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WORK PLAN FORMULATION TABLE

To assist in the development of the program work plan/proposal, the following table has been prepared as a guide.  The work plan/proposal should describe, in detail, the activities to be conducted by the parties to the agreement.  Involvement by other parties in the program or project, which is incidental to the agreement, should also be discussed.  

The work plan for a cooperative agreement discusses the roles and responsibilities of the parties signing the agreement (i.e., those that are mutual, APHIS’, and the recipient’s) and the interaction between them as well as their resource contributions.

For a grant, the proposal would address activities exclusively conducted by the Grantee as APHIS would not have a role in conducting the project.   

Major topics outlined (I, II, III, IV, and V) should be included in each work plan/proposal.  It is not intended to be all inclusive, but to serve as a reference for items which should be discussed in the development of the program narrative.

An introductory paragraph should be included to identify the cooperating parties, the agreement number, and the overall purpose of the initiative as illustrated in the next paragraph.

This Work Plan reflects a cooperative relationship between the (insert Cooperator’s/Grantee’s agency name) (the Cooperator/Grantee) (pick one) and the United States Department of Agriculture (USDA), Animal and Plant Health Inspection Service (APHIS), Veterinary Services (VS) under Notice of Cooperative Agreement/Grant (pick one) Award No. (insert agreement control number).  This Work Plan also outlines the mission-related goals, objectives, and anticipated accomplishments as well as the approach for conducting a (insert description of program, e.g., gypsy moth survey and control program) and the related roles and responsibilities of the parties as negotiated.

WORK PLAN FORMULATION TABLE
	SECTION
TITLES
	Questions that are to be considered in addressing each Section, as applicable.

Questions are not to be inserted into the Work Plan.

Use bolded text as subsection titles, when applicable to the project.  Write in a narrative format and place under each Section of Column 1, as appropriate.

	I. OBJECTIVES AND NEED FOR ASSISTANCE
	A. Relevant Need or Problem Requiring a Solution
What relevant need or problem within the applicant’s mission area requires a solution in carrying out a public purpose of support or stimulation authorized by a United States law?

Pinpoint any relevant physical, economic, social, financial, institutional, or other problems requiring a solution.
How does the need or problem align with the mission area and strategic goals of APHIS? 

	
	B. Supporting Documentation
Is there any relevant supporting documentation or other testimonies from concerned interests other than the applicant that needs to be referenced or incorporated by reference?  Any relevant data based on planning studies should be included or footnoted.

	
	C. Need for Assistance
Why and in what way does the applicant need APHIS assistance?  Demonstrate the need for the assistance and state the principal and subordinate objectives of the project.

	II. RESULTS OR BENEFITS EXPECTED
	What results or benefits will be derived by providing assistance to the applicant for this cooperative effort?  This section should focus on each party’s mission and the benefits derived in carrying out a public purpose of support or stimulation authorized by law.

	III.  APPROACH


	What is the overall approach to the project?

This Section should discuss an overall plan of action and clearly outline in separate sections the roles and responsibilities that are mutual, those of the recipient, and those of APHIS in terms of work to be performed, expected accomplishments by each party, and resources to be contributed by each. A grant proposal would reflect only the work of the grantee.

The following subsections will assist in the preparation of a concise proposal that provides APHIS with the information required to determine the appropriateness of a cooperative agreement or grant.  These sections are to be included in the work plan as applicable.  

A. Plan of Action

What is the overall plan of action for the project pertaining to the 


	SECTION

TITLES
	QUESTIONS/SUBSECTION TITLES                                                  (See first page for title instructions)

	
	scope?  How will the proposed work be accomplished for the project? Cite factors which might accelerate or decelerate the work and reasons for taking this approach as opposed to others.

	IV. 
	B. Work Performed by Activity or Function

The activities or functions must be within the scope of the Notice of Award and consistent with the terms and conditions therein.  Provide a description for each of the activities or functions (e.g., survey, regulatory, control, etc.) for which funding is to be expended.   Define roles and responsibilities of the parties within each functional area.  If specific program protocols, action plans, or uniform rules or other program guidelines must be followed, mention them in this section wherever they apply.  

	V. 
	C. How each Activity or Function is to be Accomplished

By activity or function, what work is to be accomplished?  Cite program standards, action plans, or other program guidelines as a standard for conducting the particular functions for this program, as applicable.

	VI. 
	D. Unusual Features

Describe any unusual features of the project, such as design or technological innovations, reductions in cost or time, or extraordinary social and community involvements.

	
	E. Resources Required

Specify the resources to be contributed by each party.  This information should support what is reflected in the detailed Financial Plan to the Work Plan/Proposal.

1. Number and Type of Personnel:  What numbers and types of personnel will be needed?  Tie these needs back to the activities outlined in III.A.  

a. Current Employees:  Are the employees currently employed or will they be hired?

b. Recruitment:   If recruited, who will hire the personnel, and what mechanism will be used to hire them?  

c. Pay Status of Employees:  Will they be full-time or part-time?  Are they paid or volunteers?

d. Unemployment:  How will unemployment payments be handled upon terminating assistance?  Ensure compliance with APHIS limits specified in the Notice of Award.

2.   Equipment Needed:  What equipment will be needed to perform the work?  Include major items of equipment with a value of $5,000 or more.   Identify information technology equipment, e.g., computers, 

	SECTION

TITLES
	QUESTIONS/SUBSECTION TITLES                                                  (See first page for title instructions)

	
	and their ancillary components.  
a. Equipment Provided:  What equipment will be provided by :

1.   the recipient? 
2.  APHIS?

b. Purchased with APHIS Funds:  What equipment will be purchased by the recipient in whole or in part with APHIS funds?

c. Uses for Equipment:  How will the equipment be used?

d. Method of Acquisition:  How will the equipment be acquired, i.e., purchase, lease (GSA or commercial, donated by a third party, etc.)?  Who will handle acquisition needs?  Recipient procurements shall be in accordance with OMB Circulars A-102 or A-110 (Attachment 0), as applicable.

e. Method of Disposition:  What is the proposed method of disposition of the equipment upon termination of the agreement/project?

3. Supplies Needed:  What supplies will be needed to perform the project activities?

a. Supplies Provided:  What supplies will be provided by:

1.   the recipient? 
2.  APHIS?

b.   Purchased with APHIS Funds:  What supplies will be purchased by the applicant in whole or in part with APHIS funds?

b. Uses for Supplies:  How will the supplies be used?

c. Method of Acquisition:  How will supplies be acquired, e.g., purchased, donated by third parties?  Who will handle acquisition needs?  Recipient procurements shall be in accordance with OMB Circulars A-102 or A-110 (Attachment 0), as applicable.  
d. Method of Disposition:  What is the proposed method of disposition of the supplies with a cumulative value over $5,000 upon termination of the agreement/project?

4. Special Contracts:  

Are there special contractual requirements, e.g., aerial application, pesticides, cleaning and disinfecting, etc.?



	SECTION

TITLES
	QUESTIONS/SUBSECTION TITLES                                                  (See first page for title instructions)

	
	Which contracts will be awarded by the recipient and by APHIS?

What is the purpose of the contract, i.e., what goods or services are being purchased and for what activity and where?  Recipient procurements shall be in accordance with OMB Circulars A-102 or A-110 (Attachment X), as applicable.

5. Travel Needs:  

What are the travel needs for the project?

a. Local Travel:  Is there any local travel to daily work sites?  What is the purpose?  Who, by position type, travels and by what means?  Who is the approving official?  What are the methods of payment?  Indicate number of trips per day/week/month, as appropriate, mileage and related rates plus meals (if authorized by regulation).  Total projected mileage, rates, and total costs are to be reflected in the Financial Plan. 

b. Extended Travel:  What extended or overnight travel will be performed (number of trips, their purpose, frequency and approximate dates)?  What is the purpose?  Who is the approving official?  What is the method of payment?  Indicate number of trips, rates, transportation costs, and total cost in the Financial Plan.

	
	F. Projected Accomplishments:  
By activity or function, what are the projections of accomplishments to be achieved?

1. Quantitative Projection of Accomplishments:  What are the anticipated accomplishments by month, quarter, or other specified intervals?

a. Monthly accomplishments:

b. Quarterly accomplishments:

c. Other specified intervals:

2. Non-quantitative Accomplishments:  
When accomplishments cannot be quantified, list the activities in chronological order to show the schedule of accomplishments and target expected completion dates.

	
	G. Data Collection and Maintenance

The narrative is to include any information or data that will be shared with APHIS.  What type of data will be collected and how will it be maintained?  Address timelines for collection and recording of data.  How will APHIS 

	SECTION

TITLES
	QUESTIONS/SUBSECTION TITLES                                                  (See first page for title instructions)

	
	be provided access to the data?

	
	H. Project Evaluation

1. Criteria:  What criteria will be used to evaluate the results and successes of the project?

2. Methodology:  What methodology will be used to determine if needs identified and discussed are met and if the results and benefits are achieved?

	
	I. Contributing Parties

Are there any other organizations, cooperators, consultants, or other key individuals, in addition to the parties to this agreement, who will be working on the project?  Who are they and what is the nature of their effort and their contribution?  These organizations would be third party contributors who could be in separate agreements with the parties to the agreement covered by this project.

	IV.  GEOGRAPHIC LOCATION
	What is (are) the precise location(s) of the project and area to be served by the proposed project? Maps or other graphic aids may be attached.  This information is important in determining the extent of the Executive Order 12372 Intergovernmental Review.

	V.  SUPPLEMENTAL INFORMATION


	If applicable, provide the following information: 

A.  Research and Demonstration Assistance

Present a biographical sketch of the program director with the following information: name, address, telephone number, background, and other qualifying experience for the project. Also, list the name, training, and background for other key personnel engaged in the project.

	
	B. Relationship to other Projects

Describe the relationship between this project and other work planned, anticipated, or underway under Federal assistance. 

Explain the reason for all requests for supplemental assistance and justify the need for additional funding.

	
	C. Accomplishments to Support New Funding Requests

Discuss accomplishments to date and list in chronological order a schedule of accomplishments, progress, or milestones anticipated with the new funding request. 

	
	D. Revisions and Extensions

If there have been significant changes in the project objectives, 
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TITLES
	QUESTIONS/SUBSECTION TITLES                                                  (See first page for title instructions)

	
	location, approach, or time delays, explain and justify. For other requests for changes, or amendments, explain the reason for the change(s). If the scope or objectives have changed or an extension of time is necessary, explain the circumstances and justify (including a new timeline). If the total budget has been exceeded or if the individual budget items have changes more than the prescribed limits, explain and justify the changes and its effects on the project.



