Work Statements


Three Types of Work Statements

Statement of Work (SOW) 

A traditional SOW includes an outline or architecture of required program elements and often provides “how-to” instructions to ensure the Contractor will satisfy the contract objectives in a specific manner.  The key characteristics of a SOW are:

· States required outcomes and describes how the Contractor is expected to accomplish desired results. 

· Aligns requirements with objectives to follow the correct specification when satisfying objectives

· Typically 30-60 pages in length

Performance-Based SOW 

A Performance-Based SOW is similar to the traditional SOW but allows for more flexibility in how the contractor will satisfy the contract objectives.  This is the preferred format for services acquisitions.  The key characteristics of a Performance-Based SOW are:

· Specific and clearly-defined contract goals 

· Technical and schedule requirements stated in terms of desired results

· Methods of performance measurement

· Clearly established deliverables and other reporting requirements

For more information on Performance-Based Services Acquisitions (PBSA), please see the Acquisition Center of Excellence for Services at https://acc.dau.mil/ace and the Seven Steps to Performance Based Acquisition at http://www.acquisition.gov/comp/seven_steps/index.html.

Statement of Objectives (SOO)

A SOO states the overall solicitation objectives, addressing product-oriented goals rather than performance requirements.  This provides potential offerors maximum flexibility in developing their design approach, planning their own cost-effective solutions, and proposing innovative alternatives to meet the top-level objectives and product goals.  The SOO can also be used, along with the Performance Based SOW, in services acquisitions.   When including a SOO in a solicitation, build in extra time into the procurement schedule for source selection, as the possibility of wide variances in both technical and cost proposals may require increased evaluation time.  The key characteristics of a SOO are:

· Typically 2-4 pages 

· Separates requirements from objectives to have maximum flexibility in design approach.

· Avoids “how-to” statements

· Tends to be product-oriented

· Identifies conditions and constraints

Sections L and M are prepared differently when using a SOO instead of a SOW.  Ensure that you provide logical instructions to the offerors requesting proposal responses that support the objectives and evaluation criteria that clearly identify how the offerors' responses will be evaluated. Also, the SOO is usually replaced at contract award in the contract by the proposed SOW.

Tips and Pointers for Preparing a Government Work Statement 
For detailed instructions in preparing your SOW or SOO, refer to the DoD Handbook For Preparation Of Statement Of Work (SOW) MIL-HDBK-245d, 12 March 1999; and DoD’s PBSA guidebook.

When writing your work statement, consider the following advice: 

· Ensure you make use of the right language when addressing mandatory requirements (e.g., Contractor shall).

· Keep your language simple to avoid ambiguity.

· Take into account the appropriation being used to fund a requirement. Ensure your SOW/SOO requirements are written in a manner consistent with the type of appropriation.

· Avoid words such as “any,” “either,” and “and/or” – these words promote ambiguity due to the choice implied in the requirement.

· Be consistent in the way you refer to a given item in the work statement– maintain consistency throughout the document.

· Avoid abbreviation and ensure acronyms are spelled out upon first appearance or included in an acronym dictionary.

· Remember: nothing is free.  Ensure that your work statement includes only the essential Government requirements rather than “nice-to-haves.”

· Ensure the work statement is detailed enough to allow the offeror to submit an accurate and realistic cost estimate.
When reviewing your work statement, ask yourself the following questions:

· Will offerors be able to prepare a sound technical proposal? Are specific outcomes clearly stated so that the offeror will know exactly what to do and when it is required? Are tasks realistic and performable?

· Will offerors be able to prepare a sound cost proposal? Is the PWS sufficiently detailed to enable both the government and the offeror to estimate labor and other costs and to identify other resources required for accomplishing each task element?

· Are standards clearly identified in such a way that all parties can adequately measure performance? Is the PWS too restrictive?

· Are proper quantities and delivery dates indicated for each deliverable? Are schedules and frequencies of performance clearly defined?

· When it becomes necessary to reference other documents, are they properly described and cited?

· Have the appropriate Government and industry standards been researched and referenced in the PWS?

· Have any data requirements been specified separately in a data requirements section? Have extraneous data requirements been eliminated?
· Is the SOW consistent with all sections of the solicitation? 

· Is the SOW organized under the following major headings? 

· SCOPE 

· APPLICABLE DOCUMENTS 

· REQUIREMENTS 

· Is the “SCOPE” section free of everything that could be interpreted as: 

· Directions to the contractor to perform work tasks, 

· Specification of data requirements, and 

· Description of deliverable products? 

· Do documents listed in Section 2 have the specific version listed, along with other publication facts such as document numbers and dates where applicable? 

· Are all of the documents listed in section 2 actually cited? 

· When documents are cited, are only the specific sections necessary to do the work cited? 

· Is the document clear and complete enough for the contractor to estimate the probable cost and identify all resources needed to do the work? 

· Is there no question as to whether the contractor has been told what specific tasks to perform? 

· Are the binding requirements clearly distinguishable from the background information? 

· Is the SOW free of “how to” requirements? 

· Are the “acquisition streamlining” sections from MIL-HDBK-248 present? 

· Is the SOW free of statements that order or describe data items? 

· Is the SOW free of references to the Data Item Descriptions (DIDs)? 

· Is the SOW free of proposal requirements and evaluation factors? 

· Is the SOW free of business management matters that belong in the other contract sections, like requirements for time of performance? 

· Is the SOW free of specifications and amendments to specifications for equipment, parts, materials or other goods? 

· Is the SOW free of references to Government in-house management instructions? 

· Is the SOW free of requirements that cite Government specifications or standards? 

· Is the SOW free of requirements that cite handbooks, service regulations, technical orders, or any other Government document not specifically written according to DoD standards? 

· Does the title page contain the title, preparation date, procurement request number or contract number, revision number, date, and identity of the preparing organization? 

· If the document exceeds five pages, does it have a table of contents? If so, is the table correct? 

· Does the SOW require the delivery of a product or result other than just periodic progress reports? 

· Does each paragraph cover only one requirement? 

· Does each paragraph and subparagraph have a title? 

· Is the SOW free of pronouns with ambiguous antecedents? 

· Is the terminology consistent throughout the entire package? 

· Have you double-checked all of the “shall's” and “will's”? 

· Are you sure there are no “any’s” and “or's” that could be interpreted differently from what you might like? 
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