
SCOPE OF WORK TEMPLATE
Provide a detailed scope of work for the project. The scope of work should include a timeline of activities and proposed project milestones and deliverables associated with each activity. All project activities must correspond with at least one deliverable and one milestone. Milestones and deliverables will be subject to negotiation after award selection.
Project Title
To ensure consistency across all CDI projects, we ask that titles be reframed along the following guidelines:
1. Begin with an infinitive
2. Describe the overarching project and goal(s)
3. Use specific terminology where possible, and
4. Be clear and concise with a 20-word limit

Project PI, Project Co-PI, Project Contact
Please include contact information for PI, co-PI (if applicable), and Project Contact (if different than PI). For each contact include:
Name
Title
Affiliation
Email
Phone Number

DEFINITIONS
(Define any acronyms or uncommon words/phrases/technical terms to be used in the SOW)
The Applicant is defined as: 				 
Company Name
Contact Name						
Street Address					 
City, State Zip code
Email/Phone/Fax	

The Project Site(s) (if applicable) is/are defined as: 				 
Site Name						
Site Street Address					 
City, State Zip code					

Activity 1-Title
 Provide a description of the activity, then break the activity into discrete tasks to be accomplished. It is acceptable for an activity to map to a single task, if appropriate. The task list, however, should be a comprehensive list of key tasks in that activity that clearly lead to producing the stated deliverable(s) t and achieving the associated milestone(s). In the budget template, budgets should be broken down by Activity.
The activities and tasks should:
· Be worded so it is clear what the applicant would be required to do.   
· Avoid using phrases like ‘etc,’ or ‘including, but not limited to;’ these phrases are ambiguous and hard to enforce. 
· Tasks should be linear, so later tasks build on earlier tasks, and earlier tasks inform work being completed later on, as much as possible. However, it is acceptable for multiple tasks be performed simultaneously.
· When referring to previous or subsequent activities, reference the activity number. 

Activity 1 - Proposed Deliverable(s) – Deliverables should be directly tied to the work completed in the activity. Include all deliverables associated with Activity. Each activity must include at least 1 deliverable to CDI.
· Deliverables should be a tangible item, for example, a report, a presentation, a dataset, or any other documentation that can be delivered and stored by CDI electronically. Deliverables should not include prototypes or
· Include expected delivery time with respect to the project start date for each deliverable, for example “Month 4” rather than “June 2, 2024”.

Activity 1 - Proposed Milestone(s): Milestones are key achievements throughout the activity that indicate significant progress towards activity completion. 
· Include expected completion time for each milestone with respect to the project start date.
· Project milestones should be directly associated with the described activity. All activities should correspond with at least one project milestone

Activity 1 Schedule- The activity and each task under the activity should include a duration in days.  This should be noted here and included in the attached project Gannt chart.

(Repeat identification and description of activities, tasks and deliverables as often as needed under this proposed project.)
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Gantt Chart Template
(Note: This template is available as a Word document in the Submittable portal. Applicants may copy this to a spreadsheet format if needed.)

	Gantt Chart 



	
	
	
	
	
	
	
	
	
	
	
	

	ACTIVITY/TASK NUMBER
	ACTIVITY/SUBTASK NAME
	START
	END
	DURATION (IN DAYS)
	Month 1
	Month 2
	Month 3
	Month 4
	Month 5
	Month 6
	Month 7
	Month 8
	Month 9

	[ACTIVITY 1]
	
	Month 1
	Month 3
	90
	 
	 
	 
	 
	 
	 
	 
	 
	 

	[TASK 1.1]
	
	Month 1
	Month 2
	60
	 
	 
	 
	 
	 
	 
	 
	 
	 

	[ACTIVITY 2]
	
	Month 4
	Month 6
	90
	 
	 
	 
	 
	 
	 
	 
	 
	 

	[TASK 2.1]
	
	Month 4
	Month 5
	60
	 
	 
	 
	 
	 
	 
	 
	 
	 

	[ACTIVITY 3]
	
	Month 7
	Month 9
	90
	 
	 
	 
	 
	 
	 
	 
	 
	 

	[TASK 3.1]
	 
	Month 7
	Month 8
	60
	 
	 
	 
	 
	 
	 
	 
	 
	 






