[CONTRACTOR]
Statement of Work
[AGENCY]
[Project Name]
Provided by: [Contractor]
[CONTRACTOR INFORMATION]
[ADDRESS]
[PHONE]
[DATE]
	General Description


This document is intended as a Statement of Work (SOW) to identify and describe important milestones and deliverables for the [Project Name].  The goal of the project is to develop an [Describe what the Contract will provide/build/deliver].  
	Timeline and Deliverables


The following table shows specific tasks, milestones, completion dates, and estimated costs.  CONTRACTOR is estimating approximately [insert length of contract] months to completion with a projected end date of [insert completion date].  This includes work to [insert description of work, tasks to be performed, and deliverables to be given to the Agency].  CONTRACTOR will pursue all options to complete this project ahead of schedule and under the quoted costs. Payments of invoices will be based upon the Contractor meeting the stated deadlines for deliverables and upon the Agency’s acceptance of the proposed deliverables.   
	Timetable and Deliverables

	Task
	Description
	Hours
	Cost
	Date

	1
	Gather contact information and initial introduction emails
	00
	$00.00
	Jun 19

	
	Collect existing contact and project information from OCIO.  Develop and send out introduction emails to contractors requesting participation in the project.

	2
	Draft of content for questionnaires
	00
	$00.00
	Jul 1

	
	Submit sample questionnaires (hard copy format) to OCIO for review, input, and approval.  Sample questionnaires will describe how these will work in electronic format (i.e. web / spreadsheets).

	3
	Finalize questionnaire content
	00
	$00.00
	Jul 5

	
	Implement any changes to hard copy questionnaires per review and input from OCIO.  

	4
	Demo questionnaires in web site and Excel spreadsheets
	00
	$00.00
	Jul 20

	
	CONTRACTOR will present the questionnaire web site and spreadsheets to OCIO.  OCIO will then be able to enter sample data to review how contractors will actually use the system to enter and submit their information.

	5
	Finalize web site and spreadsheets
	00
	$00.00
	Aug 1

	
	Implement any changes per OCIO and troubleshoot any bugs encountered.  At this point we will send out a notice and instructions for contractors to begin entering inventory information.

	6
	Troubleshoot and support for contractors
	00
	$00.00
	Aug 21

	
	CONTRACTOR will provide assistance for contractors who have difficulties entering their information.  In addition, CONTRACTOR will keep OCIO up to date on contractors who are not participating and do follow-up requests / reminders for participation.

	7
	Receive and process questionnaires
	00
	$00.00
	Sep 1

	
	CONTRACTOR will compile spreadsheet and web based results into the underlying database for the system.  

	8
	Demo database system for adding and updating data
	00
	$00.00
	Sep 21

	
	CONTRACTOR will present the overall database system to OCIO for review.  OCIO will be able to look up individual entries, rates, and project breakdowns.  OCIO will be given a copy of the system to work with.

	9
	Finalize database system with navigation (not reporting)
	00
	$00.00
	Oct 1

	
	Implement any changes per OCIO and troubleshoot any bugs in the navigational or data aspects of the system.  Upon finalization OCIO will be given the finalized copy of the system (without reporting features).


	Timetable and Deliverables (Continued)

	Task
	Description
	Hours
	Cost
	Date

	10
	Demo custom reporting utility
	00
	$00.00
	Oct 21

	
	CONTRACTOR will present custom reporting features of the system for review by OCIO.  These reports will provide the basis for review and analysis of inventory results.

	11
	Finalize custom reporting and additional reports
	00
	$00.00
	Nov 1

	
	CONTRACTOR will work with OCIO to address any missing reporting needs.

	12
	Training and ongoing support
	00
	$00.00
	Nov 30

	
	CONTRACTOR will provide a training session for OCIO employees.  CONTRACTOR will be available for training and ongoing support as needed.

	13
	Transfer existing data into the system
	00
	$00.00
	Nov 30

	
	Existing data from the internal inventory will be added to the system.  Existing data will be available in all reporting features described in tasks 10 and 11.

	TOTALS
	00
	$00.00
	


	Change Orders and Dispute Resolution


The Contractor shall implement a Project Change Request (PCR) process to manage and approve any chances to the Statement of Work as herein described in this contract. The PCR will include the reason for the change, a complete description of work to be performed, an estimate of time to complete the task, a completion date for the PCR Statement of Work and an impact analysis indicting ramifications or impacts to the [project name],
 

If unforeseen circumstances arise where a change order or dispute resolution might be needed, CONTRACTOR will submit (in writing) a description of the problem and proposed resolution to the project manager and primary point of contact [Agency Point of Contact] for his/her consideration.  If change orders are needed, CONTRACTOR agrees to continue at the hourly rate of [$??/hr] specified in the proposal.
In the event it is determined that a change to the Statement of Work is required, a Contract amendment shall be made to the Contract in accordance with Section 8.A. of this Contract.  The PCR shall be used by the Contractor as the justification for a change to the Statement of Work.
	Expectations of State by Contractor


CONTRACTOR will rely on the Agency to provide [describe what the Agency will provide and/or deliver to the Contractor], assistance with contact information, review of milestones as they are completed, and general responsiveness to project needs and questions as they arise.  CONTRACTOR appreciates any input and/or critiques, and will work closely with the primary point of contact to ensure all goals and requirements of this project are met. 
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