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Scope of Work Template
Technical Task List	Comment by Nguyen, Hieu@Energy: Add a short instructional statement.
Insert the Task numbers and Task names for the project. Put an "X" in the CPR column next to the Tasks that contain a Critical Project Review. Add additional rows as necessary.
	Task #
	Task Name

	1
	Administration

	2
	...

	3
	...

	4
	...

	...
	...

	
	

	
	

	
	



Key Name List	Comment by Nguyen, Hieu@Energy: Add a short instructional statement.
List key parties within the agreement as described below. See Terms and Conditions for more information regarding key parties within the agreement. 
	Task #
	Key Personnel
	Key Subcontractor(s)
	Key Partner(s)

	1
	...
	
	

	2
	
	
	

	3
	
	
	

	...
	
	
	



Glossary	Comment by Nguyen, Hieu@Energy: Add a short instructional statement.
Spell out each acronym used in the Scope of Work. Also include definitions of odd or unusual terms. Think about the document from the perspective of someone who does not work in the particular industry or discipline.
	Term/Acronym
	Definition

	CPR
	Critical Project Review

	...
	...


Problem Statement
Describe the problem that this activity and funding will address in one to two paragraphs maximum. (1-2 paragraphs).
	


Goal of the Agreement
Describe briefly the goals of this project and how the goals will be met. (2-3 sentences max).
	


Objective of the Agreement
Describe the measurable objectives of this project. (1-3 sentences per objective)
	


Task 1 Administration
Task 1.1 Attend Kick-off Meeting	Comment by Nguyen, Hieu@Energy: Add a short instructional statement.
The goal of this task is to establish the lines of communication and procedures for implementing this Agreement. The CALSTART staff shall designate the date and location of this meeting and provide an agenda to the Recipient prior to the meeting.  

	
	Recipient
	CALSTART

	Goals
	Attend a “Kick-Off” meeting with CALSTART staff	Comment by Nguyen, Hieu@Energy: Bullet points?
, The Recipient shall bring their Project Manager, Agreement Administrator, Accounting Officer, and any others determined necessary by the Recipient or specifically requested by CALSTART to this meeting.  
Discuss the following administrative and technical aspects of this Agreement: 
· Agreement Terms and Conditions  
· Critical Project Review (Task 1.2) 
· Match fund documentation (Task 1.7) No reimbursable work may be done until this documentation is in place. 
· Permit documentation (Task 1.8) 
· Subawards needed to carry out project (Task 1.9) 
· CALSTART’s expectations for accomplishing tasks described in the Scope of Work 
· An updated Schedule of Products and Due Dates 
· Monthly Calls (Task 1.4) 
· Quarterly Progress Reports (Task 1.5) 
· Technical Products (Product Guidelines located in Section 5 of the Terms and Conditions) 
· Final Report (Task 1.6) 

	The CALSTART staff shall designate the date and location of this meeting and provide an agenda to the Recipient prior to the meeting.  

	Products
	Updated Schedule of Products
Updated List of Match Funds
Updated List of Permits
	Kick-Off Meeting Agenda




Task 1.2 Critical Project Review (CPR) Meetings

	
	Recipient
	CALSTART

	Goals
	CPRs provide the opportunity for frank discussions between CALSTART and the Recipient. The goal of this task is to determine if the project should continue to receive award funding to complete this Agreement and to identify any needed modifications to the tasks, products, schedule, or budget.
	CALSTART may schedule CPR meetings as necessary, and meeting costs will be borne by the Recipient 

	Duties
	Prepare a CPR Report for each CPR that discusses the progress of the Agreement toward achieving its goals and objectives. This report shall include recommendations and conclusions regarding continued work of the projects. This report shall be submitted along with any other products identified in this scope of work. 
The Recipient shall submit these documents to CALSTART and any other designated reviewers at least 15 working days in advance of each CPR meeting. 
Present the required information at each CPR meeting and participate in a discussion about the Agreement.
	Determine the date and time of each CPR meeting with the Recipient. These meetings will take place remotely. 
Send the Recipient the agenda and a list of expected participants in advance of each CPR. If applicable, the agenda shall include a discussion on both match funding and permits.
Conduct and make a record of each CPR meeting. Prepare a schedule for providing the written determination described below.
Determine whether to continue the project, and if continuing, whether modifications are needed to the tasks, schedule, products, and/or budget for the remainder of the Agreement. 
Provide the Recipient with a written determination in accordance with the schedule. The written response may include a requirement for the Recipient to revise one or more product(s) that were included in the CPR.

	Products
	CPR Report(s)  
	Agenda and a list of expected participants 
Schedule for written determination 
Written determination


Task 1.3 Final Meeting
	
	Recipient
	CALSTART

	Goals
	The goal of this task is to closeout this Agreement.  
	  

	Duties
	Meet with CALSTART staff to present the findings, conclusions, and recommendations. The final meeting must be completed during the closeout of this Agreement. 
This meeting will be attended by, at a minimum, the Recipient and the CALSTART staff 
The technical and administrative aspects of Agreement closeout will be discussed at the meeting, which may be two separate meetings at the discretion of the CALSTART staff. 
The technical portion of the meeting shall present an assessment of the degree to which project and task goals and objectives were achieved, findings, conclusions, recommended next steps (if any) for the Agreement, and recommendations for improvements. The CALSTART staff will determine the appropriate meeting participants. 
The administrative portion of the meeting shall be a discussion with the CALSTART staff about the following Agreement closeout items: 
What to do with any equipment purchased with award funds (Options) 
· CALSTART’s request for specific “generated” data (not already provided in Agreement products) 
· Need to document Recipient’s disclosure of “subject inventions” developed under the Agreement 
· “Surviving” Agreement provisions 
· Final invoicing and release of retention 
Prepare a schedule for completing the closeout activities for this Agreement.
	

	Products
	Written documentation of meeting agreements 
Schedule for completing closeout activities
	Written documentation of meeting agreements 	Comment by Nguyen, Hieu@Energy: Would this document be better served if the layout was in landscape to provide more width to the document?
Schedule for completing closeout activities



Task 1.4 Monthly Calls
The goal of this task is to have calls at least monthly between CALSTART and Recipient to verify that satisfactory and continued progress is made towards achieving the objectives of this Agreement on time and within budget.
The objectives of this task are to verbally summarize activities performed during the reporting period, to identify activities planned for the next reporting period, to identify issues that may affect performance and expenditures, to verify match funds are being proportionally spent concurrently or in advance of award funds or are being spent in accordance with an approved Match Funding Spending Plan,  to form the basis for determining whether invoices are consistent with work performed, and to answer any other questions from CALSTART.   Monthly calls might not be held on those months when a quarterly progress report is submitted, or CALSTART determines that a monthly call is unnecessary.

	
	Recipient
	CALSTART

	Duties
	Review the questions provided by CALSTART prior to the monthly call. 
Provide verbal answers to CALSTART during the call.
	Schedule monthly calls. 
Provide questions to the Recipient prior to the monthly call. 
Provide call summary notes to Recipient of items discussed during call.

	Products
	Email to CALSTART concurring with call summary notes.  
	



Task 1.5 Quarterly Progress Reports
The goal of this task is to periodically verify that satisfactory and continued progress is made towards achieving the objectives of this Agreement on time and within budget.
The objectives of this task are to summarize activities performed during the reporting period, to identify activities planned for the next reporting period, to identify issues that may affect performance and expenditures, and to form the basis for determining whether invoices are consistent with work performed.
	
	Recipient
	CALSTART

	Duties
	Prepare a Quarterly Progress Report which summarizes all Agreement activities conducted by the Recipient for the reporting period, including an assessment of the ability to complete the Agreement within the current budget and any anticipated cost overruns. Progress reports are due to CALSTART the 5th day of each January, April, July, and October. 
	

	Products
	Quarterly progress reports
	



Task 1.6 Final Report
The goal of the Final Report is to assess the project’s success in achieving the Agreement’s goals and objectives, advancing battery manufacturing and innovation, and providing economic and community benefits to California. 
The objectives of the Final Report are to clearly and completely describe the project’s purpose, approach, activities performed, results, and advancements in science and technology; to present a public assessment of the success of the project as measured by the degree to which goals and objectives were achieved; to make insightful observations based on results obtained; to draw conclusions; and to make recommendations for further projects and improvements to the project management processes. 	Comment by Nguyen, Hieu@Energy: There was a statement concerning the final report being a public document and work related to making a public and confidential versions of the final report. I'm certain we want all of these reports to be public or adherence to that thought. Is there any pushback on including this statement?

The Final Report shall be a public document. If the Recipient has obtained confidential status from CALSTART and will be preparing a confidential version of the Final Report as well, the Recipient shall perform the following activities for both the public and confidential versions of the Final Report.  
In addition to any other applicable requirements, the Final Report must comply with the Americans with Disabilities Act (ADA) of 1990 (42 U.S.C. 12101 et seq.), which prohibits discrimination on the basis of disability; all applicable regulations and guidelines issued pursuant to the ADA; Cal. Gov. Code sects. 7405 and 11135; and Web Content Accessibility Guidelines 2.0, or a subsequent version, as published by the Web Accessibility Initiative of the World Wide Web Consortium at a minimum Level AA success criteria.  

	
	Recipient
	CALSTART

	Duties
	Prepare an Outline of the Final Report 
Prepare a Final Report complying with ADA requirements and following the latest version of the Final Report guidelines which will be provided by the CALSTART staff. The CALSTART staff shall provide written comments on the Draft Final Report within fifteen (15) working days of receipt. The Final Report must be completed at least 60 days before the end of the Agreement Term. 
Submit one copy of the Final Report with the final invoice. 
Include within the Final Report: 
Total fund expenditures (including match and in-kind funds) 
Contributions of the block grant toward the state’s goals of ZEV deployment and economic development 
Manufacturing process improvements 
Outreach efforts 
Implementation challenges
	

	Products
	Outline of the Final Report, if requested 
Draft Final Report 
Final Report
	



Task 1.7 Identify and Obtain Matching Funds
The goal of this task is to ensure that the match funds planned for this agreement are obtained for and applied to this agreement during the term of this agreement. 
The costs to obtain and document match fund commitments are not reimbursable through this agreement. Although the CALSTART budget for this task will be zero dollars, the Recipient may utilize match funds for this task. Match funds must be identified in writing and the associated commitments obtained before the Recipient can incur any costs for which the Recipient will request reimbursement.

	
	Recipient
	CALSTART

	Duties
	Prepare a letter documenting the match funding committed to this Agreement and submit it to CALSTART at least 2 working days prior to the kick-off meeting. If no match funds were part of the proposal that led to the awarding of this Agreement and none have been identified at the time this Agreement starts, then state such in the letter. If match funds were a part of the proposal that led to the awarding of this Agreement, then provide in the letter a list of the match funds that identifies the: 
Amount of each cash match fund, its source, including a contact name, address and telephone number and the task(s) to which the match funds will be applied. 
Amount of each in-kind contribution, a description, documented market or book value, and its source, including a contact name, address and telephone number and the task(s) to which the match funds will be applied. If the in-kind contribution is equipment or other tangible or real property, the Recipient shall identify its owner and provide a contact name, address and telephone number, and the address where the property is located. 
Provide a copy of the letter of commitment from an authorized representative of each source of cash match funding or in-kind contributions that these funds or contributions have been secured. For match funds provided by a grant a copy of the executed grant shall be submitted in place of a letter of commitment. 
Discuss match funds and the implications to the Agreement if they are reduced or not obtained as committed, at the kick-off meeting. If applicable, match funds will be included as a line item in the progress reports and will be a topic at CPR meetings. 
Provide the appropriate information to CALSTART if during the course of the Agreement additional match funds are received. 
Notify CALSTART within 10 days if during the course of the Agreement existing match funds are reduced. Reduction in match funds must be approved through a formal amendment to the Agreement and may trigger an additional CPR meeting.
	

	Products
	A letter regarding match funds or stating that no match funds are provided 
Copy(ies) of each match fund commitment letter(s) (if applicable) 
Letter(s) for new match funds (if applicable) 
Letter that match funds were reduced (if applicable)
	



Task 1.8 Identify and Obtain Required Permits
The goal of this task is to obtain all permits required for work completed under this Agreement in advance of the date they are needed to keep the Agreement schedule on track.  
Permit costs and the expenses associated with obtaining permits are not reimbursable under this Agreement. Although the CALSTART budget for this task will be zero dollars, the Recipient may budget match funds for any expected expenditures associated with obtaining permits. Permits must be identified in writing and obtained before the Recipient can make any expenditure for which a permit is required.

	
	Recipient
	CALSTART

	Duties
	Prepare a letter documenting the permits required to conduct this Agreement and submit it to CALSTART at least 2 working days prior to the kick-off meeting. If there are no permits required at the start of this Agreement, then state such in the letter. If it is known at the beginning of the Agreement that permits will be required during the course of the Agreement, provide in the letter: 
A list of the permits that identifies the: 
· Type of permit 
· Name, address and telephone number of the permitting jurisdictions or lead agencies 
· The schedule the Recipient will follow in applying for and obtaining these permits
Discuss the list of permits and the schedule for obtaining them at the kick-off meeting and develop a timetable for submitting the updated list, schedule and the copies of the permits. The implications to the Agreement if the permits are not obtained in a timely fashion or are denied will also be discussed. If applicable, permits will be included as a line item in the Progress Reports and will be a topic at CPR meetings. 
If during the course of the Agreement additional permits become necessary, provide the appropriate information on each permit and an updated schedule to CALSTART. 
As permits are obtained, send a copy of each approved permit to CALSTART. 
If during the course of the Agreement permits are not obtained on time or are denied, notify CALSTART within 5 working days. Either of these events may trigger additional CPR.

	

	Products
	Letter documenting the permits or stating that no permits are required 
A copy of each approved permit (if applicable) 
Updated list of permits as they change during the term of the Agreement (if applicable) 
Updated schedule for acquiring permits as changes occur during the term of the Agreement (if applicable) 
A copy of each final approved permit (if applicable)
	



Task 1.9 Obtain and Execute Subawards  
The goal of this task is to ensure quality products and to procure subrecipients required to carry out the tasks under this Agreement consistent with the Agreement Terms and Conditions and the Recipient’s own procurement policies and procedures.

	
	Recipient
	CALSTART

	Duties
	Manage and coordinate subrecipient activities. 
If requested by the CALSTART staff, submit a draft of each subaward required to conduct the work under this Agreement to the CALSTART staff for review. 
If requested by the CALSTART staff submit a final copy of the executed subaward. 
If Recipient intends to add new subrecipients, or change subrecipients, then the Recipient shall notify the CALSTART STAFF.
	

	Products
	Letter describing the subawards needed, or stating that no subawards are required 
Draft subcontracts 
Final subcontracts
	


Task 2 Sample Task
Task 2.0 Template
TECHNICAL TASKS	Comment by Phoebe Bisnoff: Double check the font and size, this doesn't look like it matches the previous text
<Add additional tasks needed for the Agreement>
TASK <Number> <TITLE IN ALL CAPS>  
The goal of this task is to ... <Complete the sentence with a brief description of the goal(s). Please be brief, two to three sentences maximum.>

Only the names of each product shall appear in the “Products” section. Use exactly the same name to identify a product (report, data set, project plan, etc.) in the activity and I the list of products. 

Products incorporate the knowledge and understanding gained by performing the activities, and are submitted to CALSTART for review, comment and approval. Products include, but are not limited to, written reports that describe methods, test plans, results of testing, analysis of data, conclusions, and recommendations for future study, workshop agendas and summaries, description and photographs of equipment/product developed, summaries of advisory group meetings, computer software with written instructions for data input and use of the software, if intended for public or CALSTART use, and production prototypes. The summaries of the Products should be sufficiently detailed to be of use to stakeholders and other researchers. The level of detail should be sufficient for an observer to assess whether the project objectives and goals have been successfully met.	Comment by Phoebe Bisnoff: Does this make sense to go here? Maybe it should be before the table and formatted as an instruction


	
	Recipient

	Duties
	· List each individual activity with a separate bullet. Begin each bullet with a verb to complete the sentence beginning with “The Recipient shall.”
· Organize activities in the order in which they will occur.
· Use this section to describe the essential elements of the process you will use to complete the project. The contents of each product shall be described in this section.

	Products
	· <Insert 1st product (name only)  
· <Insert 2nd product (name only)
· <Insert 3rd product (name only)	Comment by Phoebe Bisnoff: Remove calstart section	Comment by Nguyen, Hieu@Energy: Will this be the standard layout for the technical tasks sections? Comparing with what you had done with the administrative task with the table. 
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