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STATEMENT OF WORK COVERSHEET

Completed By: ___________________________   Date: __________________________

Organizational Unit:__________________________________________________

Project/Acquisition Title: _______________________________________________

Project/Acquisition Status: ____________________________________________

Type of Solicitation


__________ Invitation For Bids


__________Request For Proposals

Expected Term of the Agreement:


__________One Time Acquisition


__________ Multi-term Agreement – Number of Terms:___________________

Estimated Acquisition Value: ___________________

Market Research:  


_________ Complete – If complete, attach results.


_________ In process


Introduction/Background:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Objective(s):

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

SPECIFICATION WORKSHEET

(Commodity Title )

Scope:

A brief description of the commodity and its end use

Applicable Specifications:

List all specifications or standards used and referenced within the specification: examples may include other State of California Specifications, Federal Specifications or specifications published by a nationally or internationally recognized body such as the American National Standards institute (ANSI).

Requirements:

Describe the commodity fully or reference an approved brand name. (Check with your buyer) Specify dimensions, classes or type, color, sizes, material, quality level, etc. This portion should provide the full details of the commodity or its functional or performance characteristics. This is also the place to define supplier deliverables and the AGENCY’s responsibilities, tasks to be performed, etc.


Configuration:


Shape


Size


Weight


Composition


Materials:


Type


Strength


Chemical Formulation


Performance:


Electrical


Mechanical


Chemical


Workmanship:


Manufacturer’s Quality Assurance Program

Quality Assurance Provisions:

State the conditions under which the commodity will be inspected. If other sources of inspection are indicated, define them. Include the test methods.


Inspection:


Verify Certifications


Count


Weight


Measure


Sampling:


Testing:


Functioning


Electrical


Mechanical


Chemical

Preparation For Delivery:


Packaging:


Specify how the commodity is to be packaged: unit, shelf box, shipping carton, 
pallet loading, etc as required.


Shipping:


List any special requirements for shipping. For some products the specification might reference national specifications for truck or rail shipments check you’re your buyer. 

Other Requirements:


Warranties:

Special Terms And Conditions:

REQUEST FOR PROPOSALS WORKSHEET

What is the scope of this solicitation?

What facilities or resources are being provided by the AGENCY?

What are the mandatory specifications?

What are the desirable specifications?

Who is going to administer the contract? Accept deliverables?

What will the contractor provide?

What are the deliverables and the time frame for each?

What are the recommended contract protections: Check all that apply.

___ Agreement Administration

___ Acceptance

___ Acceptance Test

___ Change Orders

___ Copyright

___ Intellectual Property

___ Licensing

___ Liquidated Damages

___ Patent, Copyright and Trade Secret Indemnification

___ Performance Bond

___ Quality Control/Quality Assurance

___ Retainage

___ Warranties

___ Other (Please describe):

_________________________________________________________________________________________________________________________________________________________________________________________________________

