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Agenda

•Overview

•Workshop

•Content & Structure of a High-Performing SOW

• The Importance of Current Conditions 

• Summary & SOW Assessment Handout



RFP
Request for Proposal

Information Technology (IT)
Software Implementation Template

RFP Number: #####

RFP Release Date: MM/DD/YYYY

RFP Due Date:    MM/DD/YYYY

What is the 
Goal 

of the Solicitation?



Goals of the Solicitation?

• Make it difficult to determine your needs?

• Confuse vendors?

• Frustrate vendors?

• Increase the odds of missing a requirement?



Always Remember…Vendors Have Options!



You Want To Look More Attractive Than All Other 
Current Owners!!!



If You Look Dangerous….



So how do we attract more 
High-Performing Vendors?



Starts With 
Your 

Solicitation!



Terminology

All are Included…

• Statement of Work (SOW)

• Scope of Work (SOW) 

• Specifications or Minimum Specifications

• Requirements or Minimum Requirements
– Business Requirements

– Technical Requirements

– Functional Requirements

• Minimum Qualifications

SOW = 
What you are 

Hiring the 
Vendor to do



Whatever 
Type of 

Solicitation 
You Issue… 
… A High-

Performing 
SOW is 
Crucial!

IFB

ITB

RFT 

RFP 

RFQ

RFSQ 
SOI 

 

SOQ 



The Goal of the SOW

• Paint the picture of what success looks like

• Describe what it will take to make you 100% 
satisfied (what are the outcomes & 
achievements)

• A good SOW assures that all of the vendors 
propose a proper solution (that meets your 
needs)



Workshop 

Purchasing a Vehicle



Summary of Objectives

•You will play the role of a 
salesperson for a Car Dealership.  

•Your task will be to identify the 
‘best’ vehicle for a customer 
based on your current inventory 
of vehicles.



SCENARIO #1
• I need to purchase a vehicle.  

•What is the best deal that you can 
offer me?

• I will be back at the end of the week 
to purchase the vehicle!



Feedback?

•Versatile – check all the boxes

• Low Price – lowest responsive and responsible

•Don’t know my budget

• Low price doesn’t = best value



What do you want to know???

•Budget

•Use / Purpose

•New or Used

• # of people

•How far

•Warranty/extras/options

• Longevity



Clarify Assumptions…

• The Salesperson can only offer 1 vehicle 

 (cannot offer multiple options)

• The Salesperson really wants to make the deal 
–(would rather not ‘lose’ the deal or see client 

purchase a vehicle from the dealer across the 
street)



SCENARIO #2
•Here are my expectations:

–Need a new vehicle, not used
–Need 5-star safety rating
–Would like it to be black or silver 
–Would like Back-Up Camera
–Probably an SUV (3 kids plus 2 adults)





Feedback…

• Most Common:
– SUV Dodge @ $29k 
– SUV Chevy @ $38k 
– VAN: Dodge @ $24k
– VAN Chrysler @ $25k

• Which cost option should the dealer pick (if you can only pick one)?

• It was clearly helpful to have more information?

• What was missing? 



•Be clear on your expectations:

–Need a new vehicle, not used
–Need 5-star safety rating
–Would like it to be black or silver 
–Would like Back-Up Camera
–Probably an SUV (3 kids plus 2 adults)

Feedback…

Mandatory Requirements?

Desired Items?



•Here are some of my expectations:

– Need a new vehicle, not used

– Need 5-star safety rating

– Do not want a red-colored vehicle

– Would like Back-Up Camera

– Need at least 5 seats (3 kids plus 2 adults)

– Must be able to go/take it camping in the forest

– My maximum budget is $27,000

SCENARIO #3



Discussion

• Was it helpful to have the budget? 

• Was it helpful to know the purpose/goals/objectives of the vehicle?

Need a new vehicle, not used
Need 5-star safety rating
Do not want a red-colored vehicle
Would like Back-Up Camera
Need at least 5 seats (3 kids plus 2 adults)
Must be able to go/take it camping in the forest
My maximum budget is $27,000



SCENARIO #5
•Here are some of my expectations:

– Need a truck

– Must be a new vehicle (not used) 

– I will be using this to tow my construction trailer

– Must have back-up camera

– Would prefer a lighter color (white or silver) 

– I have a maximum budget of $20,000



SCENARIO #6
•Here are some of my expectations:

– Must be a Nissan Truck

– Must have a tow package

– Must have back-up camera

– Must be white

– I have a maximum budget of $30,000



SCENARIO #7
• I need to purchase a vehicle.  I would like you to identify the best deal you 

can provide for a vehicle?  Here are some of my expectations:
• The vehicle must come with synthetic engine oil
• The vehicle must have windshield wipers
• I was born in May
• I have 3 younger brothers
• My brothers live in the same State
• I work for an IT company
• I would like a new car, not used
• I generally work 40-45 hours per week
• I really like my current vehicle
• I get headaches from the smell of cigarettes
• Do you think I need a tow package
• My house has really cool carpet
• I do not want a red or yellow vehicle 
• I have set aside extra funds for the ‘right’ vehicle
• Vehicle must have a 4-speed automatic or better
• The vehicle should get great MPG
• I really like Thai food, but not sushi
• My maximum budget is $29,000

• Would like the vehicle to have tinted windows

• The vehicle must have great lights for night driving

• Would like to purchase by end of the week

• Vehicle must come with 2 sets of keys

• Vehicle must come with full tank of gas

• How do you take a shower in the forest?

• If I get a vehicle, is 5-star better than 4?

• The vehicle must have Firestone tires

• The vehicle should have chrome wheels

• Would really like a luxury sedan

• I am open to any color vehicle

• I’ve never been camping

• I think SUV’s are really cool

• I currently drive a 4-door sedan  
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SCENARIO #7
• I need to purchase a vehicle.  I would like you to identify the best deal you 

can provide for a vehicle?  Here are some of my expectations:
• The vehicle must come with synthetic engine oil
• The vehicle must have windshield wipers
• I was born in May
• I have 3 younger brothers
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• Would like to purchase by end of the week

• Vehicle must come with 2 sets of keys

• Vehicle must come with full tank of gas

• How do you take a shower in the forest?

• If I get a vehicle, is 5-star better than 4?
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• I think SUV’s are really cool

• I currently drive a 4-door sedan  



Content & Structure
of a 

High-Performing 
Statement of Work



A successful 
project outcome

what are the rules, 
paperwork, regulations, 
needed stay out of the 

newspaper?

Legal

what do we need to buy?
what are our frustrations 

and pain points?

Scope of 
Work

who do we pick?

Hire the 
Right Firm



RFP
Request for Proposal

Information Technology (IT)
Software Implementation Template

What the Client 
is PurchasingCurrent Conditions

Organizing a High-Performing RFP

RFP Number: #####

RFP Release Date: MM/DD/YYYY

RFP Due Date:    MM/DD/YYYY

Proposal 
Requirements

Statement of Work

Administrative 
Requirements

Proposal Forms

Attachments
 & Exhibits

1

Evaluation 
Procedures

2

5

6

3

4

7



Content & Structure of a High-Performing SOW

SOW
Statement of Work

Information Technology (IT)
Software Implementation Template

Simplar.com

1 Overview & Purpose

2 Future State

3 Itemized Requirements

4 Schedule & Budget

5 Unique Considerations

https://simplar.com/


Content & Structure of a High-Performing SOW

SOW
Statement of Work

Information Technology (IT)
Software Implementation Template

Simplar.com

1 Overview & Purpose

2 Future State

3 Itemized Requirements

4 Schedule & Budget

5 Unique Considerations

Concisely Describe 
“What” & “Why”

https://simplar.com/


Content & Structure of a High-Performing SOW
Overview & Purpose

•Project Overview: high-level summary that is easily 
understandable (1-2 sentences up to 1-2 paragraphs max)



Content & Structure of a High-Performing SOW
Overview & Purpose

•Project Overview: high-level summary that is easily 
understandable (1-2 sentences up to 1-2 paragraphs max)

–Avoid technical language, jargon, details, or specifics.





Content & Structure of a High-Performing SOW
Overview & Purpose

•Project Overview: high-level summary that is easily 
understandable (1-2 sentences up to 1-2 paragraphs max)

–Avoid technical language, jargon, details, or specifics.

•Goals, Objectives & Motivation: primary business drivers 
and purpose



Good



Better



Best

The Backwash Waste Pump Station at the Richmond Water Treatment Plant is past its 

design life. The pumps, controls, and support systems are outdated, with maintenance 

costs increasing by nearly 30% over the last five years and unplanned downtime occurring 

twice as often as it did a decade ago. Without upgrades, the risk of service disruptions and 

regulatory non-compliance will only grow.

This project will replace aging equipment with modern pumps, controls, and HVAC systems 

that improve safety, reduce maintenance burdens, and restore reliable capacity. These 

upgrades are essential to protect water quality, support daily operations, and ensure the 

community continues to receive dependable service for years to come.



Best

The Backwash Waste Pump Station at the Richmond Water Treatment Plant is past its 

design life. The pumps, controls, and support systems are outdated, with maintenance 

costs increasing by nearly 30% over the last five years and unplanned downtime occurring 

twice as often as it did a decade ago. Without upgrades, the risk of service disruptions and 

regulatory non-compliance will only grow.

This project will replace aging equipment with modern pumps, controls, and HVAC 

systems that improve safety, reduce maintenance burdens, and restore reliable capacity. 

These upgrades are essential to protect water quality, support daily operations, and ensure 

the community continues to receive dependable service for years to come.



Content & Structure of a High-Performing SOW
Overview & Purpose
•Project Overview: high-level summary that is easily 

understandable (1-2 sentences up to 1-2 paragraphs max)
–Avoid technical language, jargon, details, or specifics.

•Goals, Objectives & Motivation: primary business drivers 
and purpose

•Key Measures of Success: top 3-5 quantifiable metrics 
(cost, time, quality, functionality)



Key Measures of Success

•Key Measures of Success: top 3-5 quantifiable metrics 
(cost, time, quality, functionality)

•Difficult for Business Units to do!
–They often focus on activities rather than outcomes.
–Takes intense questioning.



RFP
Request for Proposal

Information Technology (IT)
Software Implementation Template

What the Client 
is PurchasingCurrent Conditions

Organizing a High-Performing RFP

RFP Number: #####

RFP Release Date: MM/DD/YYYY

RFP Due Date:    MM/DD/YYYY

Proposal 
Requirements

Statement of Work

Administrative 
Requirements

Proposal Forms

Attachments
 & Exhibits

1

Evaluation 
Procedures

2

5

6

3

4

7

Overview & 
Purpose are right 
up front, so must 
be easy to find & 

understand!



Content & Structure of a High-Performing SOW

SOW
Statement of Work

Information Technology (IT)
Software Implementation Template

Simplar.com

1 Overview & Purpose

2 Future State

3 Itemized Requirements

4 Schedule & Budget

5 Unique Considerations

Departures from 
Current Conditions

https://simplar.com/


Content & Structure of a High-Performing SOW
Future State
• Describe each of the deliverables/services to be provided by the 

selected vendor for this Statement of work

• Describe the minimum requirements that must be performed to 
achieve a 100% satisfaction  

• Attach exhibits to make this easier to follow (i.e. drawings, specs, 
pictures, site plans, etc.)



Content & Structure of a High-Performing SOW
Future State
• Overview: clear, concise, & easily understandable description

• Project Deliverables: tangible outcomes to be produced by vendor

• Figures, Diagrams, & References: supporting explanation

• Transition/Migration: efforts to bring legacy data forward





Scope

Scope

Proposal



Content & Structure of a High-Performing SOW

SOW
Statement of Work

Information Technology (IT)
Software Implementation Template

Simplar.com

1 Overview & Purpose

2 Future State

3 Itemized Requirements

4 Schedule & Budget

5 Unique Considerations

Mandatory & Desired 
Items

https://simplar.com/


Content & Structure of a High-Performing SOW
Itemized Requirements

Organization:

• Itemized

• Organized into major categories

• Attach (and reference) Exhibits to make this easier to follow 

(i.e. drawings, specs, pictures, diagrams, site plans, reference 

files, etc.)

• Do NOT need a written commentary for each requirement 



Content & Structure of a High-Performing SOW
Itemized Requirements

• Drawings & Specs (Construction) • Requirements (IT/Software)



Content & Structure of a High-Performing SOW
Itemized Requirements

•Mandatory Requirements (minimum, pass/fail): 
–vendors MUST meet these or be disqualified.

 itemized, organized, and categorized

•Desired Requirements (value proposition): 
–vendors NOT disqualified for missing any individual item.
–But the Client’s goal is to achieve as many as possible.

 itemized, organized, and categorized



Think really hard 
about what the 

TRUE mandatory 
requirements are







Content & Structure of a High-Performing SOW

SOW
Statement of Work

Information Technology (IT)
Software Implementation Template

Simplar.com

1 Overview & Purpose

2 Future State

3 Itemized Requirements

4 Schedule & Budget

5 Unique Considerations

Time & Financial 
Constraints

https://simplar.com/


Content & Structure of a High-Performing SOW
Schedule & Budget 

• Schedule: clear & transparent identification of timing 
needs and constraints

•Budget: clear & transparent identification of financial 
needs and constraints



Content & Structure of a High-Performing SOW
Schedule & Budget 

• The Budget is crucial (one of the most important SOW elements)

• Clarifies your technical Statement (what you can afford)

• Clearly define any financial constraints or expectations that you have (not ranges or 
“fuzzy” information → don’t cause confusion!) 

• Be direct, such as:
– The construction budget for this Project is $150,000

– The estimated spend for this Project is $2 Million

– The project budget is $3,000,000 over 5 years, of which $500,000 is allocated for 
implementation and $500,000 for annual subscription/support.  

• (same for Schedule expectations, constraints, critical dates, phasing, etc.)



Content & Structure of a High-Performing SOW

SOW
Statement of Work

Information Technology (IT)
Software Implementation Template

Simplar.com

1 Overview & Purpose

2 Future State

3 Itemized Requirements

4 Schedule & Budget

5 Unique Considerations
Supplemental 
Information

https://simplar.com/


Content & Structure of a High-Performing SOW
Unique Considerations

•Unique: what may be unusual in your environment? 

 (vs. the vendor’s other clients)

•Unknowns & Assumptions: list any conditions that are 
unknown or assumed

•Attachments & Exhibits: pertinent supplemental 
information





Keep in Mind…



Goal Is Not 
Perfection!



Goal Is Not 
Perfection!

Do Our Best 
Within Resource 

Constraints



…But We 
Can’t Totally 

Miss The 
Target!!!



Balancing Act:

Too Open-Ended
vs.

Overly Prescriptive



Public Sector Agency

• Full Technical Specification: “Pls dig a hol”



Construction Example:
Site Excavation & Remediation



Construction Example:
Site Excavation & Remediation



Construction Example:
Site Excavation & Remediation



Construction Example:
Site Excavation & Remediation



Construction Example:
Site Excavation & Remediation

“Silt and sand soil, mixed with debris from the 
demolition of the hospital, and often underlain by a 

concrete slab or footings ranging from 1.8 to 3m thick.”

“Primarily dark brown/grey silty sand with 
gravel.”

➢ Propose a Lump Sum!!!

See any Risk????????

Contaminants: petroleum hydrocarbons, metals (arsenic, 
lead & iron), PAHs, & asbestos-containing materials, etc.

➢ No benchmark to propose to…

(Contractors caught between a “no bid” 
*or* adding contingency for unknowns) 



Set a Benchmark to Propose to!!!!

• Ensure proposals are apples-to-apples (as much as possible)



Set a Benchmark to Propose to!!!!

• Ensure proposals are apples-to-apples (as much as possible)

EXAMPLE



Set a Benchmark to Propose to!!!!

• Ensure proposals are apples-to-apples (as much as possible)

• This is the answer to...

“How do I know if I am too Open-Ended?”

• If you’ve established a solid benchmark to bid to…

•… you have probably provided “enough” SOW info to 
avoid being open-ended.



Impact of Open-Ended or Unclear SOW

•Open to interpretation

• Encourages the minimum

• Less consistency in pricing (wider range in cost proposals)

• Less competitive pricing (increased contingency)

•Discourages vendors from submitting

➢Brings Risk to the Project!



Waste Hauling SOW

•“An adequate fleet of collection vehicles should be 
used and maintained by the Vendor…” 

•“It is the [Owner’s] expectation that collection 
vehicles designated for service should at a minimum 
be less than two years old at the start of the 
contract”

5,000+ tons of waste collection across urban area



Waste Hauling SOW

•“In order to support accurate measurements 
towards the [Client’s] sustainability goals, all 
vehicles must be solely dedicated to [the Client] and 
cannot be used for other sites.”

5,000+ tons of waste collection across urban area



Waste Hauling SOW

• Average Proposal Price: +46% over the Budget

• Maximum Proposal Price: +106% Over the Budget

• SOW was put together with great intentions
–Seeking high quality services & impressive sustainability goals.  

➢Over-emphasis on the inputs (restricting vendor means & 
methods) can detract from the outcomes (results)!

5,000+ tons of waste collection across urban area



Three Key Questions

1. Can I Provide What You Need?
– SOW

– Budget

– Schedule



Three Key Questions

1. Can I Provide What You Need?
– SOW

– Budget

– Schedule

2. What Are The Odds That I Can Win?
– Perceptions of being open, fair, and transparent

– Criteria & weights



Three Key Questions

1. Can I Provide What You Need?
– SOW
– Budget
– Schedule

2. What Are The Odds That I Can Win?
– Perceptions of being open, fair, and transparent
– Criteria & weights

3. How Much Effort Will It Take To Respond
– Proposal contents



Key Learning Points

1. A quality scope of work 
helps the industry put 
together a better proposal

2. It doesn’t need to be 
perfect… but can’t be 
terrible!

3. Long-term payoffs are 
significant!

Jake.Smithwick@charlotte.edu

mailto:Jake.Smithwick@charlotte.edu
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