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It’s great to see you all.  Thank you for attending this Statement of Work workshop, this afternoon.  We will be starting shortly.



INTENTIONS OF THIS WORKSHOP

* Why is this important
 Learning How to Develop a Statement of Work
 Describing various parts of a Statement of Work

« Understanding how the Statement of Work might change
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INTRODUCTIONS AND DISCLAIMER
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AGENDA

* Why is this Important?

 Statement of Work Overview

 Why These Matter?

* Who Does What?

« Statement of Work parts

« 2 Ways to Develop a Statement of Work
 Using a Statewide or Cooperative Contract
* Wrap Up

* Resources

* Questions and Answers
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WHY IS THIS IMPORTANT
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Developing a clear statement of work (SOW) in contracting is a significant step in setting expectations, mitigating risks, and ensuring accountability for both purchasers and contractors.

Training Need Identification: This workshop aims at assisting programs in drafting statements of work, who often do not receive this type of training, which can lead to incomplete drafts missing key elements necessary for risk mitigation and contract clarity.

Role in Contract Enforcement: A well-crafted statement of work supports standard contract clauses by clearly defining deliverables, acceptance criteria, and milestones, making contract enforcement possible and effective.

Risk Mitigation: Detailed statements of work can help mitigate agency risk by specifying expectations, timelines, and performance standards, which are crucial for both legal and operational success.



STATEMENT OF WORK
WHAT IS IT?

* QOutlines the Agreement between
Purchaser and Contractor

 Defines the scope, and the
who, what, when, where, how,
and terms of payment.

 Used throughout the process:
development, solicitation, and
Implementation (the contract).
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Statement of Work – Essentially, the Statement of Work outlines the agreement between the purchaser and the contractor, stating what is expected from each party, including specific tasks and deliverables. It consists of several elements including the scope, the who, what, when, where, how, and the terms of payment. 


WHY DOES IT MATTER?
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The Statement of Work is the foundation for both the solicitation and the resulting contract. 

A Scope outlines the information for bidders regarding an upcoming purchase. It clarifies what the purchase involves and includes key information, specifications, and requirements to help bidders prepare strong bids.

A Statement of Work provides an expansion on the Scope by including necessary details. It outlines expectations (What needs to be done), timelines (When it should be completed), and the method for carrying out the work (How it will be done). This can specify deliverables, performance requirements, acceptance criteria, and terms of payment for each phase or milestone. At some level, a Statement of Work will always be part of the solicitation and the contract. We will cover all of these elements in greater detail shortly. Essentially, the Statement of Work ensures that both parties have a clear understanding of how the work will be executed and what will be considered success. Since it is part of the contract, the Statement of Work holds both parties accountable to these details. 
 
Why it matters for a solicitation (defines what the purchase is and any specifications)
Why it matters for a contract (guides contractors' performances and contract management)



WHO DOES WHAT?

Project or Program Expert-
provides the outline of the
purchasing needs.

Procurement Expert- takes the
draft Statement of Work and
finalizes it into the contract.
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The Project or Program Expert acts as a representative for the project or purchase and is usually a Subject Matter Expert (SME), program member, purchaser, or part of the sourcing team. This expert provides the initial outline of the purchasing needs and will guide the final negotiations and discussions leading to the Statement of Work in the Contract. Specifically, they provide language suggestions for the ‘first draft’ of a Statement of Work to the procurement coordinator, including relevant background information, the goals of the purchase, and any requirements, such as a timeline, minimum standards, and exclusions. Some SME’s will also be involved in the evaluation process and in the final contract development steps.

The Procurement Expert specializes in procurement statutes, regulations, policies & procedures. Their role is to take the draft Statement of work provided by project or program experts and finalize it into a clear, comprehensive Statement of work. This is done in partnership with the project or program experts to ensure alignment with the solicitation and contract.  Procurement experts offer an ‘outsider perspective’ on the draft, identifying any gaps and potential project consequences. Their duties typically include conducting research, editing the draft, asking questions to clarify any uncertainties, and modifying the final language as needed. The finalized document will then guide the procurement strategy, including requirements for bidders, minimum qualifications, evaluation criteria, terms and conditions, and the final Statement of Work. Additionally, they monitor progress to ensure that the scope allows for fair and unbiased competition. This collaboration enhances the procurement expert's value to the project.  




BREAK - QUESTIONS AND ANSWERS



PARTS OF A STATEMENT OF WORK:
THE SCOPE
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Background– Offering some background information in a solicitation can help to give context to the purchasing request. 

Broad description – In addition to the background/contextual information, the scope will give a broad description of what is being purchased.




PARTS OF A STATEMENT OF WORK:
WHO

« Contractor vs Purchaser

* Task Assignments

« Approval and Acceptance

e Review Points

 Substitution and Qualifications


Presenter Notes
Presentation Notes
“Who" component of the Statement of Work, it’s crucial to clearly define the various roles and responsibilities.  The “who” includes not only the contractor but also the purchaser. 

Contractor – Identifies the key personnel who will be involved, such as project managers, technical leads, and on- site staff. 

Purchaser – This refers to the individual who defines the expectations for what the contractor must do.

Task Assignments – This outlines who is responsible for executing each specific task within the project. For example, if software implementation is part of the project, specify who will manage the training, data migration, user acceptance testing, and ongoing support.

Approval and Acceptance – Specifies who is responsible for approving and accepting deliverables at different phases or milestones. Clearly defining these approval points ensures that the right people are involved, which is particularly important in IT projects where accuracy is critical.

Review Points – Specify who will conduct reviews at key phases or milestones to assess progress and compliance within the statement of work.

Substitution and Qualifications – Addressing the potential for personnel changes by stipulating that only qualified individuals will perform specific tasks. While some exceptional proposals may highlight highly qualified personnel, contractors may later replace these individuals with less qualified staff to carry out the work. To prevent this, a clear outline of responsibilities in the solicitation is essential, and protective measures should be included in the contract.





PARTS OF A STATEMENT OF WORK:
WHAT
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Specifications – – Include any requirements, delivery needs, licenses or certifications, or implementation metrics that you know will be required.

Performance/Results – Defines what success looks like.

Acceptance criteria – Defines what is needed if there are specific acceptance criteria or quality control measures

Assumptions  – Describes what, if any, assumptions are relevant to the project. 

Levels of Services - If there are different levels of service that may be billed at various rates, describe these levels and the expectations associated with each. 




PARTS OF A STATEMENT OF WORK:
WHAT - DELIVERABLES
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A deliverable is the actual work product, or specific output that can be verified and measured in some way. 

It is preferred to tie deliverables to payment for accountability purposes

It’s critical to define the criteria of an acceptable deliverable in your solicitation and resultant contract, and tie payment to deliverables whenever possible












PARTS OF A STATEMENT OF WORK:

WHEN

Key deliverables and
timelines are outline
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If the project involves reporting requirements, it's important to specify the timeline for the submission of these reports. Clearly indicating when each report is due can maintain project momentum.  Detail any necessary formats or content guidelines that the reports must adhere to for consistency and compliance.

In some cases, you may ask bidders to propose a project schedule that specifies when certain phases or milestones must be met.  Defining these timelines in advance allows flexibility and innovation in how the project is executed. If there are particular phases or milestones that must be achieved throughout the project, these should be defined at the outset. This clarity helps to manage expectations and accountability among all those involved. 






PARTS OF A STATEMENT OF WORK:
WHERE

 Location of the Work

» Security Requirements

 Travel Guidelines
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Location of the Work: 

On-Site vs Remote – Outline whether the work will be conducted at a designated physical location, or if the contractor has the flexibility to work at a remote location. 
 
State Property or Rented Space – Determine if the work will occur on state property or if an alternative location must be rented. If rented, who will be responsible for finding and securing the rented space, and who will cover the costs? This could potentially include rental fees, utilities, and maintenance as part of the project budget.
 
Security Requirements: If the location may have specific security protocols (such as fingerprinting, ID badges, background checks), these must be clearly defined in the Statement of Work. The process includes where to submit the necessary paperwork and the timelines for completing security clearances. It's also important to identify who will be responsible for security logistics and costs.
 
Travel Guidelines: If travel is necessary, detail the guidelines that must be followed. This could include any required travel approvals, allowed modes of transportation, and how travel arrangements are to be managed. Clearly define which costs are billable and non-billable. Establish a per diem rate if applicable, based on receipts or travel itineraries. 



PARTS OF A STATEMENT OF WORK:
HOW

Consider Risks and Strategies

Required Performance Security
Certifications Criteria Measures
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Required Certifications: One risk might be that performance of your contract will require that the individuals doing the work, or the business, must hold necessary certifications or licenses. 

Performance Criteria: A certain criteria that must be met (regulation, policy, laws, maybe your funding source has specific criteria that must be met, or your program has specific requirements)

Security measures: IT project (the handling of Protected Health Information (PHI) or Personally Identifiable Information (PII) has specific rules, HIPAA and other, that must be followed)






PARTS OF A STATEMENT OF WORK:

TERMS OF PAYMENT

 Qutlines how and when
 Tie payments to performance

* Protects purchasers through
accountability


Presenter Notes
Presentation Notes
Establishing clear terms of payment helps to safeguard everyone's interests. It is important for a bidder to understand what a payment schedule will look like as they develop their bid. Particularly for small businesses, cash flow matters, and understanding expectations up front can be very helpful. You will want to clearly define when invoices are to be submitted, and when payments will be made. 




BREAK - QUESTIONS AND ANSWERS



TWO WAYS TO DEVELOP
A STATEMENT OF WORK
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The first way is when the purchaser knows exactly what it wants to purchase. In this situation, the statement of work is already fully developed. It will define what is included and what is not, and will detail the necessary tasks, deadlines, and products or deliverables. It will include the timeline, acceptance criteria, payment terms, and any assumptions for both parties. It ticks all the boxes of our definition (who, what, when, where, how, payment). It specifies exactly what is needed and asks bidders to tell us they are qualified and capable, and how much they will charge, with little variance. 





CONTINUATION - TWO WAYS TO DEVELOP
A STATEMENT OF WORK
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The second way to frame an SOW is by describing a problem that needs to be solved or a gap that needs to be filled, inviting bidders to propose their expertise and solution. This format is more commonly seen in IT and service solicitations





QUESTIONS AND ANSWERS
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PURCHASING UNDER A STATEWIDE OR

COOPERATIVE CONTRACT

 Well-defined Statement of Work

* Purchase Order helps understand the needs
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Purchase Order (PO) when buying off a Statewide or Cooperative Contract. A Statement of work should be a part of a PO, meaning that you should consider each of the parts when writing the PO. The scope of what you are purchasing, the who, what, when, where, how, and terms of payment should all be considered and included.




WRAP UP

Statement of Work outlines what is expected

Clear understanding for both parties

Scope clarifies the boundaries of any purchase

Statement of Work provides an expansion...
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A Statement of Work provides both parties with a clear understanding of how the work will be executed and what constitutes success. Since it is part of the contract, the Statement of Work holds both parties accountable to these details. 

Scope – it clarifies the boundaries of the purchase and provides all important background information, specifications, and requirements.
 
The Statement of Work provides an expansion on the Scope in the specifics, including answers to the questions.





RESOURCES

* Washington State Procurement Manual:
DES WA State Procurement Manual

* NIGP resource:
Scope of Work and Statement of Work

« NASPO Procurement U:
Introduction to Scopes of Work
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WA Procurement Manual is on the DES website, under the ‘Purchase’ tab. There is a section on Scope of Work & Statement of Work, including examples. 

NIGP, or National Institute for Governmental Purchasing, is the procurement entity who defines these things for the procurement field. 

NASPO, or National Association of State Procurement Professionals, offers various trainings through their ‘Procurement U’, including one on this topic

https://des.wa.gov/purchase/washington-state-procurement-manual#CAP
https://www.nigp.org/resource/global-best-practices/Distinguishing%20Between%20Scope%20of%20Work%20and%20Statement%20of%20Work%20best%20practice.pdf
https://www.naspo.org/procurement-u/course-catalog/117-introduction-to-scopes-of-work-sows/

Question and Answers - Poll



THANK YOU

descontractsstrategy@des.wa.gov www.des.wa.gov



Presenter Notes
Presentation Notes
Thank you all for coming, we really appreciate it and hope this was useful information.

Any additional questions or feedback that you would like to provide, please feel free to reach out to us via email.

mailto:descontractsstrategy@des.wa.gov
http://www.des.wa.gov/
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