
SCOPE OF WORK CHECKLIST

The scope of work is the official description of the work that is to be completed during the contract. The scope of work must be consistent with the project timeline.


The scope of work must:
  Be in Microsoft Word format (use template provided).
 List all tasks and subtasks using the same title as stated in the project timeline.  
 Have task numbers in accurate and proper sequencing; consistent with the project timeline.  
 List the responsible party for each task and subtask. (i.e. Is the work being performed by the applicant or consultant?) 
  Have a thorough and accurate description of each task and subtask.  
 	Include a task for a kick-off meeting with Caltrans at the start of the grant.
 Include a task for procurement of consultants, if consultants are needed.
  Include public participation and services to diverse communities.
  Does NOT include environmental, complex design, or engineering work. 
  Include a task for quarterly reporting to Caltrans.
  List the project deliverable for each task in a table following each task. 







SCOPE OF WORK: Project Title
		

INTRODUCTION: 


RESPONSIBLE PARTIES:


OVERALL PROJECT OBJECTIVES: 

1. Task Title 
Task 1.1
Task 1.2
Task 1.3
Task 1.4

· Responsible Party: 


	Task
	Deliverable

	1.1
	

	1.2
	

	1.3
	

	1.4
	




2. Task Title 
Task 2.1
Task 2.2
Task 2.3
Task 2.4

· Responsible Party: 


	Task
	Deliverable

	2.1
	

	2.2
	

	2.3
	

	2.4
	



3. Task Title 
Task 3.1
Task 3.2
Task 3.3
Task 3.4 

· Responsible Party: 


	Task
	Deliverable

	3.1
	

	3.2
	

	3.3
	

	3.4
	




4. Task Title 

Task 4.1
Task 4.2

· Responsible Party: 


	Task
	Deliverable

	4.1
	

	4.2
	



5. Task Title 

Task 5.1
Task 5.2
Task 5.3

· Responsible Party: 


	Task
	Deliverable

	5.1
	

	5.2
	

	5.3
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