












































Appendix B 
Detailed Scope of Work 

 

Task Recharge Team Responsibilities CWCB Responsibilities Project Costs (CWCB, 
Match, and Total) 

Task 1 – Engage the 
Target Audience 

Working with the Office and other project 
stakeholders, the Recharge team will: 

• Provide meeting room facilities for planning 
and project meetings. 

• Develop the list of potential participants 
including their contact information (name, 
organization, mailing address, phone number, 
and email address).  

• Develop the project messaging that will be 
used to promote the workshops and engage 
the target audience. 

• Select and engage the venues and speakers for 
the workshops and identify presentation 
topics.  

• Provide alternate meeting room facilities 
for planning and project meetings. 

• Support in the development of the list of 
potential audience members, the project 
messaging, and selecting the venues and 
speakers for the workshops and identifying 
presentation topics. 

• Maintain the participant contact database 
one the Recharge tam has developed all 
elements of the database. 

• Perform hard copy entry of contact 
information as needed. 

CWCB Costs: $2,705 
Match (31%): $1,210 

Total Task 1 Cost: $3,915 

Task 2 – Plan and 
Promote Workshops 

Working with the Office and other project 
stakeholders, the Recharge team will: 

• Develop content and format of invitations and 
brochures for the target audience. 

• Create the e-content for web site postings by 
selected entities 

• Contact selected entities and facilitate their 
posting of information and announcements 
for the workshops and forums. 

• Support the development of the content 
and format of the brochure and 
invitations. 

• Support the development of e-content for 
web posting. 

• Post announcements and brochure on the 
CWCB web site. 

CWCB Costs: $15,160 
Match (39%): $8,070 

Total Task 2 Cost: $23,230 



Task Recharge Team Responsibilities CWCB Responsibilities Project Costs (CWCB, 
Match, and Total) 

Task 3 – Conduct 
Workshops 

Working with the Office and other project 
stakeholders, the Recharge team will: 

• Prepare for, attend, and lead the workshops. 

• Prepare workshop materials that will contain: 
- Agenda 
- Attendee list 
- PowerPoint presentations 
- Speaker biographies and contact 

information 

• Prepare and produce a record of the 
workshops including attendee lists with 
contact information, all speaker 
presentations, as available, and a summary of 
the findings from the working sessions. 

• Prepare, and administer exit survey. 

• Prepare exit survey summary. 

• Support the development of the workshop 
agendas. 

• Attend all workshops. 

• Assist in the development of the exit 
survey. 

 

CWCB Costs: $9,800 
Match (39%): $6,370 

Total Task 3 Cost: $16,170 

Task 4 – Prepare and 
Deliver Project Reports 

The Recharge team will prepare: 

• Progress reports at 50 and 75 percent 
completion 

• Final report summarizing the project, 
including summarizing the exit survey results. 

 CWCB Costs: $7,260 
Match (27%): $2,700 

Total Task 4 Cost: $9,960 

TOTAL* 
*See Appendix C for Detailed Project Budget 

CWCB Costs: $34,925 
Match (34%): $18,350 

Total Project Cost: 
$53,275 

 

Payment Terms 

Recharge will invoice Board for incurred project costs by task on a percent complete basis monthly.  All invoices will provide detail regarding the tasks and 

activities performed, labor hours spent, and matching funds contributed, including in-kind services. 

  



Appendix C 

Detailed Project Budget 
 

 

Labor Total CWCB Labor

Tasks Bouvette Rood Costs Copies Lodging Travel Food and Bev. Misc. Grant Request Costs Room Rental Total Match Total Project

120 85 CSU WRA Recharge

per hour per hour $65 $50 $135

Task 1 - Engage Target Audience per hour per hour per hour

Develop workshop participant list 4 8 1,160$   25$      1,185$            0 0 4 540$        540$          1,725$         

Develop key message 4 4 820$      820$               2 0 4 670$        670$          1,490$         

Scheduleing event and engaging speakers 8 680$      20$   700$               0 0 -$        -$           700$            

2,705$            1,210$       3,915$         

Task 2 - Plan and Promote Workshop

Save the date 1 2 290$      290$               0 0 1 135$        135$          425$            

Develop program 8 16 2,320$   25$      2,345$            0 0 8 1,080$     1,080$       3,425$         

Plan and collaborate with speakers 16 16 3,280$   20$   3,300$            16 2,160$     2,160$       5,460$         

Develop training material 16 16 3,280$   25$      20$   3,325$            4 24 16 3,620$     3,620$       6,945$         

Develop invitation 2 6 750$      750$               0 0 2 270$        -$           270$          1,020$         

Promote event and monitor responses 16 1,360$   1,360$            2 0 130$        -$           130$          1,490$         

Respond to attendee questions 8 680$      680$               0 0 -$        -$           -$           680$            

Handout preparation 8 680$      500$    20$   1,200$            -$        -$           1,200$         

Exit survey 3 6 870$      870$               3 405$        405$          1,275$         

Other meeting detail logistics 2 8 920$      100$    20$   1,040$            2 270$        270$          1,310$         

15,160$          8,070$       23,230$       

Task 3 - Conduct Workshop

Travel 6 6 1,230$   450$   200$ 1,880$            0 0 6 810$        810$          2,690$         

Conduct Workshops 24 24 4,920$   3,000$          7,920$            8 0 24 3,760$     1,800$        5,560$       13,480$       

9,800$            -$        6,370$       16,170$       

Task 4 - Prepare and Deliver Project Reports

50 percent complete report 4 12 1,500$   25$      1,525$            0 0 4 540$        540$          2,065$         

75 percent complete report 4 12 1,500$   25$      1,525$            0 0 4 540$        540$          2,065$         

Final (including exit survey) 12 32 4,160$   50$      4,210$            12 1,620$     1,620$       5,830$         

7,260$            2,700$       9,960$         

Labor Sub-Total Hours 106 208 30,400$ 775$    450$   200$ 3,000$          100$ 34,925$          16 24 106 16,550$   1,800$        18,350$      53,275$       

In-Kind Labor Support

Hours

CWCB Grant Request Match

HoursExpenses
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