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Checklist
for
SOW & Attachments (CDRLs & QASP)

Statement of Work (SOW):

______	Is there a Table of Contents page?
· Are there Part and Section headings?
· Do the headings in the Table of Contents match the headings in the text?
· Are page numbers listed?  If so, is there a statement that printer configuration may change page numbers?
· If page numbers are used, do page numbers in the Table of Contents match the pages in the text?
· Are all attachments listed?  Do titles here match the attachment titles?
· Are all technical exhibits listed? Do titles here match the technical exhibit titles?
· Does the page numbering system allow flexibility to insert additional pages if needed in the future?

______	Is the SOW arranged in the required format?  (AFI 63-124, Para 1.4.3)
· Description of services/General information
· Service Delivery Summary
· Government-Furnished Property and Services
· Appendix(s)

______	Does the SOW comply to the maximum extent practicable with the terms and conditions of the commercial market place as identified by market research?
(FAR Parts 1 and 12, AFI 63-124, Para 1.4.2)

______	Is the work described in terms of “what” the required service output is rather than “how” the work is to be performed or the number of hours that are to be provided, except when deemed essential by functional activity for safety and or security reasons?  

______  	Are historic and projected workloads attached to the SOW?(1.4.3.4)  

______	IAW AFI 63-124, Para 1.4.4, does the Performance Plan cite the following?
                         Performance threshold (specific standard) required 
· Performance objective (service required)
· Are the performance objectives measurable?
· Are the performance objectives realistic?
- Are the performance objectives at the highest level?  Are only those performance   
  objectives considered “critical” included?
- Are the performance objectives written as the action required?

______	IAW AFI 63-124, Para 1.2, do performance thresholds:
· Align contractor performance with business objectives
· Focus on criteria success factors in meeting performance objectives
· Reflect performance goals based on benchmarking studies
· Promote continuous improvement in performance and cost
· Use commercial standards where appropriate

______	Are the cross-references to the SOW paragraphs correct?

______	Is the contractor required to develop and maintain a Quality Control Plan?

______	Is the contractor required to provide metrics on a monthly basis?

______	IAW FAR 37.602 and OFPP Best Practices Guide for PBSC, is the SOW free of 
ambiguous words/phrases like:  

			“as required” 	“etc.”	“as necessary”	  “as directed”	 “good workmanship”	
	“assist”     “best commercial practice”    “including but not limited to”

______	Is consistent terminology used throughout the SOW?  (e.g., cabinet, box, housing, 
what is it?)  (FAR 37.602 and OFPP Best Practices Guide for PBSC)

______	Are correct spelling and grammar used throughout the SOW?

______	Are sentences short and simple, logical and precise, express a single thought or
idea?   Is punctuation correct?  (If it needs lots of punctuation, rewrite it!  If it 
isn’t clear after reading it, rewrite it!)  (AFH 33-337, Draft and Edit Section)

______	Do paragraphs contain a single idea?  Is the topic sentence first?  Are they short
(ie. maximum 4 to 7 sentences)?  (AFH 33-337, Draft and Edit Section)

______	Is all language in active rather than passive voice?  (Can you tell from reading who is required to perform the action?)  (AFH 33-337, Draft and Edit Section)

______  	Has a requirement for a contract manager and alternate been identified?  Has the government requested someone be notified of change of personnel for these positions?  Does the language indicate it is for notification purposes only, and not for approval of the person to be assigned?

______	Are all acronyms used recorded in the acronym list?  Are all acronyms spelled out the first time they are used, followed by the acronym in parenthesis?  Is the use of abbreviations minimized?   (AFH 33-337, Acronym Section and OFPP Best Practices Guide for PBSC)

______	Is SOW free of military-specific abbreviations and acronyms unless absolutely 
necessary?  Is SOW free of technical jargon?  (Draft and Edit Section)

______	Does the introduction to the publications section address how changes with a cost impact will be handled vice how no-cost changes will be handled?

______	Is the definition of “mandatory” vs “guidance” spelled out in the introduction to the
publications section of the SOW?  (If mandatory, contractor must comply; if guidance, information only.)  Can those publications which are “guidance” or “advisory” only be deleted?

______	Does the introduction to the publications portion address how publications referenced inside a mandatory publication will be handled, i.e. publications referenced in mandatory publications are guidance unless otherwise specified?

______	Does the SOW cite reference instructions, publications etc. by specific paragraph or chapter rather than the entire publication?   If publications are incorporated, is only the required portion included?  If the entire publication has been cited as mandatory, has the customer been asked if in fact the entire publication is applicable?  Has the contracting officer/specialist reviewed the publication and concurred with the assessment?  (AFI 63-124, Para 1.4.3)

______	Does the language in the text match the designation of the publication?  For example, if the text language states “IAW” is the document or appropriate portion mandatory?

______	Has the CO requested the customer scrub all publications prior to inclusion in the SOW to ensure all unnecessary publications been deleted?  

______	Are all publications cross-referenced between the text of the requirement and the publication list?  

______	Are all publications coded as either “mandatory” or “guidance”?  

______	Is government provided training clearly delineated from that which the contractor is tasked to provide as part of the trained workforce requirement?  As applicable, does government training prescribe a “train-the-trainer” methodology (i.e. allow the contractor to send one person who will train the remaining contractor workforce?) 

CDRLs:

______	If used, have CDRLs been properly cross-referenced in the SOW?  

______	If the contractor were required to make documents available for government review upon request, could the CDRLs be deleted?

______	If CDRLs are required, have they been properly completed IAW DOD 5010.12-M
and DFARS 204.7105?

______	Are the SOW references in the CDRL correct?

______	Is there a DID to support the CDRL?  Has the DID number been entered on the CDRL?  Does the DID support the CDRL requirement?

______	Are the frequencies for submittal of CDRLs for initial and follow-on submissions realistic and consistent with the SOW requirements for the CDRL?

______	Have those to whom CDRLs will be sent been asked if they need to receive a copy?  

______	Has the CDRL been approved by the proper authority?

______	Does the title of the data item required by the CDRL match the title used in the SOW?

______	Do CDRL data blocks reflect the most current office symbols/receiving addresses etc., and have all applicable blocks been completed with the required information?

______	Has contractor format been identified as acceptable whenever a prescribed government developed format is not absolutely necessary?

______	Does the CDRL indicate the kind of media for submission (electronic, paper, etc)?

______	For those instances where you identify that documents need only be available for government review upon request, have you carefully determined that this information will not be needed for re-solicitation efforts or subsequent government reporting?

______	If any deliverable is requested and a CDRL is not being used, does the SOW must contain the same level of information as a CDRL would provide (such as the number of copies, format, submission details, addressees, media for submission etc.)


QASP or Performance Plan:

______	Is there a Plan?  

______	Does the plan cite the same performance objectives and thresholds as in the SDS?  

______	Does the plan address at a minimum the approach to surveillance of the SDS items?

______   	Does the plan address the surveillance of non-SDS items?

______	Are the SOW references correct?

______	Does the plan describe the method(s) of surveillance which will be used?  (AFI 63-124, Para 1.4.4.4) 

______	Does the plan require and define the documentation to be gathered and maintained on contractor performance?  Has a CDRL been developed or does the SOW address any information that might need to be provided by the contractor in this regard?”

______	Is there a requirement to submit a receiving report or Certificate of Service to the CO monthly?  Does the plan state when the information is to be submitted to the CO?

______	Does the plan address the requirement for completion of an annual CPARS report?

______	In contracts in which incentive and/or award fees are used, does the plan address the relationship between surveillance under the plan and incentive and/or award fee input?  The same applies to contracts with Certificate of Service reporting.

