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	Agencies preparing to use the Networx contracts to serve their telecommunications and networking needs must execute a Fair Opportunity decision process to choose a contractor before placing orders. GSA has described two generic processes: a standard process and, as needed, a statement of work (SOW) process. Both of these are described in more detail in the General Services Administration (GSA) Networx Fair Opportunity and SOW Guide, which can be found at www.gsa.gov/networx, along with many other resources and tools.
	This document is intended to supplement the information and resources already provided to assist agencies in the preparation of SOWs. Specifically, it provides a sample outline that incorporates all of the required data elements of an SOW, along with practical suggestions gleaned from early program experience. These suggestions reflect best practices to help agencies prepare SOWs in a manner that facilitates SOW generation, scope determination, contractor response, and proposal evaluation. Since agency needs vary widely, this document will not cover all possible or appropriate variations in SOW structure or content. It is offered as guidance to be adapted as necessary to meet agency needs. However, agencies applying the principles and best practices found in this document can expect to see a significant reduction in the time required to complete a Fair Opportunity decision using an SOW.
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i – Creating a Statement of Work
[bookmark: _Toc437526679][bookmark: _Toc437582299][bookmark: _Toc437582394][bookmark: _Toc442095089]General Principles
	Agencies preparing an SOW are urged to bear in mind that the Networx contracts were designed to be used by any agency “as is” to achieve best value. They were negotiated to reflect government-wide requirements, best commercial practices, operations manageability, and best available prices. Because of this, agencies adhering to the following principles should expect to receive higher quality, easier to evaluate contractor proposals, and to achieve best value use of the contracts in the shortest possible time.

	Networx SOW Best Practices

	Use the contracts as written 
whenever possible
	Avoid modifications that do not add real value, or that create an opportunity to increase prices. The contract structure explicitly supports tailoring of services to meet agency-specific needs, either through agency-specific pricing of Individual Case Basis (ICB) Contract Line Item Numbers (CLINs) or the modification of the contracts to include new CLINs. Note that the latter requires additional effort by the contractors for proposal preparation, as well as additional effort by both the contractor (e.g., changes to ordering, billing and operations support systems) and GSA (e.g., evaluation of contract modification, and updates to the contract, Pricer tool, and billing system) after SOW award. The time needed to modify a contract to add new CLINs can delay the start of ordering.

	Express requirement using Networx terminology
	The Networx contracts use generic terminology to ensure uniform service quality and facilitate comparisons between offerors on a like-for- like basis. Current agency inventories or planning documents may use other terminology, e.g., FTS2001, commercial brand names, etc. Time spent in converting requirements into Networx terminology will be returned in faster proposal generation and evaluation as well as easier program startup and operations. Using non-Networx terminology, especially commercial brand names, results in more contractor effort and time, and creates the possibility that a contractor can add an existing contract service under a different name at a higher price.

	Do not seek agency-specific
pricing of existing CLINs
	With few exceptions, Networx prices are significantly below the best available commercial or government prices. Since all Networx prices have been negotiated based on the aggregated buying power of the entire government, it is not necessary to issue a Networx SOW just to obtain excellent prices. Networx contract terms also require the con- tractors to maintain prices at best available levels, and allow any con- tractor to reduce any CLIN price at any time, with the lower price available to any agency having the same requirement. However, Networx contractors are allowed to waive any CLIN charge at any time for any individual agency. Therefore, do not seek agency-specific pricing of CLINs, nor bottom line percentage discounts at the project level. Rather, expect the contractors to either reduce CLIN prices for all contract users, or to waive charges in agency-specific cases.

	Use the power of Networx 
Management and Operations
requirements
	Networx contractors are required to provide extensive management reporting and data, and to provide performance and usage monitoring, at no additional charge. Avoid requirements that can result in paying a Networx contractor to produce the same result by other means or paying another contractor to duplicate the no-charge Networx requirements.
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Best Practice
Use of a numbered outline structure and numbered requirements in the SOW will facilitate subsequent communications with the contractors.

[bookmark: _TOC_250016][bookmark: _Toc437430981][bookmark: _Toc437526680][bookmark: _Toc437582300][bookmark: _Toc437582395][bookmark: _Toc442095090]1.   Project Description
[bookmark: _TOC_250015][bookmark: _Toc437430982][bookmark: _Toc437526681][bookmark: _Toc437582301][bookmark: _Toc437582396][bookmark: _Toc442095091]1.1   Project Title
	Provide a short, descriptive title of the project to be executed.
[bookmark: _TOC_250014][bookmark: _Toc437430983][bookmark: _Toc437526682][bookmark: _Toc437582302][bookmark: _Toc437582397][bookmark: _Toc442095092]1.2   Project Overview
	Provide a brief description/summary of the project and the services sought from the Networx contractor. 
Best Practice
Help the contractor to understand the initial context and future implications of the order, e.g., “This project will replace the current data-only IP-VPN. Subsequent expansions of the network will be used to absorb and consolidate the agency’s remaining ATM networks and long distance voice traffic.”

[bookmark: _Toc437430984][bookmark: _Toc437526683][bookmark: _Toc437582303][bookmark: _Toc437582398][bookmark: _Toc442095093]1.3   Project Background
	Describe the services provided by the current network and/or contractors.
[bookmark: _Toc437430985][bookmark: _Toc437526684][bookmark: _Toc437582304][bookmark: _Toc437582399][bookmark: _Toc442095094]1.4   Project Scope
	Describe strategic direction and objectives for the solution sought by the agency, e.g., what is the main objective for the migration of services, what emerging services are envisioned to be supported by the solution sought, etc. Information provided should be clear and concise.
[bookmark: _Toc437430986][bookmark: _Toc437526685][bookmark: _Toc437582305][bookmark: _Toc437582400][bookmark: _Toc442095095]1.5   Acquisition Selected
	State whether the SOW is issued against the Networx Universal or the Networx Enterprise acquisition program.
Best Practice
Include the reason for selecting one or the other in the acquisition record. It does not need to be listed in the SOW.






[bookmark: _Toc437526686][bookmark: _Toc437582306][bookmark: _Toc437582401][bookmark: _Toc442095096]1.5.1   Fair Opportunity Exception (if applicable)
	If the SOW is being released under an exception to Fair Opportunity, state the exception that applies to the services defined in the SOW. 
	Document the rationale for any Fair Opportunity exception in the acquisition record. 
[bookmark: _Toc437526687][bookmark: _Toc437582307][bookmark: _Toc437582402][bookmark: _Toc442095097]1.6   Period of Performance
	State the start date for the period of performance (POP) in terms of total calendar days after award for services requested.  If the POP is expected to be coincident with that of the Networx contract, say so.  If the POP will be shorter, specify the expected end date. Note that the end date may not extend beyond the end date of the Networx contract, but that the agency may choose to discontinue service at any time without penalty.
[bookmark: _Toc437526688][bookmark: _Toc437582308][bookmark: _Toc437582403][bookmark: _Toc442095098]1.7   Place of Performance
	Specify the services that will be provided at the contractor’s site(s).
	Specify the services that will be provided at government sites. Provide a complete list of sites to be served and the initial bandwidth required at each site. If the service mix or characteristics will vary by site, also indicate which services, features, options, performance levels, etc. will be required at which sites.
	Include the following phrase: Any locations added by the Agency Name during the course of this task order are considered incorporated into the scope of this task order and are subject to FAR 16.505(b): Fair Opportunity. 

Best Practice
Provide a list or table of building addresses with required bandwidth and services. Include any exceptions and/or priorities, e.g., desired order of transition.




[bookmark: _TOC_250011][bookmark: _Toc437430990][bookmark: _Toc437526689][bookmark: _Toc437582309][bookmark: _Toc437582404][bookmark: _Toc442095099]2.   Statement of Work
	Provide a descriptive summary of the tasks and services required. For less complex projects with limited tailoring of requirements or straightforward use of existing ICB CLINs, the summary should be brief. For more complex projects requiring significant analysis on the part of the contractor, the summary should provide sufficient detail to allow the contractor to understand the full scope of the project. If the contractor is expected or invited to identify alternative services and CLINs to be used or created, state that here.
	State any requirements for plans or contractor-provided information that will be needed for the Fair Opportunity decision, e.g., “The contractor shall provide a draft Transition Plan addressing all locations specified in Section 3 of this document” or “The contractor shall provide an architectural overview of the solution proposed.”

Best Practice
For complex projects with significant functional requirements not directly addressed by standard Networx services and CLINs, provide an attachment describing the goals and functional requirements of the project in sufficient detail to allow the contractor to identify and price the capabilities needed.

[bookmark: _Toc437430991][bookmark: _Toc437526690][bookmark: _Toc437582310][bookmark: _Toc437582405][bookmark: _Toc442095100][bookmark: _TOC_250010]2.1   Service Requirements
	List required services and features, both on contract and priced (fixed price) and on contract and not priced (ICB), e.g., “The contractor shall provide the following services with the features and options indicated in accordance with the requirements found in the corresponding Networx contract section.”

Best Practice
Provide a list or table using the Networx service name(s) and any associated features and/or options, with the contract section number reference. Do not repeat text from the contract or provide additional descriptive text.


[bookmark: _TOC_250009][bookmark: _Toc437430992][bookmark: _Toc437526691][bookmark: _Toc437582311][bookmark: _Toc437582406][bookmark: _Toc442095101]2.2   Agency-Specific Service Requirements
	If agency-specific services or requirements are needed, provide the additional requirements to be satisfied.
	Provide sufficient detail to allow contractors to price the requirements, focusing on those aspects that differ from the standard Networx capabilities.
	For existing ICB CLINs, provide the specific parameters that will allow the contractor to establish a price, e.g., location, performance level, etc.
	For new capabilities, provide the technical, operational or other requirements to be satisfied. Where possible, relate the new requirements to the existing Networx capabilities with appropriate references.
Best Practice
For new services required, use the requirements structure(s) found in Section C.2 of the Networx contracts to the maximum extent possible.

	DO NOT specify head counts, labor categories, or personnel labor hours to be priced, as these are not supported in the Networx contracts. Rather, use the fixed price mechanisms provided in the contracts, e.g., in the Customer Specific Design and Engineering Service.
[bookmark: _TOC_250008][bookmark: _Toc437430993][bookmark: _Toc437526692][bookmark: _Toc437582312][bookmark: _Toc437582407][bookmark: _Toc442095102]2.3   Performance Measures
	Identify metrics and Service Level Agreements (SLAs) to be used to assess quality of service delivery based on Networx contract specified performance measures or others as needed. If standard Key Performance Indicators (KPIs) and SLAs will be used, a simple statement to that effect should be provided. If ICB performance measures will be used, e.g. critical-level KPIs, provide sufficient information to allow the contractor to price the corresponding CLIN. If new KPIs or SLAs are required, provide sufficient detail to allow the contractor to understand and price them.
Best Practice
Use the KPIs and SLAs specified in the contracts unless absolutely necessary. Less stringent performance standards may not cost less, and more stringent or different standards will generally cost more.


[bookmark: _TOC_250007][bookmark: _Toc437430994][bookmark: _Toc437526693][bookmark: _Toc437582313][bookmark: _Toc437582408][bookmark: _Toc442095103]2.4   Government-Furnished Equipment and Information
	Identify the government-furnished equipment and information, if any, to be provided to the contractor and identify any limitations on use.  Be as specific as possible.
	Indicate interoperability requirements as needed.

[bookmark: _Toc437430995][bookmark: _Toc437526694][bookmark: _Toc437582314][bookmark: _Toc437582409][bookmark: _Toc442095104]3.   Management and Operations Services (MOPS)
	Provide the following instructions within the brackets: 
	[The offeror shall meet and comply with the requirement for management and operation support as described in Section C.3: Management and Operations of the Networx (Universal or Enterprise) contract. 
	Management and Operations encompass the essential activities and requirements necessary to provide quality services to the Agency Name throughout the life cycle of the order. MOPS begins with the overarching program management that puts the appropriate resources, systems, and processes in place with leadership to balance contract compliance, to meet the needs of the Agency Name and to manage the day-to-day operations and activities as required under this SOW.
	The responsibilities of the offeror shall commence at task order award and shall apply through transition and life-cycle service delivery and management, including assisting the GSA and the Agency Name with transitioning to the next contract.


	The offeror shall meet and comply with the detailed formatting and delivery requirements described in the Networx (Universal or Enterprise) contract. A reference list of all Agency-specific deliverables required under this SOW are summarized and provided in Appendix (Insert Appendix letter here) – List of Task Order Deliverables.]
	Include in additional paragraphs: (1) Any service-specific MOPS requirements and cite the relevant sections from the Networx (Universal or Enterprise) contract; and (2) Any agency-specific MOPS requirements to ensure proper delivery of the service, e.g. a draft project management plan, location of contract personnel, etc.  

Best Practice
1. Use standard intervals (for ordering, delivery, dispute, etc.).
2. Consider the billing methodology (direct or central) consistent with agency requirements.
3. Use standard testing methodologies for verification of services rendered. 


[bookmark: _Toc437430996][bookmark: _Toc437526695][bookmark: _Toc437582315][bookmark: _Toc437582410][bookmark: _Toc442095105]4.   Section 508 Standards
	Provide the following instructions: Section C.6 Section 508: Requirements for Networx Services shall apply. 


[bookmark: _Toc437430997][bookmark: _Toc437526696][bookmark: _Toc437582316][bookmark: _Toc437582411][bookmark: _Toc442095106]5.    Proposal Instructions
	Provide instructions to guide the contractors in preparing proposals. Contractors may be instructed to submit proposals or information in a specific format (or severable parts) to facilitate evaluation. The instructions may specify further organization of proposal or response parts, such as Price, Management, Technical, etc. Also include agency contact information and proposal delivery instructions in this section.
	If contractor presentations or negotiations are expected, describe here, including schedule, location, content, format and any other information as needed.   (See FAR 15-204.5)
[bookmark: _TOC_250004][bookmark: _Toc437430998][bookmark: _Toc437526697][bookmark: _Toc437582317][bookmark: _Toc437582412][bookmark: _Toc442095107]5.1   Pricing CLINs and Tables
	For defined Networx services previously listed (see Section 2.1, above), provide the corresponding contract B-Table references or instruct the contractor to provide price information using the B-Table corresponding to the listed services.
	For new services, features or capabilities, either provide or instruct the contractor to provide pricing information consistent with the structure and content of existing Networx B-Tables. In some cases (e.g., a new feature) this may involve modification of an existing price table. In other cases (e.g., a new agency- specific service) this may involve creation of a new price table.Best Practice
Use Networx price table structures and CLINs to the maximum extent possible. This will facilitate evaluation and subsequent contract modifications and tool/support system updates.


[bookmark: _TOC_250003][bookmark: _Toc437430999][bookmark: _Toc437526698][bookmark: _Toc437582318][bookmark: _Toc437582413][bookmark: _Toc442095108]5.2   Bid Model
	If total cost of the contractor’s proposal is a factor in the Fair Opportunity decision, provide a clear bid model indicating the basis for calculating total cost, including:
 Site locations (addresses if available) and bandwidth/service requirements; this may be the same as the list included in Section 3, above, and included by reference
 Projected annual usage volumes/bandwidth needs for evaluation purposes (network-wide, by site, or point-to-point, as appropriate), including features, for the life of the resulting order. Note that specifying point-to-point traffic for locations or regions outside of the continental United States will permit the contractor to price more accurately.

Best Practice
Provide the bid model in a form that the contractor can populate and submit.



[bookmark: _TOC_250001][bookmark: _Toc437431000][bookmark: _Toc437526699][bookmark: _Toc437582319][bookmark: _Toc437582414][bookmark: _Toc442095109]6.   Evaluation Factors for Award
	Present sufficient high level information to allow the contractor to understand the basis for making the Fair Opportunity decision. Provide schedule information as appropriate, e.g., “Contractor selection will be made approximately xx days after receipt of proposals.”
	Specify the factors—technical, management, past performance, price, other—that will be used to evaluate contractor proposals. State the importance of price relative to the other factors. It is not necessary to provide specific details of the evaluation process.

Best Practice
Include a fully documented evaluation plan in the acquisition record, including the internal process that will be followed, the method(s) used to assign value ratings to contractor proposals, and the individual(s) making the decision.




[bookmark: _Toc437431001]
[bookmark: _Toc437526700][bookmark: _Toc437582320][bookmark: _Toc437582415][bookmark: _Toc442095110]Appendices
	Include any attachments (lists of locations, network diagrams, etc.) that would be of use to the contractors in formulating their responses.
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