ATTACHMENT B

STATEMENT OF WORK


[Instructions and clarifications are placed in italics and brackets and will be deleted prior to placement in the final contract.]
I. PROJECT DESCRIPTION

a. Description of the scope of work:  [Please briefly summarize the entire project.  Include pre-training, training, and post-training deliverables.]
b. Summary of project objectives:  [Please describe the intended objectives.]
c. Training end-date:  [Please make this date the 28th day of any month.]
II. TRAINING ELEMENTS

[For each training element (module, course, or class), provide information a. through k.  Copy, paste and complete a. through k. for each new element title (topic or course taught). Each of these elements should then be listed as a deliverable in section V. Project Deliverables, Costs and Timeframe.]
1. Title:  [name of class, unit, or module]
a. Element CIP:  [closest match]
b. Short description:  
c. Training delivery method:  [examples: classroom, instructor-led, online]
d. Delivery site(s):  [employer’s site; off-site training location; etc.]
e. Audience:  [existing or new employees]
f. Number of trainees:  
g. Total training hours per trainee:  
h. Explanation of training start- and end-dates, as applicable:  
i. Instructor [or instructor qualifications]:  
j. Supplies and materials to be provided by training institution:  [description]
k. Supplies and materials to be provided by business:  [description]
III. SUPPORT ACTIVITIES

[Please provide additional information on any activities that are not mentioned above.  This may include needs assessment, interviews, meetings, pre-testing activities, program evaluation, skills testing, outcome evaluation, etc.]
IV. COPY RIGHT PROVISIONS
[Ownership of the curriculum is to be covered here in Attachment B of the contract.  Curriculum that is proprietary to the business will understandably be owned by the business.  Ownership of curriculum that is newly developed for this company could be jointly owned, particularly if both parties are able to use it again.  Colleges retain ownership of their pre-existing curriculum and are advised to retain ownership of new curriculum that could be used in future applications, e.g. basic supervisory skills or customer service skills.]
V. PROJECT DELIVERABLES, COSTS, AND TIMEFRAME
 [The matrix below provides guidelines for organizing your training project by identifying the specific deliverables that will occur before, during, and after the actual training.  Blank lines can be deleted.  By the same token, please add lines for deliverables that are not listed here.  If you provide a deliverable but can’t assign a specific cost to it, please include it in the list and note the cost as “included in Module costs” or elsewhere.]
	Check  (  Deliverables
	
	
	

	PRE-TRAINING 
Deliverables 
	Cost of each deliverable
	Brief Description of 
PRE-TRAINING
	Time Frame

	· Needs Assessment
	
	
	

	· Curriculum Development
	Sample: Included in module costs
	
	

	· Other
	
	
	

	Subtotal Required:
	$
0.00
	
	

	TRAINING 
Deliverables
	Cost of  Each Deliverable
	Brief Description of 
TRAINING 
	Month(s) of Delivery

	· Module 1 [use own terms]
	
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	Subtotal Required:
	$
0.00
	
	

	POST-TRAINING 

Deliverables
	
	Brief Description of  
POST-TRAINING 
	Time Frame

	· Program Evaluation
	
	
	

	· Other
	
	
	

	
Subtotal Required:
	$
0.00
	
	

	Total Cost of 
Training Program to Business:
	
$0.00
	
	Training Program End Date: 
00/00/2011


