	STATEMENT OF WORK
Simple Statement of Work
	SOW / 01


	PROJECT / ENGAGEMENT
[Project title]
	CLIENT
[Organization]
	SERVICE PROVIDER
[Company / Consultant]
	SOW REF / VERSION
[SOW-001 / v1]

	EFFECTIVE DATE
[DD MMM YYYY]
	TARGET END DATE
[DD MMM YYYY]
	PROJECT LEAD
[Name / Email]
	CONTRACT REFERENCE
[MSA / PO / N/A]



01 / SCOPE & BOUNDARIES
	PROJECT OBJECTIVE
State the outcome the client expects and how success will be measured.
	SCOPE OF SERVICES
Describe the tasks, work location and included activities.


02 / OUTPUTS & PLAN
	DELIVERABLES
D1: [Output / format]   D2: [Output / format]
	OUT OF SCOPE
List exclusions, limitations and work not included.


03 / COMMERCIAL & REVIEW
	SCHEDULE
Kickoff: [Date]   Draft: [Date]   Final delivery: [Date]
	ACCEPTANCE
Client reviews each deliverable within [X] business days.


04 / MANAGEMENT TERMS
	FEES & PAYMENT
Project fee: [$]   Deposit: [%]   Final payment: [Trigger]
	CHANGES & ASSUMPTIONS
Written approval required for new scope, time or cost.


APPROVAL & AUTHORIZATION
	CLIENT / AUTHORIZED REPRESENTATIVE
Name: ________________________  Date: __________
	SERVICE PROVIDER / AUTHORIZED REPRESENTATIVE
Name: ________________________  Date: __________

	Signature: __________________________________
	Signature: __________________________________


SOW template • Customize all bracketed fields • Review commercial/legal terms before signing




