*Be sure to put requirements in terms of “The Contractor shall”
*Be sure not to use automatic numbering/formatting


This template is not a complete list of what the SOW should include. Please delete or add sections as needed to organize and fully detail your SOW.

A.	Background: 

B.	Definitions: 

C.	Population Served: 

D.	Qualifications: 
1.	Contractor Qualification:
a.	Licenses: 
b.	Experience: 
c.	Certifications:
d.	Age requirements:
e.	Education:
2.	Contractor’s Staff Qualifications:
a.	Licenses:
b.	Experience:
c.	Certifications:
d.	Age requirements:
e.	Education:
3.	Volunteer Qualifications:

E.	Training Requirements: 
1.	Contractor Training Requirements:
2.	Direct-care Staff Training Requirements:
3.	Volunteer Training Requirements:

F.	Service Requirements:
If there are multiple service code options within this one Contract, consider what services all Contractors (regardless of what service codes are awarded) must provide. If the Contractor has the option to provide multiple services, then service requirements that pertain to all Contractors, regardless of the service codes they are awarded, belong in a General Service Requirements section. Requirements that are specific to a particular service must be outlined in that specific service description.
1.	General Service Requirements: (If applicable)
2.	Service A (Service Code AAA):
3.	Service B (Service Code BBB):
4.	Service C (Service Code CCC):
5.	Transportation: 

G.	Administrative Requirements:
1.	Policies & Procedures:
2.	Record Keeping: 
(1)	Personnel Files: 
(2)	Client Files:
(3)	Medicaid Records:
(4)	Other:
3.	Reporting Requirements:
(1)	Incident Reporting:
(2)	Quarterly Reports:
(3)	Annual Reports:
(4)	Other Reporting Requirements:
4.	Quality Monitoring Process:
5.	Other Administrative Requirements:

H.	Billing Requirements: (Consider what is already stated in the template)
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