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Purpose

To Provide a Clear Understanding of the 
Basics of SOW/SOR

Process
Learning through presentation slides, 
quizzes, examples, case studies, and 
Procurement Nugget.

Payoff
• Have a clear understanding of  the core 

structure of a SOW/SOR
• Where to find resources.





Regular communication 
between PSPC
(or Yourself) and the client is essential 
to success in all activities, even for 
those activities where no contributing 
role is indicated within the matrix.
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Buy Canadian

Indigenous 
Procurement
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Is your SOW/SOR Clear?

CLIENT:   Why did you do it that way?

CONTRACTOR:  Moving the Rock was not in 
the Scope of work.



SOW vs SOR what is the difference?
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Statement of Requirement (SOR)
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Client Service
Accountability

Equal 
Treatment

National
Objectives

Competition



Wants vs Operational Needs

VS
SOW/SOR



13



14

+
Trade Agreements

Legal Authority



Why is it 
Important to use 
Performance 
Based Specs?
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It Shifts the responsibility to the 
CONTRACTOR to provide what  
WE are looking for
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Design specifications

 Prescribes what to do but not the 
end result

Most often the part is well known 
and will successfully meet the 
requirement

However, design specifications 
limits competition to a specific 
methodology and places additional 
risk to the Crown ( ex: the part we 
ask for does not fulfill our 
requirement)

Design vs Performance
Performance Specifications

 Describes the requirement ( end result) 
leaves the methodology up to the 
supplier

 The risk is with the supplier to ensure 
the end result is achieved

 Increase competition and potential 
savings for alternative methods not 
considered previously

 Ensures the end result will be achieved
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1. You have a requirement for a water 
bottle. Write down 3 DESIGN 
specs for this bottle of water

2. Write down 3 PERFORMANCE 
specs for your bottle of water
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Exercise



7 Key Elements – Performance Specifications
 Background of the Department
Minimum Performance Specs
 Standards, Certifications, Regulations
 Software/hardware specification
 Technical support & warranty
 Delivery, inspection, installation, testing, Training 
Quality Assurance
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1. Background
State the Name of the client organization acquiring the 
services or good and provide a brief summary of the 
department functions and mandate.   Why is this needed?  
What is needed? When? Where? 

1.Background of the department:  
There has been a major transformation in the Department 
of Health & Fitness -Training Program.  The goal of this 
Training and Physical Fitness Program is to provide DHF 
members to meet their operational requirements, to be 
able to perform under a wide range of geographical and 
environmental conditions, to cope with the stresses of 
sustained operations, and to be ready to respond on short 
notice.
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2. What are the “Minimum Performance Specifications”?

The Specifications need to be: 
• Measurable(quantifiable)
• Based on NEEDS vs WANTS
• Based on Operation requirements vs “What is on brochure”
• Expressed in “ranges” or min/max
• Encourage Competition
• Verified during Evaluations

Must be a maximum weight of 450 lbs
Must be able to tow a minimum of 150lbs
Must be able to fit in a space of 14” x 52”    * make sure 
you account for opening of doors
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What are the “General Specifications”
These specifications should address:
• What are the Dimensions
• Will they fit in the space ( through doors)
• Are there weight restrictions ( load bearing capacity of    
the floor) 
• Any other restrictions with transportation, delivery or 
Installation? 
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1. General Requirements
1.All equipment destined for use within the DHF Regina 

Fitness Centre is intended for repetitive every day use, 
minimum 20 times daily , and must meet the following 
requirements:

1.Must be new.  Refurbished or trade show products are 
not acceptable.

2.Must be heavy duty commercial grade.
3.Must be able to support at minimum 300 lbs and be 

compatible with people ranging in height from 4’10” tall 
to 6’10”tall.

4.One copy of the operating manual must be provided for 
each piece of equipment. Manual must be in the 
English Language.  Electronic copy is acceptable.



3.  What are the Standards, Certifications, Regulations
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4.  Are there 
Software 
Specifications? 

• Is there software or 
hardware included:
• What type of 

functionality?
• ‘User Friendly’ needs to 

be defined
• Is there Compatibility 

with existing software 
and hardware?
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Technical Support and Warranty
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Address the Following if applicable: 

What happens if the equipment breaks down during operations? 
What type of support do you need?  Onsite/virtual? 24/7?
Length of Warranty? Type of Warranty?
Exchange of spare parts?
What is an acceptable level of response time?
Call Centre support?
Technical Manual? Videos? Online?  
Both official languages? 



6. Delivery, Inspection, Installation,Testing & 
Training
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After equipment is delivered then what? 

Does the equipment need to be unpacked? Brought inside the building or to the 
loading dock?

Who is doing the installation?

Who will test the equipment to ensure it is working?

Who from the client department is the inspections authority? 

  If equipment delivery is on March 31st, when does installation need to be done?

Do employees need to be trained on the equipment? What type of training ?  
Video/in-person?  Length?  Completed by? 



Quality Assurance

How do we address the quality of the supplier?

Supplier must be an Authorized Value Reseller of the  
equipment they are offering.
Should the manufacturer have an International Standard 

to ensure consistency of manufacturer of the product?
Be very clear if the vendor will be responsible for 

providing a  ‘turn-key” system which will include 
installation, testing and commissioning. 
Equipment offered must be ‘new ‘ and not a ‘demo’ unit

32



Lifecycle

• Disposal
• Recycling
• Replacement
• Storage
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Other Factors to Consider and Include:

Accessibility
Green   
Indigenous Suppliers            
Buy Canadian           
Options to Purchase
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BIDDER/CONTRACTOR: 
 Clear & Concise direction to all 

bidders on what is expected and 
how to submit the information

 Flexibility

CLIENT:
 A more Organized submission from the 

bidders, results in an easier time conducting 
the Technical Evaluations

 Increased Accuracy of evaluations
 Improved time lines of the Evaluation 

Process.

PROCUREMENT OFFICER:  
 Ease of verifying the validity of the 

information submitted by the bidder
 Ease of verifying the validity of the 

technical evaluations completed by 
the client department 

 Improved time lines of the 
procurement Cycle

What is the Value?



Exercise
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BREAK
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Services Procurement

SOW



Importance of a 
Clear SOW Mutual Understanding

A clear SOW ensures all parties share a common understanding of 
project goals and tasks.

Scope and Performance Control
Well-defined SOW reduces scope creep and provides clear criteria for 
measuring performance and progress.

Accountability and Roles
Explicit role assignment in SOW enhances accountability and clarifies 
individual responsibilities.

Resource Planning and Legal Safeguards
A detailed SOW supports efficient resource planning and acts as a 
legal safeguard in contracts.
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What is a SCOPE OF WORK 

https://www.youtube.com/shorts/Sgrdkahs8Es


.



Building blocks for a solid SOW 
• Title
• Introduction
• Background
• Objective
• Scope
• Tasks/Requirement
• Deliverables
• Constraints
• Language of Work
• Security Requirements 
• Travel Requirements
• Applicable documents
• Government Furnished Equipment/Information
• Location of Work
• Terminology



PAWsome Inmate Mentorship Program
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TITLE 
The title should summarize the service or deliverables required. 

Good Example: 
Dog Trainer Professional to develop a Reintegration learning 
program for Inmates

Poor Example: Dog Trainer
        Canine Program
        Reintegration Services
        Mentorship Program
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INTRODUCTION 
Briefly describe what is Needed
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1.0 Introduction:

Springfield Correctional Services has a requirement to assist inmates in 
changing their criminal behaviors and to enhance their potential for 
successful reintegration into the community.



BACKGROUND
Provide enough information for the bidder to understand: 
Why the requirement exists
What has been done to date( previous work)
Any other background factors that may affect the project
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2.0 Background: 
The PAW-some Mentorship Program is intended to instruct inmates in Operant 
Conditioning, non-punitive dog training methods.  Aversive methods will not be 
supported.   
Through the training of dogs, the handlers learn responsibility, communication and 
self-discipline.  The dogs themselves serve a therapeutic value to an often – 
vulnerable population 



OBJECTIVE

What is to be achieved by the contract?  
From a Government Perspective.
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3.0 OBJECTIVE: 

To provide vocational training to inmates by managing the delivery of the Pawsome 
Mentorship Program, thus assisting in the reduction of risk and supporting increased 
public safety. 



SCOPE
Details the High-Level areas of endeavor required to 
complete the work. It can also describe the goal of the 
project. 
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4.0 SCOPE:

The Pawsome program is a multi phased/level program designed to introduce 
participants to canine husbandry techniques. Participants will put these techniques to 
use by caring for and training a dog; and if they excel, produce a highly skilled 
assistance dog that may be placed with a disabled member of the community. 

Beginning with an introductory level, the program shall include, but not be limited to, 
classroom instruction, demonstrations and hand-on practice in the areas of history of 
the dog, basic husbandry techniques, including health care and grooming. The goal 
will be to prepare each handler to care for and tarin their own dog. 



Tasks

The “guts” of what you are asking the contractor to do. Tasks 
must be precise and clear. 
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5.0  TASKS: 

5.1       The Contractor must be able to provide regular access to non- aggressive, suitable 
training dogs to be used in the Introductory training. 

5.2 The Contractor shall select inmate handlers in collaboration with the Correctional 
Intervention Board

5.3 The Contractor must supervise inmates who are assigned to the program
5.4 The Contractor must present the handlers a combination of hand-on training, lectures, 

and videos and arrange for guest speakers. 



Deliverables

Deliverables are tangible items ( products, services, status 
reports that the contractor must submit during the project)
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6. Deliverables:
 The contractor must meet and deliver the following: 
6.1  The contractor must complete attendance records of inmates and submit them 

on a weekly basis
6.2 The Contractor must prepare a report for each inmate handler at the end of the 

introductory portion of the program
6.3 The Contractor must present a certificate of completion to each handler upon 

successful completion of each module in the obedience training part of the  
program.   



Constraints
If applicable, provide details of any imposed constraints that 
the bidder must consider. 
( Government policies, standards, dates of events, type of 
equipment)
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7 . Constraints

7.1   Contractor must comply with security regulations in place at the Institute
7.2 The Contractor’s personnel will have access to confidential information, there for 

must comply with the Privacy act. 



Language of the Work 

Specify the language that the work will be performed and 
delivered in
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8.0   Language of Work

8.1 Progress Meetings with the Project Authority will be in English.  The Work to be 
performed must be conducted in both English and French.  All Deliverable reports 
must be submitted in English. 

Hello! Bonjour!



Security

Does the Contractor have access to protected or classified 
government information or assets? 
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9.1  Security:

9.1 The Contractor’s Personnel will have access to protected B Information



Travel & Living Expenses
 
Where does the Contractor have to travel to?     
Location of worksites should be identified
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10.Travel Requirements: 

10.1   The Contractor will be required to travel to meetings at the Steering 
Committee’s  office locations a 100 Bark Avenue, Springfield, AB. 

 The TBS Travel Directive will apply.



Applicable documents

List the applicable documents and a statement as to their 
order of presence must be included in the SOW. This 
includes any documents, drawings, specifications, samples 
or information which will be important to demonstrate how 
and when the work will need to be completed. 
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11.Applicable Documents: 

11.1  Dog Kennel Standards Association of Alberta
 Prevention of Animal Harm Association
 Animal Health and Welfare Standards of Alberta.



Location of Work, Worksite and 
Delivery Point: 
Identifies where the work is expected to be completed. 
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12. Location of Work
12.1 The Contractor must perform the work at the Alberta Institute 1939 Taylor Road, 

Springfield, AB, Building A & B. 



Terminology

Terms specific to the operational environment may be 
unique and require additional explanation.  If required, add a 
glossary of acronyms and definitions. 
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14. Terminology

14.1  SPCA- Society for the Prevention of Cruelty to Animals
ISR- Intern Status Report
PDP- PAWsome Mentorship Program
ASA- Animal Safety Associations



What’s wrong with 
this picture?

You are you be here from  8am to 4pm.   I 
have a desk for you in Room 3A. Here is 
your password to access our network and 
a locker for your coat  and supplies are 
on the 2nd floor.   
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When you get into a project without knowing the scope of 
work..  59

https://www.youtube.com/shorts/MpKtx-oj5Kw
https://www.youtube.com/shorts/MpKtx-oj5Kw
https://www.youtube.com/shorts/MpKtx-oj5Kw
https://www.youtube.com/shorts/MpKtx-oj5Kw


Best Practices for 
Writing an SOW Clear and Concise Language

Use simple language to avoid ambiguity 
and ensure all stakeholders understand 
the document easily.

Measurable Deliverables
Define specific criteria for deliverables to 
enable objective progress assessment.

Acceptance Criteria
Include acceptance criteria to set clear 
standards for evaluating work outcomes.

Stakeholder Involvement and Review
Involve key stakeholders in drafting and 
thoroughly review the SOW before 
finalization.
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Common Pitfalls to 
Avoid

Vague Task Descriptions
Unclear descriptions cause misunderstandings 
and scope creep among stakeholders.

Missing Timelines
Absence of deadlines creates uncertainty and 
hampers progress tracking.

Undefined Responsibilities
Lack of clear roles leads to confusion and 
duplicated efforts.

Overly Technical Jargon
Complex language alienates non-technical 
stakeholders and blocks collaboration.

Do Not Include:
Budgetary constraints
Costing Information
Information on the proposed basis of payment

1/29/2026 61



SOW – Information 
not to include

• Sole source justification
• Proposed evaluation criteria, contractor 

selection method
• Milestone dates, unless mandatory
• Security or travel clauses
• Ownership of intellectual property rights
• Client organization contact name, phone 

numbers
• Budgetary constraints
• Costing information 
• Information on the proposed basis of 

payment & payment schedule  



EXCERCISE
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Where can I get help on SOW?
Check Canada Buys for previous purchases
Talk to PSPC
Web Search
SOW Checklists
Gcpedia nuggets
Client Engagement Officer
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SOW Checklists
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