

















CUSTOMER EDUCATION








TASK:  Provide customer education on preparing a statement of work (SOW)





OBJECTIVE:  Evaluate the contracting officer’s knowledge of SOWs





SITUATION:  The Public Affairs Officer, SSgt Keys, arrives at the contracting office and states the wing commander wants to start publishing a bi-monthly base newspaper.  Since it is reasonably certain the deployment site will be active for at least the rest of the current year and most likely two more years, she wants to be able to have the flexibility of being able to extend the contract without re-creating everything every year.  The customer knows the paper will be between four and six pages and be printed on the 1st and 15th of every month.  She has a draft of an AF Form 9, but no specifications or information.  





REGULATION REFERENCE(S):  FAR; 63-124





PROPS:  NONE 





NOTE:  The contracting officer should be able to demonstrate sufficient knowledge and provide training to the customer on the essential elements required in the statement of work.  Areas that may be addressed include but are not necessarily limited to size of pages; color or black and white, or both; typeset; will pictures be included; how will the information be transmitted to the contractor; will advertisements be included or allowed; required printing dates; etc..  Based on the situation the contracting officer may want to explain that the contract will be written for the remainder of the current fiscal year and have options for the other two or three years, which ever is determined to be in the Government’s best interests
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STATEMENT OF WORK


 PUBLISHING A NEWSLETTER/PAPER











PURPOSE





Describe in a couple of sentences what you are trying to accomplish as you would explain it to a third party.  For instance:  SFOR has a requirement to print a four to six page newsletter/paper on the 1st and 15th of each calendar month. 





GENERAL INFORMATION





1.0  SCOPE OF WORK.  The contractor shall image and produce X copies of the paper and deliver to the SFOR Public Affairs officer no later than 0730 on the 1st and 15th of each calendar month.  





1.1  CONTRACTOR POINTS OF CONTACT.  The contractor will provide points of contact within his company to interface with the contract representative on issues…Arrangements for contacting the contractor's points of contact after normal business hours should also be made.





1.2  SFOR POINTS OF CONTACT.  SFOR points of contact are:


list names, phone numbers, etc.





1.3  GOVERNMENT FURNISHED PROPERTY





2.0  GENERAL.  The SFOR Public Affairs Officer will supply a sample format in hard copy and electronic version (done in MS Publishing 6.0 or later) for the contractor to develop from.





2.1  IMAGES.    





2.1.1  DISPOSITION OF IMAGES.  





3.0 CONTRACTOR SPECIFIC REQUIREMENTS





3.1  GENERAL.  





3.1.1  IMAGING.  





3.1.2  PAPER PRODUCTION.  Explain how many you would like and what size you want them to be.  Also, specify the color or range of colors, quality and paper thickness here.  If you want approval authority prior to full-scale production, ask for it here.  If you aren’t specific here, you may regret it later.  If you don’t ask for it in writing, you can’t enforce non-performance later.





DISTRIBUTION.  














ABOUT STATEMENTS OF WORK (SOWs)





SOWs serve 2 purposes.  They provide enough information to the buyer so that he or she can determine what to buy and they outline the requirement in terms a contractor can understand and price.  Adequate item descriptions ensure the customer gets what they need at the best value possible.





Item descriptions, specifications, and technical requirements should always be clear and concise. Describe the requirement in sufficient detail to leave no room for doubt. Ambiguous descriptions delay contracting action and could lead to the purchase of the wrong product or service. Correcting discrepancies is time consuming and expensive, it wastes both customer and contracting time.  A description that is too strict can be just as undesirable as the opposite extreme. Whenever possible, a description should allow tolerance.  For example, if you have a requirement to paint an item, the color should allow for variances unless only one color is acceptable.  Likewise, tolerances should be allowed with other characteristics such as weight, size, etc.





