Statement of Work [SOW] Instructions
Note:  The use of the term “contractor” is synonymous with the terms subrecipient, subgrantee, subcontractor or vendor. 
1.
INTRODUCTION/BACKGROUND: 

a) Describe Contractor’s work to be performed in terms of required final outcome or results.  State the technical requirements that the Contractor needs to perform relating to their portion of the product or service as identified in the Prime Contract Statement of Work.  Define specific and clear subcontract goals. Explain how Contractor’s work will assist you in meeting the goals of the main project.
b) State the required results. 
2.
TECHNICAL REQUIREMENTS: 

Detail the tasks to be performed by the Contractor, stated as a subset of the tasks to be performed by HJF in the Prime SOW.  Do not use the entire Prime SOW, but list the tasks for this Contractor only.

Explain the work to be accomplished and describe the required main steps and actions. These tasks, developed to satisfy program needs, are essentially the contractor work requirements.  Base required tasks on the proposed technical approach, and management.  (Note: Labor categories, level of effort, and target rates are not identified in the SOW.  They are included in the Request for Proposal/budget.)

a) State mandatory task requirements. 

b) State technical and schedule requirements in terms of desired results.

c) Cite specifications and standards. 

d) Cite all references. 

e) Identify quality assurance elements with requirements for measurable performance standards or a quality assurance plan.

f) Establish task deliverables and other reporting requirements.

g) Define data required for any task that generates a deliverable. 

h) Cite the method of task performance measurement.

i) Describe how task acceptance and delivery is accomplished.

j) State task completion criteria and define what constitutes contractor performance completion.

3.
DELIVERABLES/SCHEDULE: 
Each deliverable shall have a detailed description and include monthly status reports and final written technical reports. 

a) Identify deliverables, milestones, and timeline.
b) List and define all deliverables (goods, functions to be performed, sequence for contacted goods and services, quantities, reports, meetings, test results, warranties, etc.) and any related key dates or milestones the contractor is required to meet.

c) Ensure descriptions are clear, concise, and with no doubt as to what is required. 

d) If acceptance criteria are applicable, identify each deliverable and match it to the acceptance criteria. 

e) If the deliverables cannot be specified, define the nature of the activities to be performed, the desired end state, and method to be employed to periodically assess and validate the contractor’s effort.

f) Identify a due date for each deliverable.  Contractor’s due dates must be earlier than the HJF’s Sponsor’s due dates.   
4.
APPLICABLE DOCUMENTS:  (This section is only to be used if Applicable)
a) Identify documents such as regulations, directives, military specifications (MIL-SPEC), military standards (MIL-STD), or other documents applicable to the requirement.  

b) Describe any special compliance requirements such as prior specific training of employees, security, inspections, insurance, qualifications, ISO Certifications, or licenses.
c) Identify the level of security required and whether access to classified material is anticipated.

d) Provide a copy of the supporting documents.
5.
PLACE OF PERFORMANCE:  Identify the locations where work will be performed.  
6.
PERIOD OF PERFORMANCE:  Identify the period of performance.
7. MONITORING THE PROGRESS: 
a) Identify frequency of the report (i.e. monthly or quarterly reports). 
b) Identify the specific requirements of the report or provide a sample format if available. 
c) Describe how satisfactory progress shall be monitored during the life of the contract deliverables (e.g. regular weekly meetings, e-mail or phone correspondence).  

d) Describe the methodology that the project personnel and HJF HQ can use for evaluation and acceptance of the Contractor’s goods or services before payment.
Note:  Always include final technical reports as a requirement. 






