Press [Alt][A] now to activate this tutorial.





STATEMENT OF WORK TUTORIAL





Welcome to the Contracts and Procurement Division (CPD), Policy and Customer Liaison TeamÕs (PCLT) Statement of Work (SOW) Tutorial.  Use the scroll bars located at the right of the screen to continue through this tutorial.


�
� EMBED PowerPoint.Show.4  ���


�
Double click on the icon to the right for a brief PowerPoint introduction. 





OVERVIEW





This tutorial will assist you, the writer, in developing, organizing, and reviewing your SOW.  The following sections/documents are contained and may be accessed from this tutorial:





GETTING STARTED





INSTRUCTIONS ON TUTORIAL FEATURES


Text Input Blocks


Red Arrows


Help Text


General Guidance Tool Button





TUTORIAL DOCUMENTS


SOW Outline


SOW Template


SOW Checklist





SURVEY


�
� EMBED PowerPoint.Show.4  ���


�
For an overview of the sections/documents contained within this tutorial, double click on the icon to the right.





�
GETTING STARTED





A custom toolbar has been created for the SOW Tutorial and should be visible in the upper right hand corner.  If it is not visible, press [Alt][A] now.  Press [Alt][P] now to print this page.  The following table is provided to summarize all of the function keys and toolbar buttons used in this Tutorial:





Click on the � button on the SOW Toolbar or press [Alt][S] to save this tutorial to your hard drive as c:\acq-temp\sowpbc.doc.  Next time you work with the SOW Tutorial, open your saved file because if you open the original server/disk file, it may save over your previous work.  








Description�
Function


Keys�
SOW Tutorial  


Toolbar Buttons�
�
Activates the “current” document and shows the SOW toolbar�
[Alt][A]�
�
�
Prints the “Getting Started” page only�
[Alt][P]�
��
�
Getting Around �
�
Use the Scroll Bars at the right of the document�
�
Help Text�
[F1]�
Status Bar�
�
View/Print hidden text. (Toggle) If you can see hidden text, it will print and vice versa.�
[Alt][H]�
��
�
General Guidance Tool Button�
�
��
�
Spell checks the “current” document�
[Alt][D]�
��
�
Saves your document to the C Drive�
[Alt][S]�
��
�
Returns the user to the main document from any sub-document�
[CTRL][ F4]�
�
�



Note:  “Current” document means the document currently on the screen.  It may be this tutorial or any of the documents contained within this tutorial (i.e., the SOW Outline, SOW template, etc.).





CAUTION!  This tutorial has been automatically set up to be viewed in “page layout view” at 75% and it contains various “section” and “page” breaks throughout.  DO NOT ALTER THEM!  Should you accidentally turn off the toolbar, press [Alt][A] again.





INSTRUCTIONS ON TUTORIAL FEATURES





All instructions and information necessary to prepare your SOW outline and SOW are provided in blue hidden text.  All examples are provided in dark magenta hidden text.  Neither the hidden text nor the examples will appear in your final documents.  In order to assist you in customizing these documents to fit your proposed procurement, the following features have been provided:  text input blocks, red arrows, and help text.  These tools are explained in detail below along with instructions and examples for their use.





TEXT INPUT BLOCKS 





A text input block is a small gray box which allows you to type in the requested information.  These blocks are set up to allow the user to type an unlimited number of characters in a single paragraph.  





Please note:  When you have completed typing in the required information, use the scroll bars located at the right of the screen to continue.  Do not hit the [Enter] key or the [Return] key as the cursor will automatically appear in the next input block or field.





Complete the following example to learn how to use a text input block:


I have worked for the Department of Energy for (Type in the number of years and months you have worked for DOE in the following text input block) � FORMTEXT ��–––––�.





RED ARROWS





� EMBED MS_ClipArt_Gallery  ���


Red arrows, located in the left margin have been provided to identify certain areas where input is required.  These areas allow the user to type in an unlimited number of characters in paragraph format (i.e., the user can press [Enter] or [Return] to form paragraphs).





HELP TEXT





To assist the user in completing the input blocks used in this tutorial, help text has been created for all of the text input blocks discussed above.  To illustrate these help functions, recall the example used in the text input block section.  To access the help text, click on the text input block below and press the F1 key on your keyboard or look on the status bar at the bottom of your computer screen below while your cursor is on the gray box.





I have worked for the Department of Energy for � FORMTEXT ��–––––� years.





GENERAL GUIDANCE


ON-LINE HELP





To assist the user in developing their statement of work, pertinent information has been placed in General Guidance as on-line help.  To access the help text, click on the � located in the toolbar and operate just like Word Help.  Anytime you see the �, it signifies that additional information is available in the General Guidance.





TUTORIAL DOCUMENTS





The following three documents displayed as icons below will assist you with preparing your SOW.  It is recommended that you read and/or complete these documents in the sequence presented below.  Double click the respective icon to access the document.


�



Icon�
Description�
�
� EMBED Word.Document.6 \s ����
The outline provides you with a systematic approach to help you identify and prioritize your requirements, and prepare performance standards or acceptance criteria.  Once completed, your outline will assist you with preparing your SOW while using the SOW Template.


�
�
� EMBED Word.Document.6 \s ����



The template provides you with a


standard format for preparing your


SOW.  Descriptions and examples are


provided for each SOW section.  This template will be used to produce your SOW.


�
�
� EMBED Word.Document.6 \s ����
The checklist provides you with a


convenient tool to assist with review of


your SOW. �
�
�
SURVEY


�
� EMBED Word.Document.6 \s ���





�
The PCLT requests your feedback on the SOW Tutorial.  We believe your feedback, whether supportive or critical, is essential to the continuous improvement of the products and services we provide to our customers.  Please take the time to complete the survey and forward it to Bob Braden, CPD/PCLT, P.O. Box 5400, Albuquerque, New Mexico 87185-5400 or e-mail to bbraden@doeal.gov.  Double click on the icon to the right to access the survey.
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