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that all required information is pro-
vided in the prescribed format, and a
technical review of the statement of
work has been made. The level and ex-
tent of the technical review is to be
commensurate with the estimated cost,
importance, and complexity of the pro-
posed acquisition, and must be thor-
ough enough to ensure that vague and
ambiguous language is eliminated, the
statement of work is structured by
phases or tasks, if appropriate, and
methods are available for assessing the
contractor’s technical, cost, and deliv-
ery performance.

307.7104 Transmittal.

The RFC must be conveyed to the
contracting office by use of a covering
memorandum or other form of trans-
mittal. The transmittal document
must be signed by the head of the spon-
soring program office and include both
a statement attesting to the conclu-
siveness of the review described in
307.7103(b) and a list identifying all at-
tachments to the RFC.

307.7105

The Department does not prescribe a
standard format for the RFC. A format
similar to what is in this section is rec-
ommended. However, any document or
group of documents will be acceptable
as an RFC as long as all of the required
information (paragraph (a) of this sec-
tion), and as much of the optional in-
formation (paragraph (b) of this sec-
tion) as is relevant, is included.

(a) The RFC must include:

(1) Purpose of the contract. A brief,
general description of the requirement,
including the citation of the legisla-
tion which authorizes the program or
project, and a statement as to the in-
tended purpose/use of the proposed con-
tract.

(2) Period of performance. The number
of months (or other time period) re-
quired for total performance and, if ap-
plicable, for each phase of work indi-
cated in the statement of work, as well
as the proposed starting date.

(3) Estimated cost and funds citation.
An estimate of the total cost of the
proposed contract and, if applicable,
the estimate for each phase indicated
in the statement of work. The project
officer must provide a cost breakdown

Format and content.
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of all contributing cost factors, an esti-
mate of the technical staff hours, di-
rect material, subcontracting, travel,
etc., and may consult with contracting
and cost advisory personnel in devel-
oping this information. This section
must include the certification of funds
availability for the proposed acquisi-
tion, along with the appropriation and
accounting information citations.
When funds for the proposed acquisi-
tion are not currently available for ob-
ligation but are anticipated, a state-
ment of intent to commit funds from
the financial management officer shall
be included in lieu of the certification
of funds availability. (Contracts cannot
be awarded unless funds are available,
but see FAR 32.703-2).

(4) Specification, purchase description,
or statement or work. A description of
the work to be performed that may be
in the form of a specification, purchase
description, or statement of work.
Guidance concerning the statement of
work and its contents is contained in
307.7106. Use of the specification is pri-
marily limited to supply or service
contracts where the material end item
or service to be delivered is well de-
fined by the Government. To the max-
imum extent possible, requirements
should be defined as performance-based
statements of work that focus on out-
comes or results. If the RFC for a serv-
ice contract is not utilizing a perform-
ance-based statement of work, with as-
sociated measures and a quality sur-
veillance plan, the rationale for this
determination must be documented. If
a performance-based service contract is
utilized, the RFC must detail the per-
formance standards that must be met,
the quality surveillance plan that will
be implemented and the performance
incentives to be used, if applicable.

(5) Schedule of deliverables/reporting re-
quirements. A description of what is to
be delivered, including, if applicable,
technical and financial progress re-
ports and any final report, and the re-
quired date of delivery for each deliver-
able. Reporting requirements should be
tailored to the instant acquisition and
should not be unnecessarily extensive
or detailed. All delivery and reporting
requirements shall include the quan-
tities, the place of delivery, and time
of delivery.
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(6) Sources for solicitation. A list of
known potential sources by name, size,
type of ownership, and mailing address.
The project officer is encouraged to use
trade and professional journals and
publications and conduct a thorough
market research to identify new pro-
spective sources to supplement the list
of known sources. Efforts to identify
set-aside possibilities, e.g., 8(a),
HUBZone, and small business, and ef-
forts to identify sources such as small
disadvantaged and women-owned small
businesses must be documented.

(T) Project officer and alternate. The
project officer’s name, title, organiza-
tion, mailing address, and telephone
number, along with the same data for
the project officer’s alternate, and a
statement that these individuals have
completed the Department’s project of-
ficer training course (see 307.170)

(b) The RFC must include, if applica-
ble to the acquisition:

(1) Background and meed. The back-
ground, history, and necessity for the
proposed contract. This section is to
include prior, present, and planned ef-
forts by the program office in the same
or related areas, and a description of
efforts by other departmental activi-
ties and Federal agencies in the same
or related program areas, if known. In
addition, specific project information,
such as the relevance or contribution
to overall program objectives, reasons
for the need, priority, and project over-
lap are to be provided.

(2) Reference materials. A list, by title
and description, of study reports,
plans, drawings, and other data to be
made available to prospective offerors
for use in preparation of proposals and/
or the contractor for use in perform-
ance of the contract. The project offi-
cer must indicate whether this mate-
rial is currently available or when it
will be available, and how it may be
accessed by potential offerors.

(3) Technical evaluation criteria and in-
structions. Technical evaluation cri-
teria, which have been developed based
on the requirements of the specific
project, and any instructions and infor-
mation which will assist in the prepa-
ration of prospective offerors’ tech-
nical proposals. Evaluation factors
may include understanding of the prob-
lem, technical approach, experience,
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personnel, facilities, etc. Criteria areas
discussed in the statement of work and
the relative order of importance or
weights assigned to each of these areas
for technical evaluation purposes must
be identified.

(4) Special program clearances or ap-
provals. Any required clearance or ap-
proval. The following special program
clearances or approvals should be re-
viewed for applicability to each acqui-
sition. The ones which are applicable
should be addressed during the plan-
ning discussions between the project
officer and contracting officer/contract
specialist (see 307.104(f)) and immediate
action should be initiated by the
project officer to obtain the necessary
clearances or approvals. Comprehen-
sive checklists of these and any OPDIV
special approvals, clearances, and re-
quirements shall be provided for ref-
erence purposes to program offices by
the servicing contracting activity. If
the approval or clearance has been re-
quested and is being processed at the
time of RFC submission, a footnote to
this effect, including all pertinent de-
tails, must be included in this section.

(1) Commercial activities. (OMB Cir-
cular No. A-76). A request for contract
(RFC) must contain a statement as to
whether the proposed solicitation is or
is not to be used as part of an OMB Cir-
cular No. A-76 cost comparison. (See
General Administration Manual (GAM)
Chapter 18-10; FAR subpart 7.3, subpart
307.3; OMB Circular No. A-76.)

(ii) Printing. The acquisition of print-
ing and high volume duplicating by
contract is prohibited unless it is au-
thorized by the Joint Committee on
Printing of the U.S. Congress. Proce-
dures to be followed are contained in
the ‘“Government Printing and Binding
Regulations” and the HHS Printing
Management Manual and FAR subpart
8.8.

(iii) Paperwork Reduction Act. Under
the Paperwork Reduction Act of 1995, a
Federal agency shall not collect infor-
mation or sponsor the collection of in-
formation from ten or more persons
(other than Federal employees acting
within the scope of their employment)
unless, in advance, the agency has sub-
mitted a request for Office of Manage-
ment and Budget (OMB) review, to the
OMB, and the OMB has approved the
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proposed collection of information.
Procedures for the approval may be ob-
tained by contacting the OPDIV re-
ports clearance officer. (See 5 CFR part
1320).

(iv) Publications. All projects that
will result in contracts which include
publications development (print prod-
ucts, electronic bulletin boards, post-
ing on the internet) require review and
approval by the Office of the Assistant
Secretary for Public Affairs (OASPA).
Form HHS-615, Publication Planning
and Clearance Request, must be for-
warded to OASPA through the OPDIV
public affairs officer. Publications are
defined in Chapter 5-00-15 of the Public
Affairs Management Manual.

(v) Public affairs services. Projects for
the acquisition of public affairs serv-
ices in excess of $5,000 must be sub-
mitted to the Office of the Assistant
Secretary for Public Affairs (OASPA)
for review and approval on Form HHS-
524, Request for Public Affairs Services
Contract.

(vi) Audiovisual. All projects which
will result in contracts which include
audiovisuals, regardless of the audio,
video, or audiovisual medium em-
ployed, require review and approval by
the Office of the Assistant Secretary
for Public Affairs (OASPA). Form
HHS-524A, Publication Planning and
Clearance Request, must be forwarded
to OASPA through the OPDIV public
affairs officer. Audiovisuals are defined
in chapter 6-00-15 of the Public Affairs
Management Manual.

(vii) Privacy Act (5 U.S.C. 552a). When-
ever the Department contracts for the
design, development, operation, or
maintenance of a system of records on
individuals on behalf of the Depart-
ment to accomplish a departmental
function, the Privacy Act is applicable.
The program official, after consulta-
tion with the activity’s Privacy Act
Coordinator and the Office of General
Counsel, as necessary, shall include a
statement in the request for contract
as to the applicability of the Act.
Whenever an acquisition is subject to
the Act, the program official prepares a
‘“‘system notice” and has it published
in the FEDERAL REGISTER. (See HHS
Privacy Act regulation, 45 CFR part 5b;
FAR subpart 24.1 and subpart 324.1.)
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(viii) Foreign research. All foreign re-
search contract projects to be con-
ducted in a foreign country and fi-
nanced by HHS funds (U.S. dollars)
must have clearance by the Depart-
ment of State with respect to consist-
ency with foreign policy objectives.
This clearance should be obtained prior
to negotiation. Procedures for obtain-
ing this clearance are set forth in the
HHS General Administration Manual,
Chapter 20-60.

(6) Identification and disposition of
data. Identification of the data ex-
pected to be generated by the acquisi-
tion and an indication of whether the
data are to be delivered to the Depart-
ment or to be retained by the con-
tractor is required. The project officer
must also include information relative
to the use, maintenance, disclosure,
and disposition of data. The project of-
ficer must include a statement as to
whether or not another acquisition,
based upon the data generated by the
proposed acquisition, is anticipated.

(6) Government property. If known, the
type of Government property, indi-
vidual items, and quantities of Govern-
ment property to be furnished to, or al-
lowed to be acquired by, the resultant
contractor should be indicated. The
project officer must specify when the
Government property is to be made
available.

(T) Special terms and conditions. Any
suggested special terms and conditions
not already covered in the statement of
work or the applicable contract general
provisions is required.

(8) Justification for other than full and
open competition. If the proposed acqui-
sition is to be awarded using other
than full and open competition, a jus-
tification prepared in accordance with
FAR subpart 6.3 and subpart 306.3 is re-
quired.

307.7106 Statement of work.

(a) General. A statement of work
(SOW) differs from a specification and
purchase description primarily in that
it describes work or services to be per-
formed in reaching an end result rather
than a detailed, well defined descrip-
tion or specification of the end prod-
uct. The SOW may enumerate or de-
scribe the methods (statistical, clin-
ical, laboratory, etc.) that will be used.



