maximum Travel Per Diem Allowances for Foreign Areas" (for travel not covered in the Federal Travel Regulations or Joint Travel Regulations).

The following is an estimate of travel plans for performance of Sub-tasks under this Task Order.

[USER: Enter your travel estimates or enter “Not applicable” if appropriate in sections C.4.1 and C.4.2.]

C.4.1  ESTIMATED NUMBER OF LOCAL TRIPS: [USER: Identify.]
C.4.2  ESTIMATED NON-LOCAL TRAVEL:  

	Sub-task No.
	Origin
	Destination
	No. of Trips
	No. of Travelers
	No. of Days

	C.3.2.2
	Washington, DC
	Fresno, CA
	1
	2
	5

	
	
	
	
	
	


C.5.0
REPORTS

The Contractor shall refer to Contract Section C.8, “Reports,” for the Task Order reports that are required.  [USER:  Reports will be at the Task Order level unless you modify the following sentence to specify that you want the reports at the Sub-task or Deliverable level.]  The reports shall be at the Task Order level.  Refer to Section F.5.0 of this Task Order for the delivery schedule of the reports.  

C.6.0
GOVERNMENT FURNISHED PROPERTY 

Government Furnished Property (Material, Equipment, and Information) may be provided in conjunction with required performance under this Task Order.  Disposition at the end of the task shall be in accordance with FAR clause 52.245.5.

Upon commencement of the Task Order, unless otherwise indicated, the Government will provide the following property to the Contractor:

[USER:  If you intend to provide property (material, equipment, and/or information), list the property and quantity in the applicable property section.  Examples are given below.  If you do not intend to provide property, delete the applicable table and state "Not applicable."]
C.6.1
GOVERNMENT FURNISHED MATERIAL

	Item
	Quantity

	Blank CD ROMs
	100

	CD ROM Labels
	100


C.6.2
GOVERNMENT FURNISHED EQUIPMENT

	Item
	Quantity

	CD ROM Writer
	1

	IBM Compatible PC loaded with the following software:

· Microsoft Office Professional

· CD ROM Maker Plus
	2


C.6.3
GOVERNMENT FURNISHED INFORMATION

	Item
	Quantity

	IRM 9999 - Business Use of CD ROMs
	1

	DOC 9999 - ABC System FSP
	1


C.7.0
ACCESS TO GOVERNMENT PROPERTY AND FACILITIES

The Contractor will be allowed limited access to the Government's facilities, as specified below:

[USER: If you intend to provide access to Government property and facilities, list them here.  Otherwise, state "Not applicable."]
SECTION D:
PACKAGING AND MARKING
D.1.0
ADDITIONAL REQUIREMENTS

The Contractor shall refer to Section D in the basic contract.  The following additional packing and marking requirements apply: 

[USER: If specific packing and marking requirements are needed, include them here. Otherwise, state "Not applicable."]

SECTION E:
INSPECTION AND ACCEPTANCE
E.1.0
INSPECTION

Inspection shall be at the place of performance and delivery as stated herein.

[USER:  If inspection is different from place of performance and/or delivery (Sections F.1.0 and F.2.0), modify the above paragraph accordingly.]
E.2.0
GENERAL ACCEPTANCE CRITERIA

As stated in the contract, Section E.2 - Criteria for Acceptance, specific criteria will be set forth in each Task Order.  Accordingly, the specific criteria for each Deliverable are detailed in Section E.3.0 below.  In addition, the general quality measures as set forth below will be applied to each Deliverable received from the Contractor under this Task Order.  Any perceived conflict between quality measures referenced in Section C of this Task Order and the quality measures listed below should be immediately reported to the Contracting Officer.

· Accuracy ‑ Deliverables shall be accurate in presentation, technical content, and adherence to accepted elements of style.

· Clarity ‑ Deliverables shall be clear and concise; engineering terms shall be used, as appropriate.  All diagrams shall be easy to understand and relevant to the supporting narrative.

· Specifications Validity ‑ All Deliverables must satisfy the requirements of the Government as specified herein. 

· File Editing ‑ All text and diagrammatic files shall be editable by the Government.

· Format ‑ Deliverables shall be submitted in hard copy (where applicable) and in media defined in the SOW. The Deliverable format may change from Sub-task to Sub-task.  Hardcopy formats shall follow Treasury/IRS Directives and shall be consistent with other similar efforts.

· Timeliness ‑ Deliverables shall be submitted on or before the due date specified in the Schedule of Deliverables Section of this SOW or submitted in accordance with a later scheduled date established by the Contracting Officer.

E.3.0
SPECIFIC DELIVERABLE ACCEPTANCE CRITERIA

	Deliverable No.
	Specific Deliverable Acceptance Criteria

	C.3.2.1.1
	Orientation Briefing Materials – demonstrate a complete understanding of the work to be accomplished.

	C.3.2.2.1
	[USER:  List the specific Deliverable acceptance criteria for each Deliverable that you listed.  Take care that the specific acceptance number matches the Deliverable number in Section C.3.2 and the delivery schedule in Section F.4.0.]

	C.3.2.2.2
	[USER:  Continue creating this Section for each Deliverable that you require under this Task Order.


SECTION F:
DELIVERIES OR PERFORMANCE
F.1.0
PLACE OF PERFORMANCE

[USER:  If the work will be performed at a Government location, include the paragraph below.  If not applicable, delete the following paragraph:]
The work shall be performed on site at a Government location in the Washington, D.C. metropolitan area. 

[USER:  If the work will be performed at the Contractor's site, within reasonable local access to the Government site, include the paragraph below.  If not applicable, delete the following paragraph:]
The work shall be performed at the Contractor's site. The Contractor's site must be established such that the Contractor's personnel are available to travel to the Government's site in the metropolitan Washington, D.C. area for meetings within two hours' notice and at reasonable travel cost.

[USER:  If the work will be performed at other than the Government location or the Contractor's site, include the paragraph below.  If not applicable, delete the following paragraph:]
The work shall be performed at the following site:

[USER: List site.]

F.2.0
SHIP TO

[USER:  If Deliverables must be given to the COTR, include the paragraph below.  If not applicable, delete the following paragraph:]
Unless otherwise noted below, all Deliverables shall be provided to the COTR no later than 4:30pm local time on the date specified in section F.4.0 of this Task Order.

[USER:  If Deliverables are destined elsewhere, include the paragraph below.  If not applicable, delete the following paragraph:]
Delivery destinations apply as follows: 

F.3.0
DELIVERABLES 

The Contractor shall refer to Section C.3.2 of this Task Order for Deliverables that shall be required for each Sub-task.  Also refer to Section C.5.0 of this Task Order for specific reports required.  

[USER: Revise the information in the following paragraph as necessary.  If not applicable, delete the following paragraph.]
Deliverables required under this Task Order shall be produced using Microsoft Office 97 Professional products, as applicable.  All Deliverables submitted on magnetic media shall be submitted on 3-1/2 inch, high-density diskettes.

F.4.0
DELIVERY SCHEDULE

The required Deliverables as set forth herein shall be delivered according to the schedule below: 

[USER:  List the Deliverables below.  Take care to match each Deliverable number with the applicable number in Section C.3.2.  Enter the actual due date or indicate a relative due date using the legend below.]

	Deliverable
	Deliverable Title
	Copies
	Due Date

	C.3.2.1.1
	Orientation Briefing Materials
	4
	DD + 10WD

	
	
	
	


LEGEND:

ARC = After Receipt of Government Comments

ARD = After Government Receipt of Draft Deliverable

ARF = After Government Receipt of Final Deliverable

CD  = Calendar Day

DD  = Task Order Date

WD  = Government Workday

OB  = Orientation Briefing

[USER: For Section F.4.0 above, the Contractor proposal shall include a schedule by Sub-task and shall include the planned start and completion dates, and responsible organization (either Contractor or Government) for each activity as well as the due date for the Deliverable.]
F.5.0
DELIVERY SCHEDULE - REPORTS

The Contractor shall refer to Section F.4 -- Submission of Reports, of the basic contract for due dates of the reports referenced in Section C.5.0 of this Task Order.

F.6.0
TASK ORDER PERIOD OF PERFORMANCE

The period of performance for this Task Order shall be from the date of Task Order award to the acceptance of the last Deliverable.

SECTION G: CONTRACT/TASK ORDER ADMINISTRATION DATA
G.1.0
IDENTIFICATION OF GOVERNMENT TASK ORDER PERSONNEL

Lead Contracting Officer's Technical Representative (LCOTR), Contracting Officer's Technical Representative (COTR) and Contracting Officer/Contract Administrator designations will be identified by the Contracting Officer's written designation.

SECTION H: SPECIAL CONTRACT/TASK ORDER REQUIREMENTS
H.1.0
KEY PERSONNEL

The "Substitution of Task Order Key Personnel" Clause, Special provision H.22 of the contract, is applicable to this Task Order. Contractor employees designated as Key Personnel under this Task Order are listed as follows:

[USER:  If your task requires the identification of key personnel, list the required position(s).  List only those labor categories which are key to the successful performance of this Task Order.  It is not appropriate to list all personnel, especially support personnel, as key personnel. In addition, you should not require the Contractor to submit resumes of support personnel in their proposal.  If this Key Personnel clause is not applicable for your requirement, delete the text for this section and state "Not applicable" below the section heading.]
	Name
	Position

	
	

	
	


H.2.0
PERFORMANCE REQUIRED BEYOND STANDARD WORKDAY

[USER:  If your task requires the performance of work beyond the standard workday, list your specific needs in this section.  If not applicable, delete the text for this section and state "Not applicable" below the section heading.]

Performance shall be required beyond the standard workday in accordance with the "Standard Workday" Clause, Special Provision H.17 of the contract. The following is applicable:

[USER:  State your specific needs.  Here is an example:  "Due to security requirements, all access to the Program Development System (PDS) at the Martinsburg Computing Center is through dedicated communication lines.  No dial‑up access is permitted.  There may be occasions when the program problems create work stoppages at MCC or the Service Centers.  On these occasions, the Contractor employees may be required to provide services outside normal business hours (7:00 AM to 6:00 PM) to correct the programs."]
H.3.0
SECURITY

H.3.1
PERFORMANCE AT GOVERNMENT SITES

Should any effort required by this task be performed at specified Government facilities, the Contractor shall abide by Department of Treasury Directive P 71‑10 regarding provisions for authorized entrance and exit at these facilities.

H.3.2
IDENTIFICATION BADGES

The applicable Contractor employee shall not begin working under this contract until all security forms have been properly completed and submitted. All Contractor employees shall be required to wear identification badges when working in Government facilities.

H.3.3
PERSONNEL REMOVAL AND REPLACEMENT

The applicable Contractor employees are subject to investigation by the Government. Applicable Contractor employees who undergo Contractor Clearances which reveal, but are not limited to, the following, may be unacceptable under this contract: conviction of a felony, a crime of violence or a serious misdemeanor, a record of arrests for continuing offenses, or failure to file or pay Federal income tax. The Government reserves the right to determine if a Contractor employee assigned to a task shall continue with the task. The Contractor shall agree to remove the person assigned within one day of official notification by the Government and provide a replacement within five days. New hires or substitutions of personnel are subject to the Contractor Clearance requirement.

H.3.4
DELIVERABLES

All Deliverables of the Contractor shall remain categorized as "Official Use Only.” The release of any portion must be authorized in writing by the Government.

H.3.5
DISCLOSURE OF INFORMATION

The "Disclosure of Information" special contract requirements, provisions H.28 through H.32 of the contract, are applicable to this Task Order.

If applicable, include the following paragraph:

Access to taxpayer account information, if any, will be subject to IRS’ unauthorized access provisions (UNAX).  The Contractor is not permitted to access any taxpayer account information without prior approval from the COTR.  The Contractor shall keep taxpayer account information confidential and will not disclose such information to anyone except IRS personnel who have been identified by the COTR as having a need to know.

SECTION I: CONTRACT/TASK ORDER CLAUSES
I.1.0
OPTIONS

Not applicable 

[See your Lead COTR for guidance if you need to include an option.]

I.2.0
EXCEPTION TO RIGHTS IN DATA CLAUSE

[USER:  If you do not want the Contractor to establish claims for software produced in performance of this task, leave the following paragraph in this SOW.  Otherwise, delete the paragraph and state "Not applicable.”]

As an exception to the "Rights in Data - General" clause with Alternative IV (6/87) (See Section I of the contract), blanket permission is not authorized under this Task Order for the Contractor to establish claims to copyright for the software first produced in performance of this task.  Prior written approval is required from the Contracting Officer to establish claims to copyright for any software first produced in performance of this task.

I.3.0
AUTHORIZED OVERTIME PREMIUM EXCEEDING ZERO

[USER:  If you need the Contractor employees to work overtime in performance of this task, leave the following paragraph in this SOW.  Otherwise, delete the paragraph and state "Not applicable.”]

As an exception to the "Payment for Overtime Premiums" clause (7/90) (See Section I of the contract), the use of overtime is authorized under this Task Order if the overtime premium does not exceed zero dollars or the overtime premium is paid for work as described under paragraphs (a)(1), (2), (3), and (4) of the contract clause.

I.4.0     ADDITIONAL CLAUSES

[USER:  You are responsible for assuring that the Task Order contains any special clause that a Government office may require for your specific task, such as special security clauses, etc.  If a special clause is required, you must obtain such clause from the Government office as well as a written authorization from them to use it for your specific task.  If you wish to inform the Procurement Office of other contract clauses that you want the Contracting Officer to consider including in this Task Order and that are not already in the contract, list them here.  If there are no additional clauses, state "Not applicable.”] 

SECTION J: LIST OF ATTACHMENTS

[USER: List attachments.  If there are no attachments, delete the text in this section and state "Not applicable" after the section title.]

J.1.0
ATTACHMENTS

	No.
	Title

	J.1.1
	Title of Attachment

	
	








10

