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Introduction to the Work Authorization Template
A work authorization is a contract management tool that allows the state and contractor to come to agreement on a scope of work that utilizes discretionary contract funds, if provisioned in the terms and conditions of a contract. The level of detail contained in the work authorization should be commensurate with the complexity of the worked to be performed; however, prior to approving the work authorization, the state should have a sufficient understanding of the services the contractor will provide, the expected outputs, and quality criteria to define what constitutes completion of the work.    
The following template provides the suggested structure for a work authorization along with instructions and descriptions to guide the reader in understanding how to complete it.
Template style conventions are as follows:
	Style
	Convention

	Normal text
	Indicates placeholder text that can be used for any project.

	[Instructional text in brackets]
	Indicates text that is be replaced/edited/deleted by the user]

	Example text in italics
	Indicates text that might be replaced/edited/deleted by the user



As you complete the template, please remember to delete all instructional text (including this section) and update the following items, as applicable:
· title page
· version history
· table of contents
· headers
· footers
Update the document to a minor version (e.g., 1.1, 1.2) when minimal changes are made and a major version (e.g., 2.0, 3.0) when significant change are made.
Project Sample Library:
The CA-PMF has a Project Sample Library that contains real-world project artifacts from approved projects that you can reference to help you complete CA-PMF templates. Visit the CA-PMF website to access the Project Sample Library.




Work Authorization [Insert WA #}
[bookmark: _Toc448929957][bookmark: _Toc448933969] [This template provides instructions for the development of a work authorization. Additional supporting documentation can be attached to this document or referenced as necessary.
Completing the table below by providing the following information:
· Work Authorization Name – Provide the name of the work authorization.
· Work Authorization Completion Date – Provide the date all activities associated with the work authorization will be completed.
· Work Authorization Cost – Provide the total cost of goods and/or services required to complete and implement the work authorization.
· Work Authorization Type – Indicate whether the work authorization is fixed price or time and material, as allowed by the contract.]
	Work Authorization Name:
	

	Work Authorization Completion Date:
	

	Work Authorization Cost:
	

	Work Authorization Type:
	



[bookmark: _Toc449435672]Background
[bookmark: _Toc448929958][bookmark: _Toc448933970][Describe the purpose of the work authorization and how it fits within the overall objectives of the contract. This should provide context for the work authorization in relation to other project activities and answer questions such as the following:
· What necessitated the additional work?
· What is the gap or business need that isn’t currently being fulfilled?
· Why is this work not considered in the scope of currently approved activities?]
[bookmark: _Toc449435673]Full Work Description
[bookmark: _Toc448929959][bookmark: _Toc448933971][Provide a detailed description of the work to be performed and identify any new requirements that must be met.  In additions, outline the contents of the services or products that will be delivered. This may include a table of contents and/or a list of items that will be provided with detailed descriptions.  This section should indicated what additional goods and/or services are being authorized and how the work will be completed.]
[bookmark: _Toc449435674]Deliverables
[List the deliverables that the Contractor will provide as a result of this work authorization, if any. Be sure to identify whether a DED will be required as well.  For simple and straightforward deliverables, the work authorization may contain enough information to act as the DED and an additional one may not be needed.  More complex deliverables or ones that have not been fully detailed in the work authorization may require the development and approval of a DED.]
[bookmark: _Toc449435675]References
[List any documents that are pertinent and/or related to the scope of work detailed in this work authorization. Examples include:
· A style guide for how the document is written.
· Functional and technical design documents.
· Strategy and approach documentation.
· Other approved project artifacts.]
[bookmark: _Toc449435676]Deliverable Schedule
[bookmark: _Toc448929960][bookmark: _Toc448933972][Include task names, start dates, end dates, and resource names required to complete and implement the additional work identified in this work authorization. Be sure to include DED and deliverable development and completion dates, and other milestones that are pertinent to the scope of the work authorization.]
	Task Name
	Start Date
	End Date
	Resource Name(s)

	
	
	
	

	
	
	
	

	
	
	
	



[bookmark: _Toc449435677]Pricing
[Provide a detailed breakout of the costs included in this work authorization. For services and deliverables, identify the resource assigned to complete the work and their associated hourly rate, as allowed in the contract. For goods, include a description of each item, quantity and cost.]
	Service/Deliverable
	Resource Name
	Rate
	Hours
	Cost

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total
	



	Product/Goods
	Description
	Quantity
	Cost
	Extended Cost

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total
	



[bookmark: _Toc449435678]Acceptance Criteria
[bookmark: _Toc448929961][bookmark: _Toc448933973][[List any specific acceptance criteria for the services and deliverable, including critical success factors, required artifacts or documents, quality measures, content metrics, and/or adherence to standards. The acceptance criteria listed must all be achieved before the work authorization is deemed to be complete. They should be specific, key evaluators of the quality of service or the content of the goods/deliverables to ensure that the state has received satisfactory products and services. Acceptance criteria should be based on the following criteria:
· Ensure that enough detail has been provided to remove ambiguity as to what is being required. Words or phrases such as “sufficient,” “adequate,” “should,” “may,” or “could” must not be used.
· Each of the acceptance criteria must be stated objectively and include metrics. Ask yourself, “How will the project know if the acceptance criteria is met?”
· Validate that the acceptance criteria is aligned with the intent and scope of the work authorization. Acceptance criteria should not establish new requirements that are beyond the contractual obligations.]
[bookmark: _Toc449435679]Approvals
	
This work authorization will be performed in accordance with the applicable provisions of  [Agreement Number]:

	
	
	
	
	
	

	Approved by
(State signature)
	
	Position Title
	
	Date

	
	
	
	
	

	Approval Acknowledged by
(Contractor signature)
	
	Position Title
	
	Date




