
Statement of Work
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For

[Insert Project Name]



Between Bernalillo County 

and Insert Consultant Name Here   



Effective Date: mm/dd/yyyy

Under Contract #: Enter Contract # 

Under Contract Name: Enter Contract Name







1.0 [bookmark: _Toc381083994]Introduction

1.1 [bookmark: _Toc381083995]Insert Project Title
[bookmark: _Toc381083961][bookmark: _Toc381083996]This Statement of Work between County of Bernalillo and Insert Consultant Name Here is hereby incorporated into and made an integral part of Contract Number Insert Contract Number Here from herein referred to as the “Agreement”. In the event of any discrepancy between this Statement of Work and the Agreement, the provisions of the Agreement shall control.

[bookmark: _Toc381083962][bookmark: _Toc381083997]This Statement of Work (SOW) is issued by the County of Bernalillo hereinafter referred to as the “County” under the provisions of the Agreement. The objective of the Project described in this SOW is for the Insert Consultant Name Here, from this point on known as the “Consultant”, to provide Insert Brief Description of Services Here to the County for the Insert Project Title Here. This SOW incorporates by reference the terms and conditions of Contract Number Insert Contract Number Here in effect between the County and the Consultant. In case of any conflict between this SOW and the Agreement, the Agreement shall prevail. The County and Consultant agree as follows:

1.2 [bookmark: _Toc381083998]List of Document Attachments (Add or remove attachments based on your needs)
· Attachment X: Consultant Resume Summary (CRS), to include final list of key personnel
· Attachment X: Task Resource Schedule (TRS)
· Attachment X: Change Order Request Form 

2.0 Period of Performance
The work authorized in this SOW will occur within mm/dd/yyyy to mm/dd/yyyy, beginning after the execution of this Statement of Work. The Consultant will provide a period of performance for maintenance Services that shall be for a period of Insert Number of Months months following Final Acceptance of the Software Component by the County in accordance with the Agreement. All work must be scheduled to be completed within this timeframe. Any modifications or extensions will be requested through the County Change Order Process under the Agreement. 

3.0 Total Project Price
The County shall pay the Consultant for this Project not-to-exceed $ Insert Total Project Price (Need to insert Price based on Recommended Onsite and Offsite Hours and Internal and External Resource Allocation) ,inclusive of expenses, for the performance of all activities necessary for or incidental to the performance of the Services agreed upon in the Agreement and further described in this SOW. The Consultant will provide a detail Task Resources Schedule (TRS) which will include, Milestones, Deliverables, Tasks/Sub Tasks, Payment Schedule, and Total Project Hours within the designated not-to-exceed price.

4.0 Type of Statement of Work

4.1 Not-to-Exceed
[bookmark: Text9]  	The County shall pay the Consultant in the manner and amount specified in the Agreement for a Not-to-Exceed SOW. The total amount paid by the County to the Consultant under this SOW shall not exceed $Insert Not-to-Exceed SOW Price (Need to insert Price based on Recommended Onsite and Offsite Hours and Internal and External Resource Allocation). The Consultant and County will agree upon a negotiated price, using the Not-to-Exceed Price from the Agreement as a guide, to determine the finalized price for the SOW. The process will consist of receiving the proposed cost from the Agreement, interviewing Key Personnel, negotiating onsite/offsite terms, and internal and external resource allocation in order to clarify and finalize the not-to-exceed price. All payments will be made in accordance with the Agreement.

4.2 Hourly Rate
	The agreed upon hourly rate for Services performed under the Agreement is $Insert Hourly Rate per hour. The County will pay Consultant's expenses as a separate item in an amount not-to-exceed $Insert Not-to-Exceed Hourly Rate.  The Total Contract Amount is an amount not to exceed $Insert Total Contract Price. Payment will be made monthly, pursuant to itemized invoices submitted with a signed TRS.  Payment method will be made consistent with the Agreement.

The Hourly Rate Statement of Work is based on an hourly compensation rate, at a not-to-exceed price. The amount of time spent on a Deliverable or Task should be reasonable in relation to the County’s assumptions and expectations. The hourly rate will be used for basic support on an as needed basis, determined by the County.  

Omit from SOW if approvals for hours will not be needed for the project (this was specific for ERP projects)
The process for approving time prior to work being conducted under an Hourly Rate Statement of Work must be approved in accordance with approval process. Follow approval process for support hours or time and materials below:
· 8 hours Insert Manager Title approve 
· 16 hours Insert Manager Title approve
· 17+ Insert Manager Title approve

5.0 Services
Insert Consultant Name Here to insert summary of services and updated scope as amended by the County in this section.  County will then review.

6.0 Assumptions- County (County Assumptions should be reviewed to ensure the requirements can be met and align with project outcomes)
6.1 Any changes to the Milestones/Deliverables and Tasks/Sub Tasks  that may or may not impact the Project time and/or scope must be submitted in writing and approved by the County Project Manager using the Change Order Process of the Agreement.
6.2 The Agreement terms and conditions may dictate penalties, costs, and other actions based on the facts related to the request for a revised schedule.
6.3 Any notice or other communication required by this SOW will be in writing and delivered to the appropriate Consultant or County personnel
6.4 The County will ensure Subject Matter Experts (SMEs) are invited to appropriate design and review meetings.  Need representation from departments that:
· Follow the standard with few complexities
· Have many unique complexities
· Small, medium, and large departments
6.5 The County will reinforce department/SME participation requirements to Steering Committee Members and will work with Department Directors to ensure adequate participation, in addition the County will:
· SMEs are selected by Steering Committee and Business Owner
· Come to process design sessions with a thorough understanding of the department’s business processes
· Participate in process design sessions with the vendor and project team
· Participate in Mock up sessions where the vendor will show users the results of the previous design meetings
· Take back information to their respective departments – may take prepared material and get department reaction
6.6 The County will assess SME participation and report low participation and risk in Steering Committee meetings
6.7 The County will lead the Steering Committee to review the Business Blueprint Document/Process Design Document (PDD), discuss the implications to departments, and agree to support and follow processes outlined. The County will ensure PDD clarifies the initial Statement of Work (SOW), and will enable the success indicators and performance measures and identify any gaps that need to be addressed and resolved.
6.8 The County will lead the Steering Committee in agreeing to freeze To Be business process included in the Project scope per the Business Blueprint Document/Process Design Document. 
6.9 The County will work with Business Owner and County Project Manager (PM) to identify and clarify the department implications.  
6.10 The County will work with Steering Committee and departments to remove barriers to departments to adopt and utilize the new functionality, processes, procedures, and roles & responsibilities needed to achieve the success indicators and performance measures. 

7.0 Assumptions -  Insert Consultant Name Here (Consultant Assumptions should be reviewed to ensure the requirements can be met and align with project outcomes)
7.1 All the essential activities and processes performed on the Project for the sake of administering, technical operation, execution, maintenance, and all possible specific activities and processes driving the Project towards practical completion should be met by the Consultant under the applicable scope and responsibilities define in this SOW. 
7.2 The Consultant Project Manager (PM) will be assigned to ensure quality assurance goals are met. 
7.3 The Consultant PM shall be the main point of contact for this Project and shall report to the County PM on the status of the Project, including any changes in schedule, scope, cost, and all other important information pertaining to the Project 
7.4 The Consultant is expected to fulfill the Milestones/Deliverables and Tasks/Sub Tasks within time and scope as described throughout this SOW and the Agreement
7.5 The Consultant must maintain and update the Task Resource Schedule (TRS), in accordance with the Agreement and attach to the SOW, to ensure the Project is executed within the specified cost, schedule, and performance goals set forth by the County. 
7.6 The Consultant will update the Task Resource Schedule (TRS) on a weekly basis and presented to the County Project Manager. Included in the TRS is the following information:
· The Consultant’s obligations including, Milestones/Deliverables, Tasks, and Sub Tasks, Role/Skillsets, On/Off site hours performed, Cost, and anticipated Start and Finish Date;
· The County’s obligations including, Milestones/Deliverables, Tasks, and Sub Tasks, Role/Skillsets, Resources (i.e. facilities or equipment), and Hours performed  

Insert Consultant Name Here to insert assumptions here

8.0 Key Personnel
The Key Personnel specified in the Agreement are considered to be essential to the work being performed and consists of senior staff members provided by the Consultant that are critical to the Project work. If changes have been made to Key Personnel after the Agreement submittal the Consultant will provide the County with resumes of the new Key Personnel and a completed Consultant Resume Summary (CRS), Attachment C. The Consultant is required to provide adequate information to clearly demonstrate that it has the technical capability, capacity, experience, and resources to meet the County’s requirements.

	In the event that member(s) of the Key Personnel cannot fulfill their obligations to the County a replacement must be assigned and approved by the County to complete the tasks. The Consultant shall provide a detailed explanation of the circumstances for the proposed replacements, complete resumes for the proposed replacements, and any additional information requested by the County. Proposed replacements should have comparable qualifications to those of the persons being replaced. Consultant will provide a no-charge ramp-up period for any replacement Key Personnel.  This ramp-up period shall be equal to eighty (80) hours for a replacement Project Manager and forty (40) hours for all other personnel positions. When replacing Key Personnel the Consultant must follow the process stated in the Agreement. 

	Include a final list of all Key Personnel to be assigned to the project. If there have been changes to the Key Personnel from the submittal of the RFR indicate that the person is a New Key Personnel by selecting “yes” from the drop down menu and providing the necessary documentation described above. 

	Consultant Key Personnel

	Name 
	

	Title
	

	New Key Personnel
	Choose an item.

	Identify and Describe Role
	

	Name 
	

	Title
	

	New Key Personnel
	Choose an item.

	Identify and Describe Role
	

	Name 
	

	Title
	

	New Key Personnel
	Choose an item.

	Identify and Describe Role
	

	Name 
	

	Title
	

	New Key Personnel
	Choose an item.

	Identify and Describe Role
	




	County Key Personnel

	Name 
	

	Title
	

	New Key Personnel
	Choose an item.

	Identify and Describe Role
	

	Name 
	

	Title
	

	New Key Personnel
	Choose an item.

	Identify and Describe Role
	

	Name 
	

	Title
	

	New Key Personnel
	Choose an item.

	Identify and Describe Role
	

	Name 
	

	Title
	

	New Key Personnel
	Choose an item.

	Identify and Describe Role
	




9.0 Task Resource Schedule
The information provided below is the instructions for filling out the TRS (Attachment D):

9.1 Column A-Milestones/Deliverable Required Milestones/Deliverables can be updated based on project needs
· Develop a comprehensive list of Milestones/Deliverables 
· Include Milestones such as:
· Project Kick off meeting
· Go-Live
· Sign off Process Design Document (PDD) by Business Owner, Project Manager and vendor 
· Configuration Document Catalog is completed to the detail that the County is able to support the system with included information
· Completed break fix from integration testing and sign off
· Report testing tracked and updated
· Include D Sign off on UAT and issue resolution
· Sign off on Configuration Documentation Catalog
· Sign off on Go Live & Intensive Support schedule
· Critical reports are reviewed and approved by end user
· Deliverables such as:
· Process Design Document (PDD)
· A confirmation of all hours and tasks required to fulfill the requirements
· Swim lanes of process
· User requirement specifications
· Business decisions
· Exceptions
· T-codes
· Business rules
· Functionality required to fulfill requirements
· Standard reports that will be delivered by Go Live
· Customized reports that will be delivered by Go Live
· Reports that will be delivered after Go Live
· Business roles to be set up in the system and the functions they perform,
· Roles and associated security
· Workflow requirements
· Fields in the system
· Special requirements
· Assumptions
· Configuration Documentation Catalog 
· Technical tables and fields
· Reporting specifications
· Installation configuration
· Functional configuration
· System landscape current and future

9.2 Column B- Tasks and Sub Tasks
· List all major Tasks and Sub Tasks that will be performed 
· Begin all Tasks and Sub Tasks with a verb
· Tasks/Sub Tasks should be written so only one role performs each task. If you find that the task requires multiple Roles/Skill Sets the task needs to be written at a more detailed level 
· Map Tasks and Sub Tasks to the Milestone or Deliverable they support, follow the example below:

	Column A-Milestone/Deliverable
	Column B- Tasks and Sub Tasks

	Project Kick off meeting
	Develop high level Project Plan

	
	Identify stakeholders for project kick off meeting

	
	Develop/ present materials and handouts



9.3 Column C- Consultant Name
· Enter the consultant name in relation to the Task/Sub Task and Role/Skill Set

9.4 Column D- Roles/Skill Set for Consultant
· Select the appropriate Roles/Skill Set required to complete each Task and Sub Task in Column B
· Tasks/Sub Tasks should be written so only one role performs each task. If you find that the task requires multiple Roles/Skill Sets the task needs to be written at a more detailed level 
· Roles/Skill Set options in drop down menu (Enter a description for each role on the TRS, see example in red)
· Enter Role/Skill type 
· Sub bullets should contain a brief description of the skills/responsibilities of the Role/Skill type

· Example: SAP BASIS Administrator
· Possess extensive knowledge of SAP landscapes/servers in a clustered Windows environment, with MS SQL Server database that include ECC, SRM, BI, Solution Manager, and Enterprise Portal. 
· Required support of SAP Development; QA; Training environments; SRM configuration and troubleshooting; System Copy and Client Copy strategy; ECC and SRM performance tuning and Transport Management

9.5 Column E- On Site hours for Consultant
· List the estimated onsite hours it will take to complete  each task 

9.6 Column F- Off Site hours for Consultant
· List the estimated offsite  hours it will take to complete each task

9.7 Column G- Cost
· Cost will auto calculate based on the agreed upon hourly wages per labor category
· On the TRS, select the labor category from the drop down menu in Column D-Role/Skill Set
· Enter the number of hours in Column E-On Site Hours and/or Column F-Offsite Hours
· Amount will then populate Column G- Cost

9.8 Column H- Start Date 

9.9 Column I- Finish Date

9.10 Column J- Employee Name (County)
· Enter the consultant name in relation to the Task/Sub Task and Role/Skill Set

9.11 Column K- Roles/Skill Set for County 
· Describe County Obligations define the actions, tasks, resources, and other obligations the County agrees to provide  and/or perform

9.12 Column L-Hours worked by County
· Please provide the number of estimated hours the County resources need to be allocated to complete each task


10.0 System Acceptance Criteria
County and Consultant will develop System Acceptance Criteria which includes testing and sign off of functional requirements as defined in the Statement of Work in which both parties will describe the mutually agreed acceptance procedures and criteria, such as system performance, roles and responsibilities, and Deliverables that apply to a given Project and/or Work Product including service or help desk requests.  

Within the TRS, there will be designated hours for Milestones/Deliverables and Tasks/Sub Tasks included for all testing.  All aspects of testing will ensure that the functionality required for the Project has been successfully delivered. Consultant will provide the County with a detailed test plan and acceptance check list with space to indicate if the Deliverable is accepted, rejected, or conditionally accepted.  Conditionally accepted Deliverables will contain a list of deficiencies that need to be corrected in order for the Deliverable to be accepted by the County Project Manager. The County PM will have ten (10) days from receipt of the Deliverable to provide the Consultant with the signed acceptance receipt unless an alternative schedule is mutually agreed to between the Consultant and the County in advance. System Acceptance Criteria includes the following: 
Criteria should be updated based on project needs and outcomes
10.1 Design 
· System requirements as described in the Process Design Document (PDD) are met and fulfilled and signed off on by the business owner Business Owner, Project Manager and vendor 
· Dev environment is ready when servers are installed, databases are installed, and the application server is configured and running

10.2 Build
· Configuration Document Catalog is completed to the detail that the county is able to support the system with included information
· QA environment is ready when server is installed, database in installed, validate that QA is in transport path, and the application server is ready for all the transports

10.3 Test
· Completed break fix from integration testing and sign off
· Unit Testing 
· Unit testing is the initial testing of new and/or changed code in the system. The unit testing will be performed by the Insert Consultant Role/Skill Set to confirm the functionality provided by a single unit or component of code. The unit test shall cover all states and transitions in the design to ensure that code implements the intended design. 
· Integration Testing 
· Integration testing will be performed by the Insert Consultant Role/Skill Set and County Project Manager in assistance with the Insert Consultant Role/Skill Set, as needed. Testing will begin after all critical defects have been corrected.  Integration testing confirms that each piece of the application interacts as designed and that all functionality is working. Integration testing includes interactions between all layers of an application, including interfaces to other applications, as a complete end-to-end test of the functionality. 
· Report testing tracked and updated
· Reviewed major impacts to departments with key stakeholders (from Organization Impact Document)
· User Acceptance Testing (UAT) 
· Project Milestones/Deliverables will enter into the UAT after all critical and major defects have been corrected. Prior to final completion of acceptance testing all open critical and major defects must be corrected and verified by the County Project Manager.
· Sign off on UAT and issue resolution
· Sign off on Configuration Documentation Catalog
· Critical reports are reviewed and approved by end user
· Sign off on Go Live & Intensive Support schedule
· Sign off on production environment readiness

10.4 Go Live & Intensive Support
· Begin design and development of non-Go Live critical reports and queries 

10.5 Post Go Live Support & Stabilization 

11.0 Invoice Submittal (update information based on your internal processes, i.e., who to CC, do multiple managers need to approve, etc.)
An invoice package consists of the Task Resource Schedule (TRS), a detailed invoice that is Project specific, and support documentation for charges during the billing period. Invoice packages must be submitted in a timely manner and in accordance with the terms of the Agreement and this SOW. The final cost set forth on each invoice shall be equivalent to the cost for each Deliverable or Service as specified in the TRS. The Consultant shall not submit an invoice for any Deliverable or Service specified in the TRS that the County has not fully accepted.  

11.1 Invoice Requirements 
The following procedures shall apply when submitting invoices:
· Must include the Purchase Order Number
· Must electronically submit invoices to accountspayable@bernco.gov and Cc: Insert Name and email
· Invoices must include company name, address, phone, fax numbers, and email address.  
· Name of the Consultant Project Manager 
· Date of Invoice as the current date the invoice is submitted to the County.  If submitting a revised invoice, the invoice date should be changed to the new submittal date.
· Invoice number is a unique number for each invoice.  If submitting a revised invoice, the invoice number should reference the previously submitted invoice
· Title of the Project, Description of Tasks performed and recorded in the TRS, Period of Performance per the Project.
· Billing period with begin and end dates.  The beginning date must not be sooner than the Period of Performance dates for the Agreement, or within any previous billing periods.
· Should include the total contract amount, total amount previously invoiced, and total charges for current billing period.

11.2 Approval Process Requirements 
· Before signing off on invoices, ensure County and Consultant Project Managers have worked with technical lead and functional lead to review work done, make sure it was done correctly, and received knowledge transfer and documentation needed
· County Project Manager will review Consultant timesheets to compare hours spent on each task against estimated hours balance on Task Resource Schedule

12.0 Change Order Process  Information should be updated based on project needs and outcomes
Change orders that result in additional cost to a Project will result in a Purchase Order change and are subject to available appropriations as specified in the Agreement.  Detailed description of the consultant personnel required to perform the requested services, specifications (if applicable), implementations plans (if applicable), with implementation to commence not later than 15 days after approval, the timeframe of performance, acceptance criteria, for new services the estimated price for such performance based on the applicable charges.

12.1 Change Order Request Form
The information provided below is the instructions for filling out the Change Order Request Form (Attachment E).
· The first section of the Change Order Request Form contains required fields for tracking purposes that should be filled out for all change orders. Mandatory fields for this section include:
· Contract Number 
· Change Order Number (C/O No.)- each change order that is submitted it must have unique change order number 
· Purchase Order number (if applicable)- a PO must be submitted when the is a change to the cost of the Agreement due to a Change Order Request  
· Contract Control Number
· RFP Number
· Requested By- identify whether the request came from the Consultant or the County
· Submitted By
· Title
· Phone Number
· Date Prepared
· Affected Areas
· Select all areas that would be affected by the Change Order Request. If none of the check boxes apply, indicated in the description box the affected area
· Contract Information- for a Change Order Request resulting in a Purchase Order this section must be filled out.  If the Change Order Request affects the amount agreed upon in this SOW and/or the Project timeline/deadline this section must be completed to show the following:
· Total Contract Amount- should include the original amount established in this SOW or the Revised Contract Total from a previously Approved Change Order Request
· Cost of Change Order Adjustment- estimated amount that the change will cost
· Revised Contract Total 
· Project End Date- include the original end date established in this SOW or the Revised Project End Date from a previously Approved Change Order Request
· Project Extension- estimated number of days the change will take to complete
· Revised Project End Date 
· Description of Change
· Provide a detailed explanation of the change, the personnel responsible for working on/completing the change, any specifications, implementation plan (if applicable), and the acceptance criteria for the purposed change
· Benefit/Reason
· Describe the benefit and/or reason for the proposed change and why it is necessary for Project completion
· Impact Analysis
· Describe any impact the change will have towards the Projects cost, timeframe, acceptance criteria, services, etc. and why it is necessary for Project Completion  
· Change Order Decision
· This section is to be filled out by the party receiving the Change Order Request Form
· If the Change Order Request Form is Approved with Conditions the receiving party will indicate in the space provided the proposed conditions
· Need More Info will be selected when the submitting party did not provide adequate information and the Change Order Request Form will have to be resubmitted
· If additional space is needed, indicate at the bottom of the form the number of attached  pages 
· All Change Order Approvals must be signed by the County Manager and the County Legal Department 

12.2 Review and Approve Change Orders 
Compare total hours billed per task to approximate percentage completion of each task.  For tasks that are at risk of exceeding the estimated hours on the Task Resource Schedule the following steps will apply:
· Discuss with vendor to clarify that task may exceed estimated hours 
· The vendor must follow 3 step process prior to getting a Change Order for additional hours, each step must include all appropriate documentation for an agreement or disapproval of additional hours:
· Vendor determines if Bernalillo County resources can be utilized to make up the gap in hours, include all appropriate documentation for an agreement or disapproval of additional hours 
· Vendor determines if hours can be reallocated from a different task 
· Vendor submits Change Order Request Form
[bookmark: _GoBack]
13.0 Organizational Change Management & Operational Readiness Information should be updated based on project needs and outcomes 
Change Management includes, but is not limited to the following business readiness for go-live, design and roll-out and end-user training, day-to-day backfill for County project team members, system management, coordination with remote sites, and Project communication to the company.

Bernalillo County will be responsible for all Change Management activities
 
14.0 Non-Solicitation / No Hire
Neither party shall solicit or hire, in any capacity whatsoever, any of the other party’s employees involved in this SOW during the term of this SOW and for a period of six (6) months from the termination hereof, without the express written consent of the other party

15.0 Approval 

The Consultant is notified that pursuant to Insert Contract Number Here, Bernalillo County retains the right to cancel or modify any project or activity that is not in compliance with the Insert Project Here Title Here, as described in the Agreement. The authorized signatures below indicate acceptance by the County and Consultant of this Statement of Work. 

Reviewed and Recommended for Approval by:


	Consultant:

	
	Bernalillo County:
	

	__________________________
	___________
	__________________________
	___________

	Project Manager
	Date
	Project Manager
	Date

	
__________________________
	
___________
	
__________________________
	
___________

	
	Date
	Purchasing
	Date

	
__________________________
	
___________
	
__________________________
	
___________

	
	Date
	Department Director
	Date

	
__________________________
	
___________
	
_____________________________
	
___________

	
	Date
	County Manager
	Date

	
	
	
_____________________________
	
___________

	
	
	County Legal
	Date
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