Recommended Outline for Description of Services
in a Personal Service Agreement (PSA)  
A. Description of Services

(This, the main section of the Scope of Work (SOW), section will contain the specific duties / responsibilities of the Contractor.)  

B. Reporting and Data Collection

(If DCF wants the Contractor to report to and be directed by a certain DCF staff, unit or committee, this should be stated here, along with a description of the content required in the report(s) and frequency.)
Section II. Cost and Schedule of Payments
A.  Payment Schedule 

PSAs are fee for service.  Contractor provides the service and DCF will pay the agreed to fee.  (Typically, this section has a statement such as … "Payments will be made retroactively based on services rendered upon invoices submitted to and approved by DCF."   "
B.   Budget 

the budget can be a WORD or an EXCEL document in a format chosen by the Contractor or simplified by the DCF Program Lead or the PSA Lead in the Division of Contract Management.  
Example(s):
The budget for this contract will not exceed $34,925.  The fee structure is as follows:

	Full day of training and consultation flat rate
	$2,000.00

	Half day of training and consultation flat rate
	$1,500.00

	Prep time, calls, writing
	$150 per hour


OR
The budget for the contract will not exceed $12,997:

	Deliverable
	Cost

	7 slots for Extended Day Treatment staff to attend the Train-the-Trainer series slots (7 x $930 with CEUs) 
	$6,510

	6 to 8 Trainer Webinars for 10 Associate Trainers to maintain certification. (10 x $170)
	$1,700

	7 slots in Recertification trainings.  (7 x $265 with CEUs)
	$1,855

	5 slots in Basic Training and Train-the-Trainer (5x$350 includes CEUs)
	$1,750

	Subtotal
	$11,815

	Administration fee (10%)  
	$1,182

	Grand Total
	$12,997


