Standardized Scope of Work Sections

Instructions for Use

General Information: Scope of Work Sections are written based on CFLHD P3 activities. Descriptions of CFLHD P3 activities are located at http://www.cflhd.gov/design/activityDescriptions.cfm
Location of Scope of Work Sections and Standard Template: All Scope of Work Sections and the Scope of Work Standard Template are posted on the CFLHD Website at http://www.cflhd.gov/Project_Management/index.cfm 

Scope of Work Sections are named based on the corresponding P3 activity (i.e. – B2.doc, D1.doc). At the bottom of each Scope of Work Section is a list of deliverables that are required.

A base outline that includes all SOW Sections has been developed and called “SOW All.doc”. This file includes all sections to facilitate easy completion. In the event only a few tasks are required under a SOW, each individual section can be pasted into the base outline and the SOW created by using the following steps:

Assembly of the Scope of Work: The base Scope of Work file is named SOW Outline.doc. This file contains the standard template that should be used for all Task Orders. Each Functional Area has a corresponding section under Section II. Work Required. 

Assembly of the Scope of Work requires the following steps:

· Open the standard template file (SOW Outline.doc)

· Save the Scope of Work standard template file according to the Task Order number (i.e. – TO22sow.doc)

· Cut and Paste required P3 activity Scope of Work Sections into the standard template under the appropriate Functional Area heading in Section II. Work Required. For Scopes of Work requiring multiple sections for one Functional Area, the Scope of Work Sections should be inserted so they follow the logical progression of P3 activities. Care should be taken to assure that the numbering and formatting of each section does not change after pasting the section into the standard template.

· If no work is required under a specific discipline in a SOW, simply put “No work is required under this Task Order” under the discipline heading, DO NOT DELETE THE HEADING!

· Highlighted (yellow) sections throughout the standard template and inserted Scope of Work Sections should be modified to be project specific (i.e. – number of hours for meetings, Consultant name, etc.)

· Project specific activities should be inserted at the end of each Scope of Work Section that requires additional work. Project specific activities should be highlighted to be apparent when reviewing the document. Any changes made to the standard Scope of Work Sections or standard template should be highlighted as well. 

· The Deliverables Section within each Scope of Work Section should be summarized in the table in Section IV. Deliverables and Schedule under the appropriate P3 activity heading.

· Prepare a blank estimate spreadsheet using the template file Scope of Work Estimate Spreadsheet.xls. Change the filename to correspond to the correct Task Order number. The blank estimate should contain the same activities that are described in the body of the Scope of Work. 

Comments or Changes to Scope of Work Sections: These sections are intended to be living documents. When changes or comments are made that affect individual sections, the documents will be revised and updated on the website. If you would like to make comments or propose changes to Scope of Work Sections, please email comments to:

PMGroup.CFL@fhwa.dot.gov  (“CFL PM Group” for FHWA Outlook Users)

Change requests should address which Scope of Work Section(s) the request is for and provide specific recommendations for changes. 

