[Standard SOW Format for Personal/Professional Services (Oct 2016)]

STATEMENT of WORK and DELIVERY SCHEDULE
[Text that is bracketed and highlighted in yellow provides instructions or guidance.]
[Areas with blue highlight should be reviewed and revised as necessary for the specific project.]
[The sow must be created within the scope of services identified in the PA/RFP. Define acronyms and terms in table in section A if there are many used throughout the document.] 
[For A&E and Related Services, use standardized task numbering for the various disciplines.]
 Project Name:      
Project Location:      
Price Agreement/Contract No.:      ;  WOC No.:      
	Name:

Address:

Phone:

Fax:

Email:
	Agency’s Project Manager (“APM”)

[Enter name of APM for the WOC. The APM is responsible for the day-to-day oversight and review of Consultant Services/Deliverables. The APM may or may not also be named as the WOC Administrator.]
______@odot.state.or.us 
	Name:

Address:

Phone:

Fax:

Email:
	Consultant’s Project Manager (“PM”)

______@_____.com

	
	
	
	


	Name:

Phone:

Email:
	Contract Administrator (if not APM)
 [The ODOT individual responsible for administration of the WOC must be identified.]
	Name:

Phone:

Email:
	Alternate Contact for Consultant
[this information is optional]


A.
PROJECT DESCRIPTION and OVERVIEW of SERVICES
Agency is contracting with Consultant for Services in connection with the following project (the “Project”):

[Insert a detailed description of the project with which Consultant’s Services are connected. State the purpose/scope of the services Consultant will be performing (not the specific tasks and deliverables) and project objectives. Include background information such as how the project came about, why it is needed, who is involved, and what is to be achieved through this project.]

General Expectations [Include this section if scope of work includes preparation of project designs. IF Exhibit A of the PA includes this language, it does not need to be repeated in the WOC.]
Consultant commits to oversee and direct the design the Project to obtain the greatest long-term value for the State of Oregon, and which reflects the prudent expenditure of public funds within the constraints of the Project, program, context and budget. In pursuing this goal, Consultant commits to:

· Develop a design that is appropriate for the context of the Project and the nature of its function, both present and future;

· Avoid expenditures for aesthetic effect which are disproportionate to the Project as a whole;

· Manage and facilitate all facets of the Project that are reasonably within Consultant’s control to ensure the Project is completed on or ahead of time and within budget;

· Strive to reduce the construction cost of the Project while keeping life-cycle costs low;
· Use recycled/recyclable products to the maximum extent economically feasible in the performance of the Contract; and
· Apprise Agency throughout the Project concerning the economic impact of all design decisions; and embody sound and cost-effective sustainability principles in the Services performed under the Contract in accordance with the Department of Administrative Services Sustainable State Facilities Standards and Guidelines.

Project Phasing  [Revise as necessary or delete if not applicable.]
This Project is divided into three (3) phases: 

· …
· …

· …

This statement of work (“SOW”) addresses the _____ phase of the Project. Amendment(s) to this WOC/Contract will be required for subsequent phases of the Project.
Agency Responsibilities  

[Enter items provided or completed by Agency, if any –  delete if none.]
Acronyms and Definitions  
[Include table of definitions for acronyms and technical terms if many are used throughout SOW.]

B.
STANDARDS and GENERAL REQUIREMENTS 

[Use the following subsections to list any requirements specific to this SOW. 
Option 1 – Reference the standards in PA: If all applicable standards are already stated in the PA they may be referenced as follows: The standards and general requirements applicable to this WOC are stated in the parent PA. 
Option 2 – List all standards in SOW: The following standards and general requirements shall apply to this SOW:
1.
Standards
2.
Software Requirements 

3.
Licenses, Registrations and Qualifications
4.
General Requirements

· The APM (or such other individual identified in specific tasks or as designated in writing to Consultant) is the primary contact on behalf of Agency for this Project. 

· To the extent possible, all transmittals from Consultant to Agency must include as applicable the Contract#, PA#, WOC#, Project name and the Project key number.

· Consultant shall represent Project and Agency in an appropriate and professional manner in public.

5.
Compliance with Applicable Law
6.
Design Criteria and Project Assumptions/Conditions [Typically applies to A&E design contracts/WOCs.]
C.
REVIEW, COMMENT and SCHEDULE OVERVIEW

· Consultant shall submit all deliverables to APM or designee unless otherwise noted in specific tasks. 
· Consultant shall make revisions to address Agency review comments and submit revised deliverable(s) to APM within 10 business days of receipt of Agency review comments, unless a different timeframe is specified for specific tasks or otherwise agreed to in writing by Agency.
D.
FORMAT REQUIREMENTS 
· Consultant shall submit draft deliverables in electronic format via email (and hard copy if requested). 

· Consultant shall also submit all graphic files accompanying reports separately in .jpg or .tif formats unless specified differently by Agency.

· Each draft and final text-based or spreadsheet-based deliverable shall be provided in MS Office file formats (i.e., MS Word, Excel, etc.) and must be fully compatible with version used by Agency. 
· Additional format requirements may be listed with specific tasks/deliverables throughout the SOW or in the PA/Contract.
E.
TASKS, DELIVERABLES and SCHEDULE

Consultant shall complete all tasks and provide all deliverables (collectively, the “Services”) included in this SOW, unless specifically stated otherwise in a particular task. Consultant shall provide all labor, equipment and materials to manage, coordinate, and complete the work in accordance with the performance and delivery schedules identified in this SOW.

Task Numbering: For purposes of standardization, task numbers in this SOW may be non-sequential and do not necessarily begin with “1” on the first task.

[The delivery schedule for each deliverable may either be listed under each task or consolidated in table at the end of the task section. Generally, it is helpful for contract administration purposes to have one consolidated delivery schedule that can be used as a checklist, especially if the SOW is more than 5 or 10 pages long.]

Task 1
________________

1.1 ______________

Deliverables:

Schedule:


1.2 ______________
Deliverables:

Schedule:

F.
CONTINGENCY TASKS 
[Projects may have work that can reasonably be anticipated but may or may not be needed, depending on conditions that arise or change during a project period.  This condition dependent work is considered to be contingency work and must be planned for in the SOW and budget.  Any contingency tasks or deliverables in the SOW must be within the scope of Services of the RFP.  In the SOW, each contingency item must clearly be labeled as “Contingency” and must include a defined task, deliverable(s) and a schedule (normally listed as a number of calendar days from NTP for the contingency task). 

If contingency tasks are used, they must be detailed in section E – Tasks, Deliverables and Schedule (normally listed as a number of calendar days from NTP for the contingency task) with each labeled as a “Contingency Task”. Also enter contingency task headings and dollar amounts in the table below. See “Contingency Task Costs” in WOC Attachment section.][If no Contingency Tasks, delete text and table below and mark Section F as “Reserved”.]
The table below is a summary of contingency tasks that Agency, at its discretion, may authorize Consultant to perform. Details of the contingency tasks and associated deliverables are stated in the Task section of the SOW. Consultant shall complete only the specific contingency task(s) identified and authorized via written (email acceptable) Notice-to-Proceed (“NTP”) issued by Agency's APM. If requested by Agency, Consultant shall submit a detailed cost estimate for the agreed-to contingency Services {within the not-to-exceed  or “NTE” amount(s) in the Contingency Task Summary Table} within the scope of the contingency task.

If Agency chooses to authorize some or all of these tasks, Consultant shall complete the authorized tasks and deliverables per the schedule identified for each task. The NTP will include the contingency task name and number, agreed-to due date for completion and NTE for the authorized contingency task.

Each contingency task is only billable (up to the NTE amount identified for the task) if specifically authorized per NTP. In the table below, the “NTE for Each” amount for a contingency task includes all labor, overhead, profit, and expenses for the task. The funds budgeted for contingency tasks may not be applied to non-contingency tasks without an amendment to the WOC/Contract. The total amount for all contingency tasks authorized shall not exceed the maximum identified in the table below. Each authorized contingency task must be billed as a separate line item on Consultant’s invoice.

CONTINGENCY TASK SUMMARY

	Contingency Task Description
	NTE for Each
	Max Quantity
	Method of Compensation
	Total NTE Amount

	C.1.3.1   Project Meetings
	$_____
	___
	___
	$______

	C.3.8.5   Detailed Noise Mitigation Analysis  
	$_____
	___
	___   
	$______

	C.14.1   Public Involvement Meeting(s)
	$_____
	___
	___
	$______

	Total NTE For All Contingency Tasks:
	$______
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