STATEMENT OF WORK ESSENTIALS

The Statement of Work is a document that lists and describes all essential and technical requirements
for the effort to be performed, including standards to determine whether the requirements have been

met. This document must include a detailed budget and may include the following items where
appropriate:

Objective or purpose
Period of performance [ Timeline ]

A general description of the actions to be performed by the contractor/subcontractor and the
expected results.

A list of detailed work requirements. List tasks and what is expected. This should provide both
technical and performance specifications. [Specific tasks]

Performance, quality and timeliness requirements. This includes required or acceptable levels of
performance on each specific task measured in terms of accuracy, response time, and speed.
[ Methods |

Workload requirements. A description of levels or size of contractual/sub contractual effort.

Personnel requirements. Minimum qualifications or skill levels expected in the
contractor’s/subcontractor’s staffing.

Reporting requirements. Describe any reports to be submitted by the contractor/subcontractor
to show progress. [ Deliverables ]

Minimum Requirements:

A Statement of Work should consist of:

1) Specific Tasks

2) Methods to achieve those tasks

3) Deliverables

4) Timeline

All of the above should be specific to the project.
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