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Statement of Work or Objectives

Stage:  

Supplier/Agreement Management (Global)
Description:  

This procedure outlines the activities involved in preparing a Statement of Objectives (SOO) or a Statement of Work (SOW) for a new contract or new tasking.  An example of each is attached to this document.
The SOO identifies the broad, basic, top-level objectives. The SOO shifts the responsibility for preparing the SOW from the government to the solicitation respondents, encouraging innovative contract options and flexible design solutions.  It is a result of the identification of high and moderate risks based on the requirements document.  It tells the offerors which requirements are absolute must-haves and which ones can be sub-optimized to meet cost and schedule requirements.  The SOO should not address each Work Breakdown Schedule (WBS) element, but each WBS element should be traceable to something in the SOO.  For example, a SOO may instruct the bidder to address his engineering approach.  Addressing the engineering approach may trace to several WBS elements.  
The SOW identifies specific measurable performance-based requirements as well as financial or other incentives.  The SOW should include historical and projected workload data.  Qualitative and quantitative design and performance requirements specifications are typically referenced in the SOW, but the specific qualitative or quantitative technical requirements should not be spelled out.  For example, the referenced specification may cite reliability and maintainability requirements in terms of quantifiable mean‑time‑between failures (MTBF) and mean‑time‑to‑repair (MTTR); the SOW should task the contractor to establish, implement and control a reliability and maintainability program.  
A well written SOW or SOO also aids the government in the conduct of the source selection and contract administration after award.  For a more detailed description of the SOO and the SOW, see [http://akss.dau.mil/jsp/StatementofObjectivesInformationGuide.doc] and [http://acc.dau.mil/simplify/file_download.php/ACFD2.doc?URL_ID=7091&filename=103436166523ACFD2.doc&filetype=application%2Fmsword&filesize=246272&name=ACFD2.doc&location=user-S/].  This procedure includes roles and activities associated with writing the SOW or SOO including flowdown of tasking, requirements documents, process requirements, acceptance criteria, and deliverables.  
Entry Criteria: 
The following shall be completed before beginning this procedure:
· Receipt of project directive

· Initiation of source selection process

· User defined functional and technical performance requirements

Procedure Steps:  (These steps are not necessarily performed sequentially.)
1.   Project Manager:  Select Statement of Work or Statement of Objectives preparation team and obtain support commitments.

The Project Manager will:
      a. Identify organizations that will participate in the SOW or SOO development and obtain their commitments for representation, with the assistance of senior management.
      b. Define the technical scope of the work to be contracted, and assign experts in quality assurance, configuration management, engineering and testing to work on those sections of the SOW or SOO.

2.   Project Manager:  Plan Statement of Work or Statement of Objectives preparation approach.

The Project Manager will:
      a. Review policy, regulations, Systems Engineering Process and other governing documents with the Organizational Contracting Function that are applicable to the directed procurement.     
      b. Consider the project's direction and assign areas of responsibility to team members.  The Project Manager will obtain copies of recently approved SOWs or SOOs used for similar projects and review lessons learned associated with their development.

3.   Project Manager:  Develop top-level Work Breakdown Structure.  
The Project Manager will develop a top-level [Work Breakdown Structure] (WBS).  The WBS provides the framework for a disciplined approach of structuring and defining the total project.  

4.   Project Manager:  Identify data item and deliverable requirements.

The Project Manager with the assistance of the SOW or SOO preparation team identifies data and other required deliverables that will be developed as the contractor performs and completes the SOW or SOO tasks.  Proper tailoring and scheduling of data submission items require particular attention.  Data costs can be minimized by selectively eliminating unnecessary reports and requiring appropriately phased submissions.  The contractor's format can be the acceptable form for submission of data products.    
5.   Project Manager:  Define technical requirements tasking.

The Project Manager with the help of the SOW or SOO preparation team identifies all requirements, compliance specifications, design criteria, and other requirement documentation that must be included or appended to the SOW or SOO.  The specifications of work to be contracted and the standards and procedures to be followed are derived from the project's requirements, project plans, standards, and procedures.  The SOW or SOO contains a flowdown of these requirements, tailored to the procurement strategy for the software development project.  It provides an appropriate set of instructions clearly describing what the contractor is required to do (not how the contractor should do it) in sufficient detail that the contractor knows what is required.   
6.   Project Manager:  Define software engineering process tasking.  
The Project Manager identifies software engineering process requirements to be included in the SOW or SOO, such as critical milestones, government oversight and tracking activities, management and technical reviews, quality assurance audits, configuration management control and test planning.  Ensure that the contractor's internal procedures are documented and followed throughout the conduct of the project.

7.   Project Manager:  Compile preliminary Statement of Work or Statement of Objectives.

The Project Manager will: 

      a. Compile all team inputs and prepare the preliminary SOW or SOO.

      b. Ensure the SOW includes all required tasks and the SOW and SOO provide completion criteria for determining compliance.

8.   Project Manager:  Review and obtain approval.

The Project Manager circulates the preliminary SOW or SOO among all participating organizations for coordination, review, and comment.  After considering the results of this review, the Project Manager prepares a final SOW or SOO for coordination.

Exit Criteria: 
The following work products are a result of completing this procedure:

· Coordinated and approved SOW or SOO 
STATEMENT OF OBJECTIVES EXAMPLE 

(excerpt from OC-ALC/AE (ACE) Guide, 20 Jun 03)
1.0  Program Objective:

The objective of (Program Name) is to design, test, and manufacture an (end item) to satisfy the user’s need and performance requirements.

2.0  Contract Objectives.

It is an objective of this program that the contract define, as a minimum:

2.1  Design, Analysis, and Test:

The design of an (end item) to satisfy the user’s performance requirements (performance specification).  Performance of analysis and tests, as needed to aid the design process and to document the end item satisfies the user’s performance requirements.

2.2  Configuration Management:

Establishment of a product baseline to define the configuration of the (end item) with a demonstrated capability to satisfy the user’s performance requirements.  Establishment and maintenance of a configuration management process to thereafter control the (end item’s) configuration for the life of the contract.  Documentation of the design of the (end item’s) product baseline through the use of engineering data.  Establishment and maintenance of an Integrated Product Team, to include government personnel, for insight into the design’s progress.

2.3  Quality Control:

Development and maintenance of a quality program to ensure the (end item) is produced in accordance with the engineering data.  Development and implementation of procedures to properly maintain measuring and test equipment.  Development and implementation of procedures to ensure appropriate corrective action of nonconforming material.

2.4  Logistics:

Development and delivery of all data necessary to support the (end item) (including provisioning, installation, operational and repair manuals, and engineering data) consistent with the maintenance concept.  Compatibility (form and format) of the data with existing government systems is fundamental.

3.0 Management Objective:

The management objective is to allow the offeror the maximum flexibility to innovatively manage the program schedule, performance, risks, warranties, subcontracts, and data to produce an (end item) that satisfies the user’s performance requirements.  Another objective is to maintain clear government visibility into the program schedule, performance, and risk.

STATEMENT OF WORK FORMAT for non-service contracts
(excerpt from MIL-HDBK 245-D, 3 Apr 96)

1  Scope.  Include a statement about what this SOW covers.  Some background information may be helpful to clarify the needs of the procurement.

1.1  Background.  Do not discuss work tasks in Section 1.

2  Applicable Documents.  All documents invoked in the requirements section of the SOW must be listed in this section by document number and title.  These documents may include Standards, Specifications and other reference documents needed to identify and clarify the work task or deliverable product.  However, DoD and Departmental Instructions are provided to control in‑house work effort and should not be used in the SOW to control contractor effort.  Also, any document listed in this section must be invoked and selectively tailored to meet minimal needs of the planned procurement in the requirements section.  The exact version of any document cited in the SOW should be specified in this section.

2.1  Department of Defense specifications.

2.2  Department of Defense standards.

2.3  Other Government documents.

2.4  Industry documents.

3   Requirements.  The arrangement of technical tasks and subtasks within the Requirements section will be dictated by program requirements.  If a WBS is being used in the program, tasks should be arranged in accordance with that WBS.  It may be helpful to have a general task to orient the planning and use of the subsequent subtasks.  The following outline is a generalization.  Care should be exercised to scope the program tasks to meet only the minimal needs for the phase SOW or requirements.

3.1  General.

3.2  Detail tasks.

3.2.1 System engineering.


a. Technical studies ‑ including life cycle costs.

            b. System effectiveness planning, for example, reliability, maintainability and human factors.
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