Attachment C, Scope of Work
1. Overview
Provide a clear, concise, and easily understandable overview of the services and/or goods being requested.  This section should answer the question: who is trying to buy what?  
The overview should generally be limited to one to two paragraphs.
Goals and Objectives
Define the agency’s goals and objectives for the project or RFP solution in this section.
· Goals should describe the overall outcomes the agency hopes to achieve. 
· Objectives should be specific, measurable, attainable, realistic, and time-bound. 
Examples may include expected outcomes, efficiencies, interface capabilities, or primary business drivers.
This section should focus on the desired end result rather than the process used to achieve it. Do not write this section using “Proposer shall” or “Contractor shall” language.
Example:
“The agency desires a solution that reduces transaction processing time.”
Background
Provide proposers with an understanding of the agency’s mission as it relates to the procurement. This section may include:
· Current and prior history with the requested services and/or goods 
· Reasons for developing the RFP 
· Budget information 
· Agencies or departments that will utilize the services and/or goods 
· Relevant usage statistics or historical data 
This section should describe the agency’s current and past state.
Note: Information regarding the agency’s desired future state should generally be addressed in Section V – Detailed Requirements.
Deliverables
List the tangible products, outcomes, or outputs the Contractor will be required to provide. Deliverables may include:
· Equipment 
· Reports 
· Plans 
· Software (if not the primary purpose of the procurement) 
· Supplies 
· Services 
· Systems 
· Databases 
· Training programs 
Invoices are not considered deliverables.
For each deliverable, provide:
· Deliverable name 
· Description 
· Required format 
· Method of delivery 
· Due date 
· Acceptance process 
Deliverables may be organized by task or project phase.
A. Reporting
This subsection is not needed in every RFP.  This subsection is optional and should only be included if applicable.
If reporting requirements are extensive, provide details regarding:
· Report content 
· Format 
· Frequency 
· Recipient(s) 
· Approval process 
· Correction or revision process 
If reporting requirements are already addressed in the Deliverables section, this subsection may be deleted.
Detailed Requirements
Provide a clear, concise, and easily understandable description of the desired services and/or goods being requested.  
This section should focus on the agency’s desired future state and identify what must be accomplished rather than how the Contractor should accomplish it.
Requirements should emphasize:
· Performance expectations 
· Functional needs 
· Desired outcomes 
Avoid overly prescriptive technical or design requirements when possible. Proposers are subject matter experts and should be allowed to describe how their proposed solution will meet the agency’s needs.
Note: Depending on the procurement, it may be appropriate to place Deliverables after Detailed Requirements.
A. Technical Requirements
This subsection is optional and should only be included if applicable.
Describe any systems, infrastructure, software, or technical environments the Contractor will be required to work with during contract performance.
B. Project Requirements
This subsection is optional and should only be included if applicable.
Include requirements related to project structure and management, such as:
· Coordination with other contractors 
· Contractor-furnished equipment or office space 
· Compliance with state or federal regulations 
· Translation or interpretation requirements 
· Project management responsibilities 
· Progress reporting requirements 
· Timeline management 
· Issue management and escalation procedures 
Also identify any State-furnished resources available to the Contractor, such as staff, equipment, or workspace.
C. Personnel Qualifications
This subsection is optional and should only be included if applicable.
Describe the minimum qualifications, certifications, or skill sets required for successful contract performance. Qualifications may apply to:
· Specific positions (e.g., Project Manager) 
· Contractor staff generally 
· The Contractor organization as a whole 
Only include qualifications that are necessary to successfully perform the work.
D. Communication
This subsection is optional and should only be included if applicable.
Provide information regarding anticipated meetings or communication requirements, including:
· Meeting topics 
· Required attendees 
· Frequency 
· Format (in person, conference call, webinar, etc.) 
· Location, if known 
If all details are not yet known, include any available information, such as anticipated meeting frequency.
E. Timelines
This subsection is optional and should only be included if applicable.
Provide any known project schedules, deadlines, milestones, or phased implementation timelines.
Examples may include:
· Required completion dates 
· Phase-based work schedules 
· Seasonal or annual deadlines
Location/Hours of Operation
Identify the location(s) where the Contractor will perform the work or the delivery address for any goods being procured.
Location information should be included in every RFP.
Hours of operation may be included when applicable. Specify:
· Required working hours 
· Days of operation 
· Agency operating hours, if relevant
Performance Requirements
Describe the standards that will be used to evaluate successful contract performance.
Performance requirements should establish measurable expectations regarding:
· Service delivery 
· Timeliness 
· Quality 
· Compliance 
· Responsiveness 
These requirements will establish the basis for any:
· Service Level Agreements (SLAs) 
· Monetary penalties 
· Liquidated damages 
· Corrective action requirements
A. Performance Measurements
This subsection should be included in every RFP, although it may be combined with the Performance Requirements section.
Describe how performance requirements will be measured, including:
· Baseline service levels 
· Compliance standards 
· Monitoring methods 
· Reporting expectations 
· Penalties or remedies for non-performance 
If SLAs are required, they should be detailed in this section.
B. Monitoring Plan
This subsection should be included in every RFP, although it may be combined with the Performance Requirements and/or Performance Measurements sections.
In this section, describe how the agency will monitor and evaluate the project’s progress, performance, and overall success based on the Performance Measurements established in this Scope of Work.
The agency should also identify the individual(s) responsible for monitoring contract performance by job title only, not by individual name, to account for personnel changes during the life of the contract.
Examples of monitoring activities may include:
· Tracking the timeliness of deliverables 
· Monitoring compliance with the Scope of Work 
· Reviewing performance metrics and service levels 
· Documenting performance issues, deficiencies, or disputes 
· Verifying corrective actions are implemented when necessary 
Example:
“The State Project Manager will monitor the timeliness of deliverables submitted in accordance with the deadlines established in the Contract. The State Project Manager will also monitor the Contractor’s compliance with the Scope of Work and document any performance issues or disputes.”
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