STATEMENTS OF WORK


When writing a Statement of Work (SOW), you must ensure that it is clear and concise, and identifies specific work to be accomplished in a way that enables budget reviewers to be certian that it is properly chargeable to the appropriation being charged. If you are doing work in support of a procurement program, the statement of work needs to demonstrate that the work is in direct support of the program being charged. For example if you want a contractor to review a certain type of documentation for the SSN-X submarine program, you should say in the SOW "review design packages for SSN-X submarine program" rather than "review documentation". If the contractor is performing work citing multiple appropriations, it is recommended that the SOW provide different taskings for each appropriation, in order to ensure that the SEA 01 Budget Divisions can provide a prompt and accurate review.


The SOW must stand alone and be specific enough to allow and individual to review the SOW and absent any other documentation come to a conclusion on the use of the funding for the reasons stated on the document.

Statements of Work (SOW)
General:
· Should be clear and concise

· Should identify specific work to be accomplished

· Should identify specific program/equipment/foreign military sale case.

· Should provide the necessary detail to ensure the funding is proper.

If you are purchasing services:
· Does SOW refer to the specific equipment the services pertain, and/or the specific service desired.

· Are services a bona fide need of fiscal year being charged?

· If services are not of a continuing nature: Are services defined by task, time, and place?

· For services of a continuing nature: Are services defined by function?

· Tasks provided to define various evolutions that will lead to a finished product: Are services depicted in the order in which they will be accomplished?

· Standard Fair Share statements should be included where required.

· Contractor Support Service statements should be included where required.

Also….:
· Are the services are severable - Ensure that either:



Performance does not carry over beyond funds expiration.



Section 801 approval included to allow up to 12 month carryover.



Services are non-severable - Ensure task fully funded to completion. 


For procurement accounts (except SCN):


Should the services be annualized or fully funded (see Navy FM Policy Manual 075323)? 


If purchasing hardware:


Ensure SOW adequately describes hardware to be procured either in words or by reference to a specification. 

Avoid the following kinds of statements : 
· General statements, unless they are further defined by adding the phrase "That consists of..." or "consisting of..." and a specific list of those items contained within the tasking are stated.

· Open-ended statements like "including", "such as", "but not limited to", etc. are open-ended and leave the work statement open to interpretation. Use words such as "contain", "consist of" or "provided by the following" when listing tasks to be accomplished. Additionally, terms such as "provide support for" or "assist with" do not define the effort required. "Support" and "assist" are open-ended statements without a definition and should not be used.

· Undefined abbreviations and acronyms.

