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SCOPE OF WORK (SOW)
TOOL & CHECKLIST
	Program Manager (s):
	Click here to enter text.
	Contact Analyst:
	Click here to enter text.
	Start Date:
	Click here to enter a date.
	Deadline: 
	Click here to enter a date.
	Project Notes:
	Click here to enter text.


	SOW TOOL
This tool is not a complete list of what the SOW should include. Please omit or add information as needed to organize and fully detail your SOW and requirements. This tool is best utilized by listing short and concise specifications.

	A.  Background:
Could the Contractor benefit from background information? If so, consider using a background section to provide some general information about the services or unique circumstances of this service. Please be sure to avoid inserting any requirements and keep this section short and succinct

	Click here to enter text.
	B.  Definitions:
Are there terms in the SOW that are believed to be understood (but may not be), terms that are commonly used in a field, or terms that could otherwise be misunderstood? If so, consider building a definitions section of terms that occur in your SOW in order to secure clarity. While drafting the subsequent sections of this SOW, use these terms consistently throughout your SOW as defined. Acronyms, terms like “Person”, “Client”, “Direct-care Staff”, and terminology specific to a field or industry that a layman might not be familiar with should also be defined. Please do not include any service requirements.  Please also be sure to avoid defining terms that are not actually used elsewhere in the SOW.

	Click here to enter text.
	C.  Population Served:
What is unique about the population that this Contractor is to provide services to? Can the population description be broadened to include System of Care and other Divisions’ clients? Will the Contractor benefit from this information? Does it provide clarity? Click this field and enter population language.

	Click here to enter text.
	D.  Qualifications:
If the same qualifications apply to the Contractor, its employees, volunteers and subcontractors (if allowed to subcontract) use the field directly below.  If qualifications are unique by populations within the Contractor's staff (like Contractor, Direct Care Staff, volunteer, etc) use the fields that follow (D. #1, #2, and #3). 
The more clearly the SOW is written, the less room there is for misinterpreting Contract requirements.  Remember, in the case of a Contract dispute not resolved by the parties, the matter will end up before a judge or jury for a decision and, most likely, neither will have any program expertise. The rule of thumb in contract law is that the only terms binding upon the parties are the written terms of the Contract.

	Click here to enter text.
	☐  1. Contractor Qualifications: (Licenses, Experience, Certifications, Age Requirements, Education) When building your qualifications section, keep in mind this will also be your criteria if the service is to be acquired through procurement. Consider how the Contractor will demonstrate the requirement during the procurement stage as well as to Contract Monitors. Are there requirements specifically for the Contractor/Contractor’s Staff/Volunteers? Are these requirements one in the same? If they are separate consider making separate sections to delineate requirements between these various individuals “Contractor” vs. “Contractor Staff” etc. Be specific to what is required by naming the license, certification or experience precisely. 

	Click here to enter text.
	☐  2. Contractor's Staff Qualifications: (Licenses (in good standing?  Without any sanctions within ___ years or currently pending?), Experience (full time?  Within the past ___ years?), Certifications, Age Requirements, Education, etc.)

	Click here to enter text.
	☐  3. Volunteer Qualifications: (Licenses, Experience, Certifications, Age Requirements, Education)

	Click here to enter text.

	E.  Training Requirements:
If the same trainings requirements apply to the Contractor, its employees, volunteers and subcontractors (if allowed to subcontract) use the field directly below.  If training requirements are unique by populations within the Contractor's staff (like Contractor, Staff, volunteer, etc.) use the fields that follow (E. #1, #2, and #3). 
Cite the required training (does it have a specific name?). Do you require a specific number of hours? When must this training be completed and does this need to be repeated each year (for example you could group all the training that is necessary prior to working with client into one section, the training to be completed every 60 days into one section, etc.)?Does this training need to be approved by someone in the division? If so, who must approve the training? Must the approval be in writing? Must the approval be in advance? Does the Contractor need to obtain any documentation from said training, and does this need to be turned in to anyone (if so, define the “who, what and when”)?

	Click here to enter text.
	☐  1.  Contractor Training Requirements: 

	Click here to enter text.
	☐  2. Staff Training Requirements
Do you have training requirements for specific populations within the Contractor’s Staff? If so, divide them into specific sections such as “Direct Care Staff Training Requirements” and a “General Staff Training Requirements” for requirements that pertain to the entire staff. If requirements apply to all staff, there is no need to break them out.

	Click here to enter text.
	☐  3. Volunteer Training Requirements

	Click here to enter text.






	☐F.  Service Requirements (For Multiple Service Options)
If multiple service code options exist within this one SOW, consider what services all Contractors (regardless of what service codes are awarded) must provide (Who, What, Where, When, How, Outcome measures, & Limitations). If the Contractor has the option to provide multiple services, then services all Contractors must provide belong in a General Service Requirements section. Requirements that are specific to a particular service must be outlined in each specific service description. Please avoid vague terms such as “when applicable” or “if necessary”, because you will not be able to effectively monitor or enforce them.

	1.  General Service Requirements:

	Click here to enter text.
	2.  Specific Service Description 1:
Click here to enter text.

	3.  Specific Service Description 2:

	Click here to enter text.
	4.  Specific Service Description 3:

	Click here to enter text.
	5.  Transportation:  (Is the Contractor providing transportation as part of this Contract? Are they to bill for transportation or are the costs for providing transportation services already included in the rate?)

	Click here to enter text.
	



	☐F.  Service Requirements (All Contractors Provide the Same Service)
If all Contractors provide the same services, use the spaces below and omit the  section F above)

	1.  Service Requirements
(Who, What, Where, When, How, Outcome measures, & Limitations)

	Click here to enter text.
	2.  Transportation:
Is the Contractor providing transportation as part of this Contract? Are they to bill for transportation or are the costs for providing transportation services already included in the rate?

	Click here to enter text.


	G.  Administrative Requirements

	1.  Policies & Procedures:

	Click here to enter text.
	2.  Record Keeping:

	(1)  Personnel Files: (Is this requirement only for the Contractor’s staff providing services)

	Click here to enter text.
	(2)  Client Files:

	Click here to enter text.
	(3)  Medicaid Records:

	Click here to enter text.
	(4)  Other Record Keeping Requirements:

	Click here to enter text.
	3.  Reporting Requirements: (Be specific to what each of the various reporting requirements shall include, and when and to whom they must be submitted)

	Click here to enter text.
	(1)  Incident Reports:

	Click here to enter text.
	(2)  Quarterly Reports:

	Click here to enter text.
	(3)  Annual Reports:

	Click here to enter text.
	(4)  Other Reporting Requirements:

	Click here to enter text.
	4.  Quality Monitoring Process:

	Click here to enter text.
	5.  Other Administrative Requirements: (For Example: Required hours of operation.)

	Click here to enter text.


	H.  Billing Requirements: This should only be used to define terms beyond what is already included in the Contract template.

	Click here to enter text.



CHECKLIST
	CONTRACTOR REQUIREMENTS:
	

	1.   Ensure requirements are specific of what you want the Contractor to do. What are the desired outcomes?
	☐Requirements are specific
☐Outcomes have been established

	An effective SOW requires taking time to think through the specifics of what is necessary to achieve the desired results under the Contract.  Specifications should be based on what DHS wants most from our providers; evidence based, community based, in-home, person-centered services that are outcome focused.

	2.   Are there specific requirement that the Division/Agency needs the Contractor to do to comply with any funding requirements?
	☐These have been included
☐There are none

	Avoid using terms that are general or open to interpretation such as sufficient, adequate, regular or enough.  Be specific about what is wanted or

	3.   Requirements should be stated clearly and in measurable terms so there can be no questions as to whether the Contractor has complied with any given requirement.
	☐Requirements are clearly stated and are measurable



	ENSURE CLARITY:
	

	1.   If the SOW includes references to specific state, federal or Department statutes, law or policy, make sure all citations and links are current and accurate.  
	☐Citations and links are current


	Do not simply refer Contractors to federal or state statutes that include a multitude of requirements, which may or may not apply to them.

	2.   If updating an existing SOW, consider the problems that may have arisen under previous Contracts and include clarification to prevent the same types of problems from reoccurring.
	☐Previous problems have been 
    considered
☐Reviewed compliance and performance history with monitor(s)

	It may be helpful to confer with the Contract monitors.
	

	3.   Acronyms were spelled out the first time they were used and terms were defined.
	☐Completed

	Once an acronym or term has been defined, use the stated acronym or term consistently throughout.

	4.   Terms are used consistently throughout the document.  
	☐Completed

	Examples:  Do not refer to “clients” alternately as “clients”, “children”, “youth” and “individuals”.  Pick one term and use that term throughout.  

	5.   Ensure Contract requirements related to one requirement are not spread across several different sections.
	☐Requirements relating to one topic are organized together

	Example:  If the Contractor must document certain items in the client file, list all items in the same place rather than scattering the items throughout the SOW. Example: The Contractor shall develop and maintain client files with the following documentation:  A comprehensive mental health evaluation and any updates. A treatment plan developed by a licensed mental health therapist. Documentation of therapy sessions, including session dates, length of sessions and the name of the therapist Client specific incident report

	6.   The SOW does not duplicate requirements or contradict Contract template language.
	☐Ensured

	Repeating requirements makes the Contract longer and may lead to inconsistencies and/or confusion.  Familiarize yourself with standard template language so as to avoid duplicating or contradicting standard template provisions such as record retention periods and billing requirements, etc. 

	7.   Ensure you include consequences if the Contractor fails to perform as required.
	☐Outcomes are listed and Consequences for not achieving outcomes are included

	Include in the SOW outcomes the Contractor must achieve and any consequences that will be imposed on the Contractor if it fails to achieve the outcomes or perform as required.
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