DRAFT

Work Schedule Policy

Minimum Requirements for a Work Schedule

Work Schedules must include the following:

· Contractor Name

· Contract Number

· Project Number

· Contract Start and End Date

· Name and Phone Number of person who prepared Work Plan

· Date Work Plan was prepared

· Identification of each objective and task

· Start and End date for each task

· An estimated budget amount for each task

· Each task estimated budget should also identify the amount budgeted in each fiscal year.

Contractors must submit a Work Schedule when initial documents are requested to negotiate and award a contract or contract renewal (i.e., with the SOW and contract budget.) 

The contractor may use any planning tool desired as long as the minimum requirements identified above are provided (e.g., Microsoft Project, etc.)  If the contractor does not have a planning tool, one of the examples identified in Exhibit X may be used.  

Work Schedules must be updated as estimated dates for completion of major milestones change, or in no case less frequently than every 3 months, if changes have occurred.

Policy

Work Schedules will be used:

1. As a planning tool to ensure a mutual understanding between the COTR and the Contractor, of the work to be performed under a contract, when it will be performed, and the expected cost of each task.  

2. As a tool for monitoring planned  contractor performance against actual performance

3. As a tool for monitoring rate of planned contract expenditures against actual expenditures

4. As a tool for proactive funding planning by the Project Manager, i.e., as delays occur that indicate work will be performed in a subsequent fiscal year, the updated Work Schedule will provide information critical to knowing how much money needs to be made available in a subsequent fiscal year.  It will also keep the Project Manager informed of any potential need to accelerate tasks, or other changes that may indicate a need to coordinate budget discussions to determine if additional funds can be made available during the current fiscal year to accommodate the identified need.

5. To determine the spending caps that will be established for each fiscal year of the contract (or portion thereof).  

