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Copyright and Intellectual Property Statement
 This template is the intellectual property of TenStep, Inc. It may be used and modified within the terms and conditions of your TenStep, Inc. license agreement (Member, Browse, Consultant, etc.) Unauthorized use, sale, resale, copying, etc. are strictly forbidden by USA and international copyright law. (Remove this comment section from final document.)

The purpose of the Statement of Work (SOW) is to lay out the specific parameters of a vendor – customer relationship. That is, the vendor will be doing some work for the customer, within some context, for a certain price. These statements of work can be very general and short. For instance, for contract labor you may state that the contractor will work at the direction of the customer for a certain hourly rate, with all management and direction provided by the customer. 

At the other extreme is a contract for fixed price work where the Statement of Work would get very specific in terms of the deliverables, schedule and price.

In some companies the Statement of Work can also be used for internal client relationships, where one organization is doing work for a second organization. One caution is that the SOW is not a Project Definition. It contains some similar sections, but the purpose of the SOW is not to precisely define the project, as much as it is to define the high-level work, and the working relationship and parameters. The SOW might make reference to a Project Definition document and workplan if it is important to commit to the details of the project as well.  (Remove this comment section from final document.)

Executive Summary 

(Optional) The Executive Summary provides a summary of the SOW document. In many cases, this is a PowerPoint presentation. If it is, then a reference to the external document can be included here. This section contains high-level explanation of the remainder of the document. The reader should get a good high-level overview of the SOW document by reading this section.   (Remove this comment section from final document.)

Overview

Describe the background and context for the work and why it is being undertaken. Speak to the business value of the work being performed. Put enough information here so that the rest of the sections in the SOW make sense. (Remove this comment section from final document.)

Scope

This section is where you clearly define the logical boundaries of your work. Scope statements are used to define what is within the boundaries of the engagement and what is outside those boundaries. Examples of areas that could be examined are data, processes, applications or business areas. The following types of information can be helpful.

· The types of deliverables that are in scope and out of scope. (Business Requirements, Current State Assessment)

· The major life-cycle processes that are in scope and out of scope. (Analysis, design, testing)

· The types of data that are in scope and out of scope. (Financial, sales, employee)

· The data sources (or databases) that are in scope and out of scope. (Billing, General Ledger, Payroll)

· The organizations that are in scope and out of scope. (Human Resources, Manufacturing, vendors)

· The major functionality that is in scope and out of scope. (Decision support, data entry, management reporting) 

(Remove this comment section from final document.)

The scope of this engagement includes and excludes the following items.

In Scope:

Out of Scope:

Deliverables and Services Produced

All engagements either produce deliverables or deliver services. In this section, describe the deliverables and services. Provide enough explanation and detail that the reader will be able to understand what the expectations are. If this area needs to be very specific, then an overview can be given here, and the details can be included in an appendix. (Remove this comment section from final document.)

· Deliverable 1: Deliverable description

· Deliverable 2: Deliverable description

· Service 1: Service description

Assumptions

Assumptions are circumstances and events that need to occur for the engagement to be successful, but are outside the total control of the vendor. They are listed as assumptions if there is a HIGH probability that they will in fact happen. The assumptions provide a historical perspective when evaluating performance and determining justification for decisions and direction. (Remove this comment section from final document.)

In order to identify and estimate the required tasks and timing for this engagement, certain assumptions need to be made.  Based on our current knowledge, the engagement assumptions are listed below.  If an assumption is invalidated at a later date, then the activities and estimates in the engagement plan should be adjusted accordingly.

· Assumption #1

· Assumption #2

· Assumption #3, etc

Risks 

Risks are circumstances or events that exist outside of the total control of the vendor, that will have an adverse impact on the engagement if they occur. (In other words, whereas an issue is a current problem that must be dealt with, a risk is a potential future problem that has not yet occurred.) All engagements contain some risks. Risks may not be able to be eliminated entirely, but can be anticipated and managed, thereby reducing the probability that they will occur. 

Risks that have a high probability of occurring and have a high negative impact should be listed below. Also consider those risks that have a medium probability of occurring. For each risk listed, identify activities to perform to eliminate or mitigate the risk.  (Remove this comment section from final document.)

Risks are characteristics, circumstances or features of the project environment that may have an adverse effect on the project or the quality of its deliverables.  Known risks identified with this project have been included below. A plan will be put into place to minimize or eliminate the impact of each risk to the project.

	Risk Area
	Level (H/M/L)
	Risk Plan

	1. Risk #1
	
	Risk plan activity #1

Risk plan activity #2, etc.

	2. Risk #2
	
	

	3. Risk #3
	
	


Approach

This section is very important and is used to communicate the overall structure of the engagement. You can also describe important techniques that will be utilized. The Approach is intended to ensure the customer and vendor have a common understanding of how the work will progress during the engagement. If the vendor is proposing a standard methodology and an approach based on their best practices, it should be described here. This section gives a high-level overview of the work to be performed, and is backed up by a detailed workplan with all the specific activities required. (Remove this comment section from final document.)

Organization

This section describes the major roles in the engagement. This could include roles such as project manager, coach, developer, instructor, etc. If a specific person is known, they can be included next to the role, but it is not necessary. For each role, also describe the major responsibility the will have on the engagement. This section should include vendor and customer roles. (Remove this comment section from final document.)

The success of the engagement will depend on a number of people filling various roles. These roles and responsibilities include: (See examples below. These can be expanded and modified as needed.)

	Role
	Name
	Responsibility

	Sponsor
	
	· Assist in resolving conflicts/issues, 

· Assist in obtaining necessary resources, 

· Monitor engagement progress, 

· Approve policy and procedure decisions, 

· Liaison with executive management team.

	Steering Committee
	
	· Provide strategic direction and guidance

	Project Manager
	
	· Monitor projects/tasks, 

· Monitor budget, 

· Participate in meeting of steering committee, 

· Advise sponsors of conflict/tasks

	Staff
	
	· Perform assigned tasks, 

· Analyze reporting requirements and provide feedback.

· Provide technical and application expertise, 

· Perform knowledge transfer, 

· Provide guidance and implementation experience,

· Quality assurance/review, 

· Coordinate engagement plan, 

· Coordinate process analysis, 

· Provide technical installation.


Pricing

This price of the engagement is included in this section. The price can be represented by milestone, by resource, by labor/material/supply category, etc. List any pricing caveats or assumptions here as well. (Remove this comment section from final document.)

Acceptance and Payment Schedule

In some engagements the customer pays when the work is completed. However, in most cases, the customer pays throughout the engagement based on the completion of specific milestones, or specific deliverables. This section is used to describe what the acceptance procedures are, and what the payment schedule is. This information is combined in one section, since the acceptance of deliverables usually accompanies an interim payment. The sections can be split apart if there is not a firm connection. (Remove this comment section from final document.)

Engagement Management Procedures

Use this section to describe any procedures that will be used to manage the engagement. Typically this includes how you will report status, how you will manage scope, how you manage quality, etc. The scope management procedures need to be very precise, since increases in scope will typically result in incremental charges to the customer. If the vendor has standard processes for managing the engagement they should go here. If the procedures are very lengthy, they can be included in an appendix. (Remove this comment section from final document.)

Scope Management (important)
Status Reporting

Issues Management

Quality Management 

Escalation Procedures

(other)
Project Approvals

Add any signatures that are important for the approval of the project. (Remove this comment section from final document.)
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