Customer Name and LOGO, Insert


Statement of Work Request
Statewide Contract 14822 – IT Project Management Services
Project Title________________

INSTRUCTIONS FOR THE PURCHASERS  
Delete these before sending out this form to the contractors.
1. Fill out the details of the projects and/or services you are looking to procure using the prompt in Section 1 below.  Provide as much detail as possible, the more thorough the information, the more likely you will receive complete responses, in a timely manner.
2. Send an email with this document attached to the vendors you have selected. DES requests customers reach out to at least 3 of the awarded contractors on the applicable category list, with at least one being a WA small or certified veteran business.  To increase your options and chance of a successful selection, we recommend that you send to more awarded businesses.  On the Contract Summary Page, under “Awarded Contractors and Ways to Connect” please follow the instructions listed on number 1, which explains the process for sending emails to multiple vendors. For your convenience, we’re providing here an example of the email text you can use, but please customize as needed.
· As an awarded vendor on the statewide contract 14822 for IT Project Management, we would like to see if you are interested in providing services in support of our upcoming project, which is further described in the attached Statement of Work Request. If interested, please provide the requested information in Section 2 of the attached form no later than close of business on _______, 202_.  Please let us know if you have any questions about the project or process before you provide the requested information.
3. Once the contractor is selected and the Statement of Work is finalized, you can attach the Statement of Work to your standard ordering document to procure services under DES statewide contracts.  Please review the terms and conditions included in the statewide contract, and if there are any specific terms applicable to the project that are not already covered in the statewide contract, be sure to include them in your ordering document.   
4. Note: Consider adding a requirement that Contractor has to comply with the state’s Leadership Competencies while providing services on this Contract.

SECTION 1: SCOPE OF SERVICES.  
1. [bookmark: _Hlk173851385]Overview of the Scope.  [Summarize what services are needed - by phase, milestone, objectives or deliverable, and add any of the applicable information from the bullets below:
· Project Summary, including any issues/problems and final objectives.
· Estimated project period:  _________
· [bookmark: _Hlk173850384]Place of work performance: [remote or list on-site location]
· Budget, compensation, and payment information, including any additional allowed expenses.
· Anticipated consultant hours required: [part time, full time, multiple contractors, etc.]  

2. Contractor’s Personnel and Qualifications. [Describe all key technical skills and qualifications this project requires – make sure the minimum requirements align with the ITPS 14822 categories and add any additional project-specific desired qualifications as relevant; remove any job categories that are not applicable].   

· Project Management
· (List number, skill level needed that align with ITPS contract – journey, senior or expert)
· (List any specific software programs, hardware, technical knowledge or certifications required to perform the needed job function(s))
· (List other project-specific minimum/desired experience)
· Quality Assurance 
· (List number, skill level needed that align with ITPS contract – journey, senior or expert)
· (List any specific software programs, hardware, technical knowledge or certifications required to perform the needed job function(s))
· (List other project-specific minimum/desired experience)

3. Contractor’s Tasks and Responsibilities.
· What are the specific tasks to be accomplished? 
· What reports and deliverables will the Contractor be creating?
· What results are desired?  
· What tools or methods should the Contractor use?
· Is there a requirement for training? What methodology will be used? Classroom? Computer based?

4. Purchasers’ Responsibilities.
· What information will purchasers need to provide to the Contractor?
· What support will be needed from the purchasers?

5. Security and Data Control
· Are there any security issues, or procedures?
· Will there be state data shared with Contractor?
· What procedures might be applicable when accessing or maintaining the data?

6. Quality Control and Acceptance Procedures
· Will there be any need for quality check or draft reviews of the deliverable?
· What are the test and acceptance procedures?
· What are the criteria for acceptance of the deliverables? As much as we can, we want to give purchasers rights to review, reject and ask for corrections of the work product for example.
· If using milestones for the project, how will the State and Bidder determine when a milestone is completed? What is the process for determining acceptance?

SECTION 2: CONTRACTOR RESPONSE
Contractor Company Name:   
Point of Contact: 
Address:
Phone Number:
Email Address:
Web Site: 
Contract Profile Link: 
Statewide Vendor Number (SWV):
Washington State UBI Number: 
Ability to perform work onsite and remotely:    ☐ Yes    ☐ No

PROPOSED PERSONNEL APPROACH AND TIMELINES.
1. Overview of the Scope.  [Provide information on how your company has the experience, ability, and personnel to meet the scope of the project outlined in Section 1, question 1.   

2. Proposed Key Personnel. [Provide information on your key personnel that would be providing the requested services for this project.  Detail your response to the requested job function requirements in Section 1, question 2.  Attach resumes, if requested, and fully describe how you your personnel can meet the key technical skills, qualifications and required certifications the requested job function requires]
· Journey/Senior/Expert Project Manager
· Journey/Senior/Expert Quality Assurance 

3. Contractor Tasks and Responsibilities: Proposed Approach and Timelines. [Provide information on how your company proposes to accomplish each specific task, methods to be used, proposed schedule/timelines and include when reports and deliverables will be created and provided] 

	Milestone/Deliverables
	Proposed Approach and Timelines

	Conduct research, to collect compile applicable information________ 
The desired completion date for this deliverable is: ______
	

	Using the information compiled above, create a data visualization dashboard and an associated report _____
The desired completion date for this deliverable is: ______
	

	Develop agency-specific process and outcome measures of performance______ 
	

	Recommend practices, policies and procedures that result in effective agency programs and services to _______ ________
The desired completion date for this deliverable is: ______
	

	
	

	
	




4. Purchasers’ Responsibilities.  [Contractor response to requirements in Section 1, question 4 above]  

5. [bookmark: _Hlk173940843]Security and Data Control.  [Contractor response to requirements in Section 1, question 5 above. Provide information on how your company proposes to address the security and data requirements]
  
6. Quality Control and Acceptance Procedures.  [Contractor response to requirements in Section 1, question 6 above. Provide information on how your company proposes to address quality checks, test and acceptance procedures and standards]    


