SAMPLE TEMPLATE 



 STATEMENT OF OBJECTIVES (SOO)

Project:  {Insert title}
1.0 Purpose:  {Provide a brief description of the requirements for the proposed contract action, and describe how the requirements relate to the requiring activity’s mission/goals.}
2.0 Scope or Mission: {Explain the scope of the requirement to help Offeror understand the size and range of supplies and/or services needed.}
3.0 Period and Place of Performance:  {State when and where the services are to be performed and/or any deliverables.}
4.0 Background:  {Provide pertinent background information, and an overview of the requirement/program.  If available, list web-links or other resources that disseminates information, contracts for similar work, and/or location information that would be valuable to Offerors.}
5.0 Performance Objectives:  {The performance objectives must be written in terms of outcomes, which are specific, measurable, attainable, relevant, time-bound and related to the organization’s mission.  Do not include a detailed task list or specific processes needed to meet the objectives.  The Offeror will use the required performance objectives to determine the best solution to accomplish the objectives and will provide their solutions in the form of a detailed SOW or PWS as an integral section of the proposal. State any deliverables, e.g. Non-Disclosure forms, progress reports, Quality Assurance Surveillance Plan (QASP- is used by the Government’s official to monitor the quality of the contractor’s performance.  A draft QASP may be submitted in response to the SO, and finalized immediately after contract award.}
6.0 Deliverables / Schedule:  {All written deliverables shall be phrased in layperson language.}
· Where a written milestone deliverable is required draft format, indicate a completion time for review of the draft formatted deliverable, e.g. within ___ calendar days from date of receipt.  The agency shall also indicate the number of business days the contractor has to deliver the final deliverable from date of receipt of the government’s comments.
· To the maximum extent possible, state requirements in terms of (a) functions to be performed; (b) performance required; or (c) essential physical characteristics. Define in terms that encourage Offerors to supply commercial items, or, to the extent that commercial items suitable to meet the agency’s need are not available, non-developmental items. Allow the contractor to devise and propose one or more solutions to satisfy the requirements.
· Sample Text - Tasks and Associated Deliverables:  Timely submission of deliverables is essential to successful completing this requirement. Schedules for deliverables are specified in Exhibit B.  All deliverables shall be prepared and submitted according to format, content, and schedule described in the SOW.  All “hard copy” deliverables will be submitted on recycled-content paper, and printed double-sided.
· Sample Text - Reporting Requirements:  The contractor is required to provide written progress reports {insert frequency, e.g. monthly} for the period {specify contract period or project duration}. The original and {specify number} copies are required. The progress report shall cover all work completed during the specified period and shall present the work to be accomplished during the subsequent period. This report shall also identify any problems that arose and a statement explaining how the problem was resolved. This report shall also identify any problems that have arisen but have not been completely resolved and provide an explanation. 





Example 1
Key Deliverables

	Item No.
	Deliverable
	Objective
	Due

	1
	Proposed Project Plan
	Defining the responsibilities, timeline, risks, and milestones of contract objectives.  Ref. Subtask 4.1.3
	No later than five (5) business days after contract award

	2
	Weekly Status Report
	Report documenting tasks & issues weekly.  Ref. Task 5.1
	Weekly, every Friday, by 3:00 pm (EDST) unless until the contract expires







Example 2

Key Deliverables

	Item No.
	Deliverable/
Item Title
	Description 
	Frequency
	Reference
	Delivery Format
	Due By

	1
	Monthly Status Report
	Monthly report documenting tasks and issues identified during the month  
	Once per Month
	Ref. SOO, Page 3, Section 4.2.1, Functional Task
	Via email to COR
	The 5th day of each month after contract award

	2
	Monthly Cumulative BPA Call Order Report
	Monthly Cumulative of all BPA Calls issued since date of contract award
	Once per Month
	Ref. SOO, Page 6, Section 5.1.3, Call Order Report Details
	Via email to COR
	On the 10th day of  each month after contract award


7.0 Operating Constraints:  {The SOO will provide Offerors with the maximum flexibility to propose innovative approaches and solution.  However, there may be constraints that the Government must place on the solutions.  This section shall identify all constraints associated with the requirement including, but not limited to, information assurance and architecture; network accessibility; security; privacy; safety considerations/constraints; and  existing policies, directives, and standards}
Attachment:  {If applicable, include an Attachment stating Evaluation Factors and significant Subfactors representing the key areas of importance and emphasis to be considered in the source selection decision}
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