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1.
Introduction
The purpose of this Statement of Work (SOW) is to detail the tasks and responsibilities of <VENDOR NAME> (hereinafter, the Vendor) in relation to the contract with <Organization Name> (hereinafter, the Organization) for <briefly DESCRIBE SERVICE>.

1.1
Background

<EXPLAIN WHY THE ORGANIZATION IS ACQUIRING THIS SERVICE> [Example: The Organization is contracting to provide for the services to remove the existing copier equipment and deploy a new fleet of equipment. The Vendor shall maintain the equipment per the <PROJECT NAME> Service Level Agreement.]

2.
Scope

This SOW shall apply to the term stated in the <VENDOR NAME> contract. < DESCRIBE FULLY ALL WORK RELATED TO THIS CONTRACT> [Example:
· The contract goes into effect <DATE 1> and shall terminate on <DATE 2>.

· The current copier fleet shall be removed and transitioned into a new placement. 

· The Vendor shall install 85 digital copiers per the attachment A (list of locations with monthly copy volumes) for the yearly cost of $<XXX,XXX.XX>. 

· The contract includes all equipment, installation, removal, maintenance, upgrades and all supplies (excluding paper and staples). 

· This SOW shall be done in the manner stated by the Copier Program Service Level Agreement agreed to by both the Vendor and the Organization. 

· This statement of work is subject to all conditions and requirements of the initial bid by the Vendor.]

3.
Tasks

3.1
General Requirements

· The Vendor shall submit a cost proposal with an associated project management plan addressing the tasks specified in the SOW 

· Subtasks not specified in the SOW will be identified and include associated costs by project and task, milestones, and deliverable dates 

· All written deliverables must be phrased in terms and language that can be easily understood by non-technical personnel (e.g., laypersons without subject matter expertise) 

· All document deliverables must be in formats (hard copy and electronic) as specified by the customer/client - at a minimum, the formats be in industry accepted standards (e.g., MS Word, MS PowerPoint, MS Project) 

· The customer/client will complete a review of each submitted deliverable within specified working days for the date of receipt 

· A kickoff meeting will be held at a location and time selected by the Organization where the Vendor and its staff will be introduced to the Organization.

· The Vendor and/or its staff must have knowledge and expertise of the environment (e.g., platforms, software, applications, network, tools, etc.) for which work is to be performed 

· All items of this agreement shall be done in accordance with the <PROJECT NAME> Service Level Agreement.

3.2
Mandatory Tasks and Associate Deliverables

<LIST ALL MAJOR TASKS AND DELIVERABLES RELATED TO THIS PROJECT> [Example:
3.2.1
Removal of Existing Equipment

· The Vendor shall remove all of the previous contracted equipment in preparation for deployment of the new equipment. 

· A removal schedule shall be created to match the deployment schedule.

· The removal schedule shall be approved by the Organization’s <PROJECT NAME> Project Manager before work begins removing any equipment.

· Deliverables:

· Removal Schedule

· Report of final meterage readings per device.

3.2.2
Implementation Plan

· The Vendor shall deploy equipment as directed in Attachment A. The deployment shall include acquisition, Site readiness check, installation, configuration, and test.

· The Vendor shall present to the Organization’s <PROJECT NAME> Project Manager an Implementation Schedule detailing deployment of devices listed in Attachment A.

· Deliverables:

· Implementation Schedule tied to the Deployment List 

· Deployment List of devices with locations.

3.2.3
Training Plan 

· The Vendor shall provide a detailed training plan and schedule.

· Deliverables:

· Training Schedule, matching the Deployment Schedule

· Training Curriculum for Key Operators and Users

3.2.4
Maintenance Plan

· The Vendor shall provide a Maintenance Plan covering each type of device and the associated preventive maintenance program. All devices shall be maintained per the requirements of the <PROJECT NAME> Service Level Agreement.

· Deliverables:

· Maintenance Plan.

3.2.5
Reporting

· The Vendor shall provide reporting to the <PROJECT NAME> Program Manager on a <DEFINE REPORTING INTERVAL> [Example: quarterly and yearly> basis. The document shall report for each device: Service Standards, <LIST IMPORTANT PARAMETERS> [Example: Device uptime, usage rates by account code and function, device downtime and service calls.> <LIST FORMATS REQUIRED> [Example: Reports shall be provided in MS Office format>

· Deliverables: 

· Weekly Reports

· Monthly Reports

· Quarterly Reports

· Annual Reports.

3.2.6
Change Management Plan

· The Vendor shall provide a Change Management Plan to document procedures for additions, deletions and modifications to the <LIST ITEMS THAT MIGHT BE CHANGED>.

· Deliverables: 

· Procedures for Additions

· Procedures for Modifications

· Procedures for Deletions.

4.
Deliverables

4.1
Delivery Schedule

	No.
	Item
	SOW Paragraph
	Draft Due Date
	Final Due Date
	Recipient

	1
	Removal Schedule
	3.2.1
	 
	 
	 

	2
	Implementation Schedule Tied to Deployment List 
	3.2.2
	 
	 
	 

	3
	Deployment List of Devices with Locations
	3.2.2
	 
	 
	 

	4
	Training Schedule, Matching the Deployment Schedule
	3.2.3
	 
	 
	 

	5
	Training Curriculum for Key Operators and Users
	3.2.3
	 
	 
	 

	6
	Maintenance Plan
	3.2.4
	 
	 
	 

	7
	Quarterly Reports
	3.2.5
	 
	 
	

	8
	Annual Reports
	3.2.5
	 
	 
	

	9
	Procedures for Additions
	3.2.6
	
	
	

	10
	Procedures for Modifications
	3.2.6
	
	
	

	11
	Procedures for Deletions
	3.2.6
	
	
	


· Deliverables must be provided on the dates specified in the proposal with associated project management plan. Any changes to the delivery date must have prior approval (in writing) by the <PROJECT NAME> Project Manager or designate. 

· All deliverables must be submitted in a format approved by the customer/client contract official. At a minimum, the deliverable must be in an industry standard format - unless otherwise stipulated. 

· If the deliverable cannot be provided within the scheduled time frame, the service provider is required to contact the <PROJECT NAME> Project Manager in writing with a reason for the delay and the proposed revised schedule. The request for a revised schedule must include the impact on related tasks and the overall project. 

· A request for a revised schedule must be reviewed and approved by the <PROJECT NAME> Project Manager before placed in effect. Contract Terms and Conditions may dictate penalties, costs, and other actions based on the facts related to the request for a revised schedule.

4.2
Reports and Meetings

· The Vendor is required to provide the <PROJECT NAME> Project Manager with weekly written progress reports (one copy) of the implementation phase of this project. These are due to the <PROJECT NAME> Project Manager by the close of business (COB) on the last workday of the end of each calendar month throughout the life of the project 

· The progress reports shall cover all work performed and completed during the week for which the progress report is provided and shall present the work to be performed during the subsequent week. 

· The progress report shall identify any problems encountered or still outstanding with an explanation of the cause and resolution of the problem or how the problem will be resolved. 

· The Vendor will be responsible for conducting weekly status meetings with the <PROJECT NAME> Project Manager. The meetings will be held on Monday of each week - at a time and place so designated by the <PROJECT NAME> Project Manager - unless revised by the <PROJECT NAME> Project Manager. The meetings can be in person or over the phone. 

5.
Period of Performance

· The Vendor will conduct and complete the work associated with the contract at sites appropriate to the task and mutually agreed upon between the Vendor and the Organization. 

· Mandatory tasks required under this SOW shall be completed in the specified number of calendar days or less from the date of the award - unless otherwise directed or agreed to by the <PROJECT NAME> Project Manager.

6.
Payments

The Vendor shall invoice the Organization on a quarterly basis for payment on this statement of work. The invoice shall detail the each device, cost and the associated usage.

7.
Vendor Personnel Requirements

The Vendor must have specialized experience and knowledge commensurate with the Organization’s environment, device deployments and the specified task. 

8.
Customer/Client-Furnished Equipment and Work Space

· Depending on the nature of the task, the <PROJECT NAME> Project Manager will provide system access for on-site and off-site work - in accordance with established company policies, standards, regulations, and rules of conduct 

· The <PROJECT NAME> Project Manager will provide the appropriate procedures, guidelines, standards, reference materials, and system/application documentation 

· The <PROJECT NAME> Project Manager will provide access to the appropriate personnel (management, technical, subject matter expertise, etc.) necessary to fulfill the contract requirements.

9.
Handling of Sensitive and/or Proprietary Information

· The Vendor will provide personnel who have signed or will sign a Non-Disclosure Agreement (NDA) or have been granted a classification clearance commensurate with the sensitivity of the tasks to be performed. 

· Any information assets (company owned or custodial care) no longer required to complete the prescribed tasks must be returned to a designated Organization representative for storage or destruction. Unless approved by a designated Organization official, no sensitive or proprietary Organization information shall be removed, copies, or otherwise replicated from the Organization’s site or domain.

10.
Confidentiality and Non-Disclosure

· The preliminary and final deliverables as well as all associated working papers and other material considered relevant by the Organization’s Contracting Official (CO) that have been generated by the Vendor in the performance of Organization business are the property of the Organization and must be submitted to the CO at the conclusion of the effort for evaluation, classification, and disposition. 

· Access and use of the Organization’s network shall be considered sensitive, on an as-required basis, and must be appropriately protected. 

· All documents - hard copy or electronic - produced for this project are the property of the Organization. All appropriate project documentation will be given to the CO during and at the end of the contract. The Vendor will release no information without written permission from the Organization, or other designated official. Any request for information relating to this contract presented to the Vendor must be submitted to the CO for a response. 

· The service provider personnel will be required to have a classification clearance commensurate with the sensitivity of the tasks to be performed. These personnel will be required to sign Non-Disclosure Statements and follow all provisions, restrictions, procedures, and policies commensurate to the tasks to be performed. 

· Nothing herein shall be construed or applied in a manner inconsistent with <Your state or province> Public Records Law, General Statutes …..
11
Travel

· All travel shall be the responsibility of the Vendor.

· Whenever possible, conference calls and video conferencing (when available and cost effective) should be used. 
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