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A. Formatting Guidelines

· SOW is in a Microsoft Excel document with minimum font size of 10.  CDPH prefers the use of Arial font for readability.  Please do not use multiple fonts.  If necessary, please add/copy a separate formatted sheet for each added objective.  

· Each new Goal or Objective needs to address a level(s) of the Social Ecological Model (SEM) and specify the Target Audience. 

· The numbering sequence should be:  

· Goal 1, Objective 1, Activity 1; 2 etc
· Goal 1, Objective 2, Activity 1, 2 etc.;

· Goal 2, Objective 1, Activity 1, etc.;

· Do not use decimals, dashes, bullets or other symbols to identify goals, objectives or activities. 

· All text must be in the cells, no paragraphs or notes with asterisks can be inserted at the bottom of the page. Each abbreviation used should be listed in the legend cell provided.

· The page numbering in the footer should start with “Page 4 of XX”.

· Be consistent when using numbers throughout the document. (use written numbers or the actual numeric symbol).  Standard formatting for the narrative sections is to write out the numbers one through ten, and use numeric symbol for numbers 11 and above. 
· Utilize computer software spell check prior to submission.

· The Sample SOW provides an example of a process objective and an impact objective. This example is provided for illustrative purposes only; applicants are expected to develop a SOW specific to their proposed projects. 
B. Completion Guidelines

Goals 

Every Scope of Work should address the Network priorities of: 1) encouraging the consumption of the recommended amounts of colorful fruits and vegetables every day, and 2) promoting daily physical activity.  Goal 1 is preset to read, “Increase the likelihood that Californians participating in or potentially eligible for the Supplemental Nutrition Assistance Program (SNAP) will make healthy food choices within a limited budget and choose physically active lifestyles consistent with the Dietary Guidelines for Americans and MyPyramid.”   You may have several objectives that support this goal. 

Objectives

Objectives must directly relate to the SOW goals. Objectives guide activities and evaluation by answering the questions who, what, when, where, and by how much. In most cases they should be written in terms of the target audience, not the agency (exception:  Network Infrastructure Objective).  The SOW template provides a basic structure of the objective.  Number each objective and insert the number of individuals and series/sessions where indicated by red text.  You may add additional information.
Objectives should be action-oriented and SMART:

Specific: identify a specific event, action or behavior change;

Measurable:  quantify the amount of change to be achieved;

Achievable:  are realistic given available resources, time and the proposed activities;

Relevant:  relate to the goal; and

Time bound:  specify a time by which the objective will be achieved.   

The Network defines two general categories of objectives: process and impact.  While all objectives are specific and measurable, whether or not the objective is process or impact will determine what and how it is measured.  

To evaluate process objectives it must be demonstrated that the activities specified in the SOW were completed according to the specified time frame, and the specified number of people were reached in an effective way. This is done largely with activity tracking measures.  For more information on evaluating process objectives, please see Guidelines Manual, Section III, Subsection 500, Evaluation: http://www.cdph.ca.gov/programs/cpns/Documents/CPNS-LIA500Evaluation.pdf.

Impact Objectives

Impact objectives state what change will occur, who or what will experience this change, how change will be assessed and by what date.  

Examples of individual level changes include, but are not limited to:  fruit and vegetable consumption and factors that influence consumption such as knowledge, preference, access, and self efficacy.  The activities related to this objective need to describe how the change will be assessed or measured either through quantitative or qualitative methods e.g. pre- and post-surveys, focus groups, participatory learning and action methods or mixed methods. If a survey approach is selected, projects will be encouraged to select from the Network’s compendium of surveys. 

For more information on impact evaluation, please see Network’s Impact Evaluation Handbook: A Guide for Network for a Healthy California Local Incentive Awardees.

http://www.cdph.ca.gov/programs/cpns/Documents/Network-ImpactEvaluationHandbookCompendium.pdf
Infrastructure / Administration and Staff Development Objective

All LFNE applicants are required to include the Infrastructure/Administration Objective and the contract documents and meetings sections in their SOW verbatim from the SOW template (see SOW template (Attachment A) on the webpage).

Social Ecological Model (SEM)

Please check all the spheres of the SEM that apply for each objective.  

Target Audience

All activities and materials conducted and/or developed must be targeted to SNAP eligible persons.  Projects may include activities that benefit other low-income persons as long as at least 50 percent are SNAP eligibles, or have household incomes at or below 185 percent of the Federal Poverty Level. Targeting data must be included in the Project Synopsis.  For the “Target Audience” lines on the SOW, identify racial/ethnicity groups by providing an expected percentage and check the specific age ranges for each objective.  The infrastructure/administration objective page of the SOW can state, “See Project Synopsis”. 

Intervention Description

List the title of each curriculum to be used for that objective.  Indicate the number of sessions to be conducted or the number of sessions in the series, and the anticipated unduplicated number of participants per session or series.

Nutrition Education Topics

You may select up to four primary topics by utilizing the drop-down list provided.

Activities

Network funding may be used to provide behaviorally focused nutrition education, and physical activity promotion to Network-eligible persons and other persons living at or below 185% Federal Poverty Level. To ensure that proposed activities meet USDA guidelines for program funding, please review the “Allowable and Unallowable Chart” link on the application website.  All physical activity promotion and food stamp program promotion activities must be in the context of nutrition education, not separate activities on their own. Additionally, projects may promote Food Stamp usage; however, they may not include outreach activities such as prescreening Food Stamp applicants, conducting outreach workshops, etc.  Applicants are encouraged to review the USDA SNAP-Ed Plan Guidance at: http://www.nal.usda.gov/foodstamp/guidance/Final_2009_Guidance.pdf)

Activities describe concisely what will be performed that will lead to the achievement of the objective.   The activities should describe:

· What will be done: Briefly describe the nutrition education/physical activity promotion/nutrition assistance program promotion planned;

· How much will be done: Quantify the amount of work to be performed to justify the budget request.  Contractors are encouraged to use ranges (e.g., three to five trainings).  Indicate the length, frequency, and number of meetings, classes, trainings, etc. that will be conducted; and

· Where the activities will occur: Indicate the geographic location or site(s) where activities will occur, especially if the same activity will be conducted at multiple sites.

If there are different audiences targeted for different activities, incorporate each audience for each activity as appropriate.  

Do not use NERI and promotional item wording in the SOW. If any nutrition education materials, nutrition reinforcement items or promotional items must be noted in the SOW, then use the following language, “Nutrition Education Materials required for the delivery of critical program services which have prior California Department of Public Health approval and must comply with all State and Federal safety requirements with respect to production including Prop 65 requirements for lead content.” 

Time Frame

Specify an estimated timeline for the completion of each activity, including both month and year.  Be consistent in the format of date documentation throughout the SOW and use the complete 4 digit representation for the year (20XX).  Please carefully estimate the actual date range whenever possible. 

Example:  Oct. 2011 – Sept. 2012 or 10/2011 – 9/2012. 

Do not use the following terms “ongoing, annual, annually, seasonal terms (e.g., Spring, Summer).  

Staff Assigned
For each activity in the SOW, please specify which staff will be working on the activity in this column. List staff by title or acronym for title e.g. PHN, RD, not name. Position titles and acronyms listed must be consistent with those listed in the Budget Justification.  Acronyms must also be included in the legend as part of the SOW.

Tracking Measures
Specific project deliverables such as sign-in sheets, summary reports, summary of qualitative event evaluations etc. should be listed here.  These products are submitted with annual and final reports, unless otherwise noted.

Legend

The California Department of Public Health (CDPH) Contract Management Unit (CMU) requires that there be a Legend on each SOW page, which includes the acronyms used for personnel positions and for the entire SOW, not just the acronyms used on each individual page.
Settings

Select the setting from the drop-down list where the activities will be offered and indicate the number of planned events at that site.

	Exhibit A -- Scope of Work

	Contract Period:
	Oct 1, 2010 - Sept 30, 2014
	Contracting Agency:
	 

	 
	Contract Number:
	 

	 

	Direct Nutrition Education - Series, Process (A)

	Goal 1: Increase the likelihood that Californians participating in or potentially eligible for the Supplemental Nutrition Assistance Program (SNAP) will make healthy food choices within a limited budget and choose physically active lifestyles consistent with the current Dietary Guidelines for Americans and MyPyramid.

	Objective 1 : By September 30, 2014, approximately 450 SNAP eligible individuals per year will participate in a nutrition education series at South City health clinics.
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Social Ecological Model:



	Target Audience:
	Race/Ethnicity: 40% Caucasian; 40% Hispanic or Latino; 10% African American; 5% Asian; 5% Other
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Age Range: 


	 

	Intervention Description (indicate title/s of curriculum, sessions, and anticipated unduplicated numbers to be served):

	Title of Curriculum:
	Eat Healthy Curriculum
	# of sessions in series:
	6
	Anticipated number of times series will be offered each year:
	5

	Anticipated unduplicated number of participants per series:
	15
	Anticipated unduplicated number of participants per year:
	75

	Title of Curriculum:
	 
	# of sessions in series:
	 
	Anticipated number of times series will be offered each year:
	 

	Anticipated unduplicated number of participants per series:
	 
	Anticipated unduplicated number of participants per year:
	 

	Title of Curriculum:
	 
	# of sessions in series:
	 
	Anticipated number of times series will be offered each year:
	 

	Anticipated unduplicated number of participants per series:
	 
	Anticipated unduplicated number of participants per year:
	 

	Further description (optional):
	Classes are conducted in English.  The series consists of 6 weekly sessions that are approximately 30 minutes in length.

	 

	Nutrition Education Topics - click on cells to choose up to four primary topics the drop-down list (entering a single topic is also acceptable).

	Primary topic 1:
	E. Fruits & vegetables (may include Garden Enhanced N.E.)
	Primary topic 3:
	J. Promote healthy weight

	Primary topic 2:
	H. MyPyramid / Healthy eating plan
	Primary topic 4:
	M. Food safety

	 

	Intervention Activities - provide brief descriptions of the activities you will conduct.

	Act. #
	Activities
	Time Frame
	Staff Assigned
	Tracking Measures

	1
	Review and modify Network-approved nutrition education materials for classes to ensure appropriateness.  Make curriculum modifications if needed, in consultation with Network program manager.
	10/2011 -11/2011
	PC, RD, CHW
	File of nutrition materials, lesson plans, handouts.

	2
	Develop data collection forms to solicit participants' satisfaction and feed back.
	11/2011
	PA, PC
	Satisfaction survey.

	3
	Promote classes and recruit participants through flyers, informational displays, and direct interaction.
	12/2011
	PA, PC
	Flyers, displays

	4
	Conduct 1 Eat Healthy series at each clinic site: Stoneman, Lake, Vista, and Lancaster.  Classes will include interactive lessons and hands-on cooking demonstrations, taste testing, and food safety.
	1/2012 - 8/2012
	CHW, RD
	Sign-in sheets, ATF

	5
	Conduct and summarize the results from an age-appropriate participant satisfaction surveys.
	9/2012
	PC, PA
	Summary of survey results

	6
	Enter data from sessions into ATF.
	1/2012 - 8/2014
	PA, CHW
	ATF

	7
	 Modify curriculum and materials based on feedback from participants.
	10/2013
	PA,CHW,RD,PC
	Lesson plans, materials, handouts

	8
	 Conduct  2 Eat Health series at clinic sites.
	11/2013 – 9/2014
	 CHW, RD
	 Sign-in sheets, ATF

	9
	 
	 
	 
	 

	10
	 
	 
	 
	 

	Add acronyms to the legend if necessary

	Legend:
	PA = Program Administrator; PC = Project Coordinator; CHW = Community Health Worker; RD = Registered Dietician

	 

	Settings - select settings where this nutrition education will be offered and indicate number of planned sites in Number column.

	 
	Select settings from drop-down list.
	Number
	 
	Select settings from drop-down list.
	Number

	Setting 1:
	Public/community health centers (includes public health depts)
	4
	Setting 5:
	 
	 

	Setting 2:
	 
	 
	Setting 6:
	 
	 

	Setting 3:
	 
	 
	Setting 7:
	 
	 

	Setting 4:
	 
	 
	Setting 8:
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