Standardized Scope of Work Sections

Instructions for Use

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 

Assembly of the Scope of Work:
A/E Projects:  Use all text except Section O. Materials and Construction Support – change blue text to black

CFL Internal Projects:  Delete all blue text

Hidden Text:  To turn on/off; 1) select ¶ from the toolbar to toggle or 2)Tools>Options>View>Formatting Marks – Select/deselect hidden text.  Will not print unless Print>Options>Hidden Text is selected
Assembly of the Scope of Work requires the following steps:

· Revise sections under Introduction as described in the hidden text

· 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 steps should be inserted as appropriate.  All steps should be customized for each individual project.  These steps are intended to be generic and can be modified to fit specific project situations.
· Prepare a blank estimate spreadsheet using the IGE Spreadsheet template 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. 

