Draft Spill Cleanup SOW Template
Exhibit A

Spill Cleanup WOC

STATEMENT OF WORK AND DELIVERY SCHEDULE

Project Name:      
Project Location:      
WOC No.      , Price Agreement No.      
	Agency’s Work Order 

Project Manager (WPM)
	Agency’s Construction 

Project Manager (CPM)
	Contractor’s Project 

Manager (PM)

	Name:  

Address: 

Phone: 

Fax: 

E-mail: 
	Name:

Address:

Phone:

Fax:

E-mail:
	Name:

Address:

Phone:

Fax:

E-mail:


[Italicized information provided in brackets consists of instructions or information for the Contract Manager. This information should be deleted before finalizing the language for your contract.]
A. WORK ORDER CONTRACT DESCRIPTION, BACKGROUND AND PROJECT DESCRIPTION

This Work Order Contract (WOC) is between Oregon Department of Transportation (Agency) and      [provide name of Firm] (Contractor). This work is to ensure that cleanup of the spill is protective of Agency’s interests and limits damage to Agency’s highway. The spill occurred on      [insert date] at      [insert Project Site].
[Contractor should provide a description of the spill history and work conducted to date.]
This SOW includes overseeing cleanup activities, reviewing documents produced by the responsible party’s (RP’s) consultant and the regulatory agencies, and attending meetings with the Agency, RP, and/or regulatory agency.

B. GENERAL CONTRACTOR REQUIREMENTS AND OUTLINE OF TASKS

Contractor shall prepare all documents based on standard guidance in the style and format of sample documents provided by Agency (ftp://ftp.odot.state.or.us/techserv/Geo-Environmental/Environmental/) in addition to other standard guidance produced by Agency. Contractor is the Professional of Record for the work, which shall be executed by a qualified professional meeting the minimum requirements stated in the RFP. Contractor shall be responsible for determining applicable Agency practices and standards to be used in performing the work. Agency will not accept or compensate for Contractor work that is submitted in non-Agency approved format styles and will return this work to Contractor to be revised in the correct format at Contractor’s expense.  

Agency will provide project descriptions, maps, and Agency contact personnel information to Contractor once the Notice to Proceed (NTP) is given.  

This WOC is comprised of the following tasks:

	Task No. 
	Heading

	Task 1
	WOC/Project Management

	Task 2
	Obtaining Background Information

	Task 3 
	Site Visits

	Task 4
	Review Responsible Party (RP) Reports

	Task 5
	Represent Agency at Meetings

	Task 6 
	Contingency Work

	Task 7 
	Project Closeout


C. GENERAL ASSUMPTIONS AND REQUIREMENTS APPLICABLE TO ALL TASKS AND CONTINGENCY TASKS

· Agency will be responsible for establishing all appropriate Tribal coordination and contacts, unless Contractor is specifically assigned that task in this WOC.

· Any and all contingency tasks shall require written approval by Agency before Contractor commences work on task.

· Contractor shall determine all federal, state, and local government requirements related to this WOC. These requirements may conflict at times and may affect project tasks performed by others. Contractor shall continuously coordinate their work with others throughout the project as required to ensure all permit requirements are met while avoiding conflicts and overlapping work areas.
· Agency shall be responsible for any negotiation with regulatory agencies regarding project requirements unless that task is specifically assigned in the WOC.
· Contractor shall continuously communicate with project leader and team members, as required, to stay informed of changes affecting the work. Contractor shall be responsible for informing Agency of issues having the potential to interrupt the conduct of work.
· Contractor will not re-create or reproduce required work that has been or will be adequately conducted by others.
· Contractor shall schedule enough on-site time to perform the work as required for each task. 

D. REVIEW, COMMENT AND DELIVERABLE SCHEDULE. 
· Contractor shall submit all documents to Agency in Draft and Final format in both hard and electronic copies.  

· Contractor shall coordinate with Agency staff to make necessary changes and shall revise Draft as necessary to incorporate Agency review comments. 

· Contractor shall incorporate comments within ten (10) working days from receipt by Agency and return the final to Agency staff, unless additional time is granted in writing by Agency.
· The schedule for delivery is identified in each task as number of days from NTP. For contingency tasks this means the number of days from the NTP issued for the respective contingency task. Regardless of the NTP date or schedule identified, all authorized tasks and deliverables must be completed and submitted no later than ten (10) calendar days prior to the expiration date of this WOC.

· Contractor shall provide to Agency’s WPM one (1) electronic copy and (1) hard copy of all drafts prepared pursuant to this WOC.

· Contractor shall provide to Agency’s WPM one (1) electronic copy and two (2) hard copies of all final deliverables prepared pursuant to this WOC unless additional copies are requested by Agency. Final Plan sheets shall have a wet-signed professional seal and be delivered in 11” x 17” Mylar format. If approved by the Agency, then field documentation photography may be provided in electronic format only.

· Contractor shall provide to Agency’s WPM one (1) electronic copy and one (1) hard copy of all research files, data files, field investigations, reports, products and deliverables compiled for this Work Order.

· At the end of the Project, Contractor shall provide to the Agency CDs or other approved storage media with all final deliverables produced. Contractor shall also provide specific interim deliverables produced throughout the project when requested by the Agency.

Formatting of Deliverables Guidance for document formatting is found in the Price Agreement between Contractor and Agency. Additional formatting requirements are included below:
· Company logos shall be used on draft and final Contractor-produced studies, technical reports and plan sheet title blocks. Final reports and plans shall comply with state law and Agency policy for engineering and landscape architects. Agency permit or other documentation that Contractor produces shall contain Agency logos when specified by the Agency.

· Contractor shall embed all graphic files into the body of the main document so that the document can be printed from one file.

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

· Contractor shall provide deliverables such as field investigation, data, forms, photographs, mapping, technical reports, and memos in Adobe® .pdf format when requested by Agency.
· Each final electronic deliverable shall be provided in Microsoft Office file formats (i.e., Word documents for reports) as well as in Adobe® .pdf format in which all figures, tables, and appendices have been inserted in the appropriate order for final presentation.
E. TASKS AND DELIVERABLES 

Contractor shall perform any or all of the services and provide any or all of the deliverables from the list below and as stipulated in the WOC. Contractor represents and warrants that the Project will be completed on time, within budget, and will meet Agency objectives.

Notwithstanding Agency's approval for involving certain sub-Contractors with respect to particular tasks within this SOW, Contractor shall be responsible for completing all tasks and providing all deliverables required in the WOC unless specifically identified as an Agency responsibility.

Task 1

WOC/Project Management
Contractor shall provide management of project services under this WOC including contract administration, management of labor and sub-contractor resources, coordination, Project Narrative, and meetings as required to successfully deliver the work of this WOC.

Task 1.1

Project Administration
To ensure that project scope, budget, and schedule objectives are met, Contractor’s Project Manager shall provide: 

· Quality control; 

· Contract administration;

· WOC management, budget tracking; 

· Coordination with Agency personnel; 

· Attending required meetings and written minutes;

· Management of labor and sub-contractor resources; 

· Monthly Progress reports;

· Development and maintenance of a Project filing system; 

· Project Narrative; and 

· Attending required meetings and providing written meeting minutes.
Task 1.1

Deliverables 
Contractor shall provide:
· Monthly project progress reports that shall include current status, unresolved issues, and major accomplishments during the month;

· Monthly Invoices shall include a breakdown of hours worked, by whom, and their title;

· Meeting minutes shall include:

· Discussion summary;
· Any written material on meeting room white board;
· Decisions made; and
· Next Steps.
Task 1.2

Coordination and Record Keeping
· Contractor shall contact Agency, other Contractors, and other agency staff to gather information on the project, project site, regulations and guidance, including:

· Direct communication via phone, email, post, and office visits;

· Meeting attendance; and
· Arrange and attend joint field visits.

· Contractor shall prepare and maintain a file for the project

Task 1.2

Deliverables
· The project shall contain:

· Record of all contacts with Agency, other agency, and other Contractor staff;
· Summary of important information, decisions and guidance received;
· Copies of meeting minutes; and
· Copies of all correspondence, including invoices and project progress reports. 

Estimated Due Date: (this can be in days from NTP or an actual date).
Task 2

Obtain Background Information
· Contractor shall review pertinent data, drawings, communications, and reports located in the Oregon Department of Environmental Quality’s (DEQ’s) and Agency’s project files and interview Agency, DEQ, and representatives of the RP knowledgeable about the spill. 

· Contractor shall perform a site reconnaissance to observe current site-specific conditions and evaluate current remediation activities.

Task 2

Deliverables
Contractor shall confirm completion of Task 2 by proving photocopies of notes taken during this process to Agency within two (2) weeks of receiving NTP.
Task 3

Site Visits
· Contractor shall visit the spill scene to observe ongoing cleanup efforts and to determine current Project Site conditions.

· Contractor may collect samples during these visits upon approval by the Project Manager.

· Such samples may include:

· Confirmation samples from soil excavation pits;

· Groundwater samples from monitoring wells; emissions samples from remediation systems; and/or

· Splits of samples collected by the RP’s consultant.

· Contractor shall conduct up to twelve (12) site visits.

· Contractor shall submit samples to North Creek Analytical (NCA) in Beaverton, Oregon on behalf of Agency. NCA shall bill Agency directly for all laboratory costs.

· Contractor shall be responsible for shipping samples under chain-of-custody procedures to ensure that the samples arrive at NCA undamaged and cooled to 4( C.

· NCA shall pay all shipping costs under Agency contract.

· NCA shall submit all analytical results directly to Agency.

Task 3

Deliverables
Contractor shall provide both hard and electronic copies of photographs, sample chain-of-custody documentation, and field notes, as appropriate, within seven (7) working days of each Project Site visit.

Task 4

Review Responsible Party Reports

· On Agency’s behalf, Contractor shall review and provide written comments for monthly status reports, a Technical Report, a Remedial Investigation/Feasibility Study (RI/FS) Report, and other technical documents that the RP shall submit to DEQ and/or to Agency.

· Contractor shall provide a written technical evaluation of the work performed by the RP for all reports

Task 4

Assumptions

· Agency may forward copies of Contractor’s written comments to DEQ.

· The anticipated number of reports: twelve (12) short status reports and three (3) full technical reports.

Task 4

Deliverables

· Contractor shall provide written comments on all RP documents submitted to DEQ based upon the following schedule:

· Technical Reports—within two (2) weeks of receipt; and
· RP’s monthly status reports—within one (1) week of receipt.

· Contractor shall submit two (2) copies of each written comments and an electronic copy using Microsoft Word.

Task 5

Represent Agency at Meetings

As requested by Agency, Contractor shall meet with representatives of Agency, DEQ, USFS, ACOE, and the RP’s consultants for up to twelve (12) meetings. 

Task 5

Assumptions

The purpose of the meetings shall be to comment on the RP’s monthly reports; provide technical comment on the cleanup status of the site on behalf of Agency; communicate Agency’s interests and concerns to other state and federal agencies and the RP; and discuss other topics as requested by Agency.
Task 5

Deliverables

· Contractor shall provide written notes summarizing the content of the meeting and associated recommendations within one (1) week of each meeting.

· Contractor’s submittal shall include two (2) copies of the notes and an electronic copy using Microsoft Word.

Task 6

Contingency Work

· Contractor may propose additional work. This work can include:

· Review of additional DEQ or RP documents;

· Representing Agency at additional meetings;

· Conducting tests to confirm RP claims; and

· Researching alternative remedial technologies.

· The Agency Project Manager shall approve all contingency work in writing prior to commencement of additional activities.

· Contractor shall submit all analytical samples collected directly to NCA in Beaverton, Oregon on behalf of Agency.

· NCA shall invoice Agency directly for all laboratory services and Agency shall ensure that Contractor receives copies of all analytical results.

Task 6

Assumptions

· Such work shall not exceed two (2) additional document reviews, four (4) additional meetings, or a total value of $5,000.

Task 6

Deliverables

· Contractor shall provide a report summarizing the outcome of additional tasks within two (2) weeks of completing such tasks or one (1) week for meeting notes.
· Contractor’s submittal shall include two (2) hard copies and one (1) electronic copy in Microsoft Word format of deliverables.

Task 7

Project Closeout
Contractor shall establish a file system for electronic and hard copy files of all final documents prepared by Contractor. 
All final document files, including original research files, that are the responsibility of Agency to prepare according to this Work Order shall be filed and maintained by Agency.

Task 7

Project Closeout Deliverables
The project file must contain copies of all documents prepared by Contractor, including meeting minutes and records of correspondence. Agency shall be supplied with an electronic copy of all documents produced and a hard copy of Project file.

F. COST AND METHOD OF COMPENSATION

Agency shall pay Contractor the number of Contractor hours completing the Work set forth in this SOW, multiplied by the applicable hourly rate set forth in the Budget for Work Order ____ to Contract ______, which is incorporated herein by this reference. Contractor shall complete all of the Work set forth in this Work Order for an amount not to exceed $_________, which includes payment for allowable expenses. Payment for services will be made upon receipt of the Contractor’s billing statement for work completed to date. This statement shall include a summary of progress made through the date of billing and shall not be submitted more frequently than once a month. All billings shall be processed through Agency’s Contract Administrator.

If Agency determines that any deliverables are not acceptable and that the deficiencies are the responsibility of the Contractor, Agency shall prepare a detailed written description of the deficiencies and an associated time frame for correction, and deliver such notice to Contractor in a timely manner. Contractor shall correct the deficiencies within the time specified in the notice and at no cost to the Agency. If the corrective work causes delays in Contractor’s Services, the Contractor shall submit a plan for regaining the delivery schedule for remaining Services under this WOC, unless otherwise allowed by Agency. If the identified deficiencies have not been corrected within the specified timeline, then Agency may (i) in accordance with the Terms and Conditions, Section 13, of the Price Agreement as incorporated into this WOC, terminate this WOC without payment or any further obligation or liability of any kind to Contractor or (ii) require Contractor to continue to correct the deficiencies, reserving this same right to terminate at any time.

TABLE 1-NON-CONTINGENCY TASK SUMMARY

	Task Description
	NTE for Each
	Max Quantity
	Total NTE Amount

	
	$_____
	_____
	$______




CONTINGENCY TASK SUMMARY & COSTS

Table 2 is a summary of contingency tasks for the attached list of Projects that Agency, at its discretion, may authorize Contractor to produce. Details of the contingency tasks and associated deliverables are stated in the Task section of this SOW. Contractor shall complete only the specific task(s) identified and authorized via written (email acceptable) NTP issued by Agency's CPM. If Agency chooses to authorize some or all of these tasks, Contractor shall complete the authorized tasks and deliverables per the schedule identified for each task. Payment for authorized contingency tasks is based on Time and Materials. The not-to-exceed (NTE) amount is identified for each task. 

Each contingency task is only billable (up to the NTE amount identified for the task) if specifically authorized per NTP and after acceptance of Deliverables. The total amount for all contingency tasks authorized shall not exceed a maximum of $______________. Each authorized contingency task must be billed as a separate line item on Contractor’s invoice.

Table 2--CONTINGENCY TASK SUMMARY

	Contingency Task Description
	NTE for Each
	Max Quantity
	Total NTE Amount

	
	$_____
	$_____
	$______

	
	$_____
	$_____
	$______

	
	$_____
	$_____
	$______

	
	$_____
	$_____
	$______

	
	$_____
	$_____
	$______

	
	$_____
	$_____
	$______

	
	$_____
	$_____
	$______

	
	$_____
	$_____
	$______

	
	$_____
	$_____
	$______

	Total NTE For All Potential Contingency Tasks
	$______


The NTE amount (from Table 1) for non-contingency work (Task 1.1, Baseline Report)  $__________

Total NTE amount for this WOC $__________ 

G. ACRONYMS and DEFINITIONS (Use where more than several acronyms used in the SOW)

