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Contractor Name

No. XX-XXX-XXX-X
EXHIBIT A

SAMPLE SCOPE OF WORK


1. The Contractor agrees to provide to the Department with laboratory/research services as described herein:

This is where a brief overview of services to be provided would be.  


2. The services shall be performed at [list a location such as a place of business, city, county, statewide, etc.].


3. The services shall be provided during [put a timeframe, here, example:  the term of this Agreement January 1, 2006 through June 30, 2007].
4. The Project Representatives during the term of this Agreement will be:

	Department
	Facility Operator Name

	Name:  XXXXXX  XXXXXXX, Contract Manager
	Name:  XXXXX  XXXXXX, Project Director

	Address:
	Address:



	Phone:  
	Phone:  

	Fax:  
	Fax:  

	Email:  
	Email:  


Please direct all administrative inquiries to:

	Department
	Facility 0perator Name

	Section/Unit: 
	Section/Unit:  

	Attention:  XXXXX XXXXX, Contract Contact
	Attention:  XXXXX XXXXX, Contract Contact

	Address:
	Address:

	Phone:  
	Phone:  

	Fax:  
	Fax:  

	Email:  
	Email:  


The parties may change their Project Representative upon providing ten (10) days written notice to the other party.

5. Detailed description of work to be performed and duties of all parties shall be provided in accordance with this Exhibit.

A. Background and Goals


Throughout the document, do not use Italics or bold or underline.  Use Aerial 10 Font throughout.
[This portion of the Scope of Work is devoted to answering the question: why is the proposed service/work needed?  Briefly provide a problem statement.  This is also where you will summarize the GOALS of the proposed Agreement.  The contractor needs to include what he/she proposes to achieve when applying OR receiving the funds (if this contract does not have a proposal which went through a review and approval process).  Please keep the descriptions clear and concise, and not lengthy.  Quality is more important here than quantity.]
B. Work to be Performed

Task 1:  Sample:   Analyze Samples Provided 


Put in a short, descriptive paragraph about the work in the task and how it relates to other tasks within the Scope.

1.1 list as many subtasks as needed and try to start them with a VERB…such as “develop”, “consult with”. “analyze”, “survey”, “prepare”.  Do not use “etc” within the contract anywhere.  Include under “Task Deliverables” below and by subtask, the deliverable, if any, from each subtask 

1.2 have as many or as few subtasks as the work requires.

Task Deliverables  (Sample)  :

1.1 Preliminary List of Samples provided for analysis
1.2
List of Sampling Methods Used
Task 2:  have as many tasks as needed….



Task Deliverable:

2.x 
 

Task XX:  Draft and Final Project Report

XX.1 Prepare a draft project report that includes the results of the tasks listed above.  The report shall include the following narrative sections:

· A brief introduction section including a statement of purpose, the scope of the project, and a description of the approach and techniques used during the project.

· A list of the task deliverables previously submitted as outlined in the Schedule of Deliverable Due Dates.

· Any additional information that is deemed appropriate by the Department’s Contract Manager and Contractor’s Project Director.

The draft project report shall also include, but not necessarily be limited to, the following:

If you and the Project Director have additional needs, add them as appropriate.

XX.2 Submit a copy of the draft project report to the Department’s Contract Manager for review and comment.

XX.3
Prepare a final project report that addresses, to the extent feasible, comments made by the 

       
Department’s Contract Manager on the draft project report.  Submit one (1) reproducible 

       
master and two (2) copies of the final project report to the Department’s Contract Manager for review and acceptance.

Task Deliverables:


XX.2
Draft Project Report

XX.3
Final Project Report
C. SCHEDULE OF DELIVERABLES DUE DATES   THIS IS A SAMPLE
	Task
	Deliverables
	Due Date

	1.0
	

	1.2
	
	

	
	

	2.0
	

	2.3
	
	

	2.4
	
	

	
	

	3.0
	

	3.1
	
	

	3.4
	
	

	3.5
	
	

	
	

	4.0
	

	4.2
	
	

	4.3
	
	

	
	

	5.0
	

	5.2
	
	

	
	

	XX.0
	Draft and Final Project Report

	XX.2
	Draft Project Report 
	[May 15, 2007]

	  XX.3
	Final Project Report 
	[June 15, 2007]


D. REPORTS

1. Not later than [date needs to match 1.2 if included in the contract], and quarterly thereafter during the life of this Agreement, the Contractor’s Project Representative shall provide a written progress report to the Department’s Project Representative describing the activities undertaken, accomplishment of milestones and any problems encountered in the performance of the work under this agreement, and delivery of intermediate products, if any.

2. The Contractor’s Project Representative shall submit to the Department’s Project Representative for approval all task products related to the work performed in accordance with the Schedule of this Exhibit.

3. Not later than [use date same as deliverable date of draft project report], the Contractor’s Project Representative shall submit to the Department’s Project Representative two (2) copies of a draft final report describing the work performed pursuant to Section B of this Exhibit for review and comment.

4. Within [the amount of weeks is negotiable]: two (2) weeks of receipt of the draft report, the Department’s Project Representative shall submit final comments to the Contractor’s Project Representative.

5. Not later than [use date same as Final Project Report from the Schedule], the Contractor’s Project Representative shall submit to the Department’s Project Representative for approval one (1) reproducible master and [insert number] copies of the Final Report containing the results of the work performed and addressing the comments submitted to the Contractor’s Project Representative by the Department’s Project Representative.
6. The report shall not be considered final until accepted and approved by the Department’s Project Representative.
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