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|U”'S: DEPARTMENT OF THE INTERIOR; Stbiect Number:
OFFICE OF SURFACE MINING {22

RECLAMATION AND ENFORCEMENT |7rsiteal Number:

504

Subject:

'DIRECTIVES SYSTEM &,

PROCUREMENT CHECKLIST AND STATEMENT OF WORK FORMAT

Approval: . e Title:

1. PURPOSE. This directive provides guidance in the form of a .
procurement checklist and a statement of work format to Office of ) -
Surface Mining Reclamation and Enforcement (OSMRE) employees

concerned with the preparation of statements of work for the

acquisition of goods or services for OSMRE. :

2. DEFINITIONS. None.

3. POLICIES AND PROCEDURES.

a. Concept. The OSMRE checklist and statement of work format
were developed to provide OSMRE's Contracting Officers Technical
Representatives with guidance for usge in preparing a statement of
work for the acquisition of goods or services for OSMRE.

b. Responsibilities. The checklist and statement of work
format are for Internal use only and are the responsibility of OSMRE
employees involved in the preparation of a statement of work.

4. REPORTING REQUIREMENTS. None.

5. REFERENCES. None.

6. EFFECT ON OTHER DOCUMENTS. None.

7. EFFECTIVE DATE. Upon issuance.

8. CONTACT. Divislion of Management Services, Branch of Procurement
(202) 343-4685.

OSM/N03
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STATEMENT OF WORK FORMAT

I. BACKGROUND

A. General History
B. Legislative History
C. Related Efforts

I1. PURPOSE

A. Overall Program Objectives
B. Specific Program Objectives
C. Relationship of Work to Overall Program Objectives

III. CONTRACT TASKS TO BE PERFORMED

A. Tasks

B. Methodologies

C. Specifications and Standards

D. Period of Performance

E. Govermment Provided Property (or Data)

This is the actual description of the work to be performed. This
portion of the SOW will tell prospective contractors what needs to
be done and, to the extent necessary, how. Schedule constraints
(i.e., the period of performance) and detalls on goverament
technical assistance (e.g., government provided property) are
included here since they may impact the substance of the work or
methodological constraints. Details may be referenced and the
referenced documents may be attached or further described in Section
VIII of this SOW format. If existing specifications or standards
are to be used to detail portions of the work, they should be listed
separately even though they may have been referenced in the task
descriptions.

VI. DELTVERABLES

A. Products or Services to be Performed
B. Milestones
C. Schedule (Chart or Narrative)

This portion states what the contractor delivers, when it is due and
to wvhom the deliverable is submitted. It should also include the
format and number of copies. The deliverable schedule may be
expressed as specified calendar dates or elapsed calendar/work days
from a milestone.



V. PROCRAM MANAGEMENT AND CONTROL REQUIREMENTS

A. Quality Control
B. Cost Control
C. Management System Requirements

Although these management requirements gre separated from the basic
work requirements, they must be developed in coordination with task
requirements and will become co-equal requirements to be followed in
contract performance.

Vi. REPORTING REQUIREMENTS

A. Interim Technical Progress Reports
B. Final Technical Progress Report
C. Briefings

This section includes the frequency and conmtent requirements for
contractor reporting. This section should include requirements for
contractor briefings and preparation and submission of briefing
materials.

VII. INSPECTION, TEST, AND ACCEPTANCE CRITERIA

A. Interim Approvals Required
B. Method of Evaluation
C. Test and Testing Procedures

This portion sets forth the standards by which deliverables
(including services) will be accepted or rejected. As applicable,
time frames for acceptable contractor response to service requests
should be stated. The standards set forth are the only ones which
may be properly used to accept or reject the projects of the
‘contract.

VIII. EXHIBITS AND REFERENCE DOCUMENTS

A. Bibliography and Reference

B. Sample Formats for Reports

C. Detailed Deseription of Government Furnished Property
D. Specifications and Standards

Lengthy material, of whatever nature, should be included in a
references section rather than in another portion of the SOW. For
example, adherence to a 15 page technical ADP standard may be a
crucial methodological requirement for the task description, but
inclusion of 15 pages of detail would unnecessarily interrupt the
flow of the task description. The same principles apply for
instance, to background material and an annotated bibliography.



