	
	
	



RESEARCH CONTRACT SCOPE OF WORK PREPARATION GUIDE and TEMPLATE
This guide is intended to be used as a template and help researchers prepare a document detailing the research objective, scope of work/work-plan, budget and schedule that is needed for incorporation into a research contract/agreement.  
1. Project title: Xxx
2. Problem statement and background
This section should be a clear and concise statement covering the problem to be solved by the proposed research.
3. Goals and objectives
This section should state the technical objectives and goals upon which the researcher's efforts will be focused.  The objectives should clearly and concisely identify what products the researcher seeks from the research. This should include collaborating with SMEs and stakeholders to develop an implementation plan as appropriate.
4. Literature search results 
<Results of literature search done at proposal stage> 
5. Deliverables
Provide a list of products that will be delivered to WSDOT during the contract.  This might include draft reports, final reports, computer programs, photos, slides, video tapes, equipment, visual aids, physical models, databases, documents, presentations, data, etc.  At a minimum, the following documents will describe the research and its results (requirements for and descriptions of content and format for draft and final research reports are detailed in WSDOT Research Report Guidelines):
· Quarterly progress reports (before the end of the month following every quarter: e.g. before end-July for Q2). A template is available and will be provided.
· Draft report including an implementation plan in Word (90 days before the end-date of the task order). 
· Final report in Word together with graphics and/or photos (30 days before the end-date of the task order),
· A 2-page summary of Project results for publicizing (template to be supplied by WSDOT) shall include:
· Project title
· The problem
· What we did
· The results
· Next steps
6. Stakeholder identification
Identify and list all relevant stakeholders who will be involved in, or impacted by, the project’s implementation or process change such as:
· Travelling public
· WSDOT Divisions or Regions
· Other state agencies, cities or counties
· Utility organizations
· Contractors
· etc.
7. Stakeholder collaboration/coordination and communication plan
· Understand stakeholder roles, responsibilities, impacts and influence.
· Understand their interests and concerns if any
· Develop a strategy that outlines how and when communication will occur. Specify the frequency, methods, and types of communication (e.g., meetings, emails, reports).
· Establish channels for stakeholders to provide feedback and voice their concerns. Ensure that feedback is addressed and incorporated into the plan.
8. Risks, opportunities and mitigation strategies
Review the project plan and investigate possible risks and opportunities that could impact the schedule of the project and ensure these are incorporated. For example:
· Schedule risks
· Resource/staffing risks
· Specialty items supply chain risks
· Implementation risks
· Stakeholder risks and opportunities
· etc.
9. Work plan and tasks
This section should completely describe the plan or approach the researcher intends to use and specify how the researcher will structure and perform the research to meet each research objective.  The format of this section shall be divided into major tasks.  The researcher shall address how each task will be carried out.  Give each task a number and a title, followed by a brief description of what each task will entail and the deliverable work product.

10. Project staffing (example)
This section identifies the percentage of effort by each person on the project, as it relates to the work plan.  The table should reflect staff time (by hours) and by percentages.  A table showing the allocation of staff time by task is required.  Use the examples below to show allocation of staff time by task:
Table 1. Project staffing (example)
	Staff
	Role in study
	Hours Task 1
	Hours Task 2
	Hours Task 3
	Hours Task 4
	Total Hours
	Percentage of time vs. total project hours (total hours /person/total project hrs.)
	Percentage of time: annual basis (total hours /person/2088 hrs.)

	Professor 1
	Principal Investigator (PI)
	50
	50
	50
	50
	200
	20%
	10%

	Professor 2
	Co-PI
	25
	25
	25
	25
	100
	10%
	5%

	Graduate Student 1
	Lab Testing
	200
	100
	200
	50
	550
	56%
	26%

	Graduate Student 2
	Analysis
	20
	20
	20
	50
	110
	11%
	5%

	Editor
	Report Preparation, editing, and review
	5
	10
	5
	10
	30
	3%
	1%

	Total
	 
	300
	205
	300
	185
	990
	N/A
	N/A



11. Project schedule
When estimating the proposed duration and spending plan please consider the most likely scenario, not the best-case (see risk section above), and allow up to 90 days (max) towards the end for submission of draft report, WSDOT SME review and acceptance, 508 compliance check, and WSDOT Research Office approval. WSDOT reserves the right for retention of monies until such time as the final report is submitted and approved. Please refer to relevant clause in the Master Agreement. The actual start date and end dates will be determined by the date the task order is actually executed.
Please provide a schedule with start and end dates by month and task based on the above.

Table 2. Project time schedule (example):
	Activity 
	M.1
	M.2
	M.3
	M.4
	M.5
	M.6
	M.7
	M.8
	M.9
	M.10
	M.11
	M.12

	Task 1 - Description
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Task 2 - Description
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Task 3 - Description
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Task 4 - Description
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Task 5 - Final report
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 



Draft report
Final report
12. BUDGET ESTIMATE AND SPENDING PLAN
The budget should show the estimated cost for the full term of the research project for, the current fiscal year and each subsequent year.  The state fiscal year runs from July 1 to June 30 and is named for the calendar year in which it ends (i.e., July 1, 2025, to June 30, 2026, is FY 26).  Payment is on a cost reimbursement basis, not to exceed the cost indicated in the proposal.
The budget may include but not be limited to the following:
· Salaries for professional and support personnel
· Subcontracts
· Overhead and indirect costs
· Benefits
· Travel (both in-state and out-of-state). Out of state travel that is not identified in the budget will require prior approval by the Research Manager
· Inventory of equipment (purchase and/or rental)
· Expenditures for equipment from SPR funds are an allowable direct cost, provided that items with a unit cost of $10,000 or more have a prior written approval from FHWA.
· Special services (where applicable)
· A supplementary tabulation showing the total cost by sources of funds where financing includes more than federal and state matching funds.
Remember to figure each fiscal year separately, e.g., FY 2025, FY 2026, Total.
An estimated initial spending plan by quarter (Jan-March, April-June, July-September, Oct-December) shall be submitted. Spending plans assist WSDOT, the Office of Financial Management and the State Treasurer’s Office with cash flow for investment purposes and so agencies do not overspend their budget authority.  Updates may be requested by WSDOT throughout the course of the research project.
The example below shows a budget (Table 3) and Spending Plan (Table 4) for an $85,000 research project that starts in January of 2023 and ends in September of 2024.
Table 3. Example of proposed budget by task and deliverables
	Task
	Amount ($)

	Task 1: Description
	 15,000.00 

	Task 2: Description
	 30,000.00 

	Task 3: Description
	 25,000.00 

	Task 4: Description
	 15,000.00 

	Total
	 85,000.00 



Table 4. Example of proposed spending plan ($) by quarters
	Year
	Q1 Jan-Mar
	Q2 Apr-Jun
	Q3 Jul-Sep
	Q4 Oct-Dec

	2025
	na
	na
	5,000
	10,000

	2026
	10,000
	15,000
	20,000
	10,000

	2027
	10,000
	5,000
	na
	na


13. INVOICES
Invoices are required monthly. For each invoice submitted to WSDOT ORLS Invoices, the researcher(s) shall provide both the WSDOT SME and the Research Office project representative with a brief narrative describing work performed within the period covered by the invoice.


WSDOT Research & Library Services - 	SOW Prep Guide v.2026	Pg. 1/2 

image1.gif




