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I. PROJECT OVERVIEW

The purpose of this section is to provide a comprehensive summary
of the project. This includes the project name, a detailed description,
the reasons behind the project's initiation, and the expected
outcomes or benefits upon its successful completion.

Project Name: [Project Name]

Project Description: [Provide a detailed description of the project.
This should include key details about the nature of the project, its
objectives, the target audience or beneficiaries (if any), and any
other relevant information.]

Project Purpose: [Explain in detail why this project is being
undertaken. Discuss the problem or need that this project aims to
address and how the project's outcomes will provide solutions or
benefits.]

Expected Outcome: [Describe what successful completion of the
project looks like. This can include specific goals to be achieved,
changes to be implemented, or benefits to be derived.]

Il. PROJECT OBJECTIVES

This section outlines the project's specific, measurable, achievable,
relevant, and time-bound (SMART) objectives. Each objective should
directly contribute to the project's overall goals and outcomes.

Objectiv
e Description Measurement Timeframe



Objectiv [Provide a [Specify how the [Provide the timeframe

el detailed achievement of this  within which this
description of  objective will be objective should be
the objective.] measured.] achieved.]

Objectiv  [Description] [Measurement [Timeframe]

e?2 Criteria]

(add

more

rows as

needed)

Ill. PROJECT SCOPE

This section provides a comprehensive description of the work to be
done, breaking down the project into specific tasks or activities and
detailing the expected deliverables. It should also specify the quality
standards that each deliverable must meet.

Work Description: [Provide a comprehensive description of the work
to be performed. This should detail the tasks, activities, and steps
that will be undertaken, and how these will contribute to the
project's objectives and deliverables.]

Tasks: [List all the tasks required to complete the project. Each task
should be described in detail, including the steps required to
complete it, the resources needed, and the expected output.]

Deliverables: [List all deliverables and provide a detailed description
of each. This should include the form the deliverable will take (e.g., a
report, a piece of software, a training program), the quality
standards it must meet, and how it contributes to the project's
objectives.]



IV. TASK BREAKDOWN & TIMELINE

This section breaks down the tasks into more detailed components,
assigns responsibility for each task to a specific party, and establishes
a timeline for each task. This section should also identify any
dependencies between tasks.

Responsi Start End

Task ble Party Date Date Dependencies

Task 1 [Name/Ro [Start [End [Describe any dependencies
le] Date] Date] this task has on other tasks.]

Task 2 [Name/Ro [Start [End [Dependencies]
le] Date] Date]

(add more

rows as

needed)

V. RESOURCES REQUIRED

This section details the resources needed for the project, including
personnel, equipment, software, and other materials. It also
identifies who will provide these resources and estimates the cost of
each.

Resou
rce Description Provider Estimated Cost

Resou [Provide a detailed description of  [Identify the [Provide an
rce 1 theresource, including its purpose provider of estimate of the



and how it will be used in the the cost of this

project.] resource.] resource.]
Resou [Description] [Provider] [Estimated
rce 2 Cost] (add more
rows as
needed)

VI. ROLES & RESPONSIBILITIES

This section defines the roles and responsibilities of all parties
involved in the project. Each role should be clearly defined, including
the specific tasks and responsibilities assigned to it, and the
individual or group responsible for fulfilling that role.

Name/

Role Title Responsibilities

Role 1 [Name/ [List the responsibilities assigned to this role in
Title] detail, including specific tasks, decision-making

authority, reporting requirements, etc.]

Role 2 [Name/ [Responsibilities]
Title]

(add more

rows as

needed)

VIl. COSTS & PAYMENT TERMS



This section outlines the project's costs, payment terms, and any
associated penalties or incentives. It should provide a detailed
breakdown of the project's total cost, including the cost of each task
or deliverable, and outline when and how payments will be made. It
should also specify any penalties for late delivery or incentives for
early completion.

Total Project Cost: [Provide a detailed breakdown of the total cost of
the project, including the cost of each task or deliverable.]

Payment Terms: [Specify the payment schedule, including the
amount to be paid at each stage, the payment method, and the
conditions under which payment will be made.]

Penalties/Incentives: [Detail any penalties for late delivery or non-
compliance with the terms of the SOW, as well as any incentives for
early completion or exceeding performance targets.]

VIII. RISK MANAGEMENT

This section identifies potential risks to the project and outlines a
plan for managing them. Each risk should be assessed in terms of its
likelihood of occurrence and its potential impact on the project, and
a mitigation plan should be provided for each identified risk.

Risk Likelihood Impact Mitigation Plan

Risk 1 [Assess the [Assess the [Provide a plan for mitigating this
likelihood  potential risk. This should include steps to
impact of this



of this risk risk on the prevent the risk, reduce its impact, or
occurring.] project.] respond effectively if the risk occurs.]

Risk 2 [Likelihood [Impact] [Mitigation Plan]
]

(add
more
rows
as

neede
d)

IX. PERFORMANCE METRICS

This section defines how the success of the project will be measured.
This could include specific performance indicators, targets to be
achieved, or quality standards to be met.

Metric Target Measurement Method

Metric 1 [Specify the target to  [Describe how this metric will be
be achieved for this measured and when measurements

metric.] will take place.]
Metric 2 [Target] [Measurement Method]
(add more
rows as
needed)

X. CHANGE MANAGEMENT

This section specifies the process for managing changes to the scope
of the project, including who can approve changes, how they will be



documented, and how they will be communicated to all parties
involved.

Change Management Process: [Describe the process for requesting,
reviewing, approving, and documenting changes to the project
scope.]

XI. ASSUMPTIONS AND CONSTRAINTS

This section documents any assumptions that have been made in
creating the SOW, as well as any constraints that could impact the
project. Assumptions could include factors like the availability of
resources, stakeholder support, or regulatory compliance.
Constraints could include factors like budget limitations, time
restrictions, or technological limitations.

Assumption/C

onstraint Description Impact on Project
Assumption 1 [Describe [Discuss how this assumption impacts the
the project and what will happen if it proves to

assumption. be incorrect.]

]

(add more
rows as
needed)

XIl. TERMS AND CONDITIONS

This section outlines the terms and conditions of the contract,
including any legal considerations, confidentiality requirements, and



dispute resolution mechanisms. It should also specify the duration of
the contract and any provisions for renewal or termination.

Legal Considerations: [Discuss any legal issues related to the project,
such as compliance with laws and regulations, intellectual property
rights, liability issues, etc.]

Confidentiality: [Specify any confidentiality requirements, such as the
handling of sensitive information, non-disclosure agreements, etc.]

Dispute Resolution: [Describe the process for resolving disputes, such
as negotiation, mediation, arbitration, or litigation.]

Contract Duration: [Specify the duration of the contract and any
provisions for renewal.]

Termination: [Specify the conditions under which the contract may
be terminated, and the process for doing so.]

Xlil. SIGNATURES

At the end, the document should be signed and dated by all parties
to indicate agreement with the terms defined in the SOW. This
section should include a space for each party's signature, printed
name, title, and date.

Party 1:

Signature:



Printed Name:
Title:

Date:

Party 2:
Signature:
Printed Name:
Title:

Date:

Tips and Tricks:

1 Clarity is key: Ensure all aspects of the project are clearly defined
to avoid misunderstandings.

2 Review and revise: Review the SOW periodically and revise it as
necessary. Changes should be communicated to all parties.

3 Collaboration: The SOW should be developed in collaboration with
all stakeholders to ensure all perspectives are considered.

4 Risk management: Regularly review the risk management plan and
update it as necessary.

5 Project management tools: Consider using project management
tools to help plan and track the project.

6 Change management: Manage changes carefully to prevent scope
creep and keep the project on track.



7 Communication: Maintain open and regular communication with

all stakeholders. This can help prevent misunderstandings and
ensure everyone is on the same page.

8 Record Keeping: Document all project-related decisions, changes,

and outcomes. These records can be valuable for reviewing
project success and for planning future projects.

9 Validation: Validate the SOW with all stakeholders. This includes

10

11

12

13

14

the project team, clients, contractors, and any other parties
involved in the project.

Flexibility: While it's important to stick to the plan, it's equally
important to be flexible. Be ready to adapt and make changes
as necessary based on project progress and feedback from
stakeholders.

Quality Control: Regularly check the quality of deliverables
against the standards specified in the SOW. This can help
identify issues early and allow time for corrections.

Performance Tracking: Regularly track and report on the
progress of the project. This helps ensure the project stays on
track and allows stakeholders to see how the project is
progressing.

Legal Counsel: When drafting the terms and conditions, it can
be beneficial to involve a legal professional to ensure that all
legal and contractual obligations are properly addressed.

Use Templates: Using a template like this one can save time
and ensure that all important areas are covered. However,
remember to customize the template to fit the specific needs
and circumstances of your project.



APPROVALS

Lastly, in this section, all the parties involved should provide their
approval, indicating that they agree with everything that has been
outlined in the SOW.

Approvals:

Party Signature Date
Party 1 [Signature] [Date]
Party 2 [Signature] [Date]

(add more rows as needed)

In conclusion, creating a detailed and comprehensive Scope of Work
is critical to the success of any project. This SOW template should
provide a solid foundation, but remember to customize it to suit the
specific needs and requirements of your project and organization.
The key is to be as specific as possible, ensuring all parties have a
clear understanding of what is expected and how the project will be
executed and managed.

XIV. REVISION LOG

As changes may occur over the course of the project, maintaining a
revision log is crucial to keep track of alterations made to the original
SOW. This section should include the revision number, a description
of the change, the person who authorized the change, and the date
of the change.

Revision Description of Change  Authorized by Date



Revision 1 [Describe the change [Person who [Date of the
made to the SOW.] authorized the change.]
change.]

(add more rows
as needed)

XV. ATTACHMENTS AND APPENDICES

This section includes any additional documents or information that
support the SOW. This could include project schedules, detailed
budgets, design documents, diagrams, or any other relevant
documentation.

Attachment Description

Attachment 1 [Provide a brief description of the attachment and why it
is relevant to the SOW.]

(add more rows as
needed)

Additional Tips and Tricks:

15 Document Control: Maintain control over the SOW document.
Ensure that it is stored in a secure location and that changes
are controlled and tracked.

16 Stakeholder Engagement: Engage stakeholders throughout the
project. Regular updates and open communication help to keep
everyone involved and invested in the project.

17 Project Closure: Once the project is complete, conduct a
project closure meeting. Review the SOW and discuss what
went well and what could be improved for future projects.



18 Lessons Learned: Document lessons learned during the project.
These can be valuable for improving future projects.

19 Continuous Improvement: Use the SOW as a tool for
continuous improvement. Review it regularly and make
updates as necessary to keep it relevant and useful.

This concludes our comprehensive Scope of Work template.
Remember, the ultimate goal of a well-crafted SOW is to lead to a
successful project outcome where all parties involved understand
their tasks, responsibilities, and expectations. In the end, a good
SOW leads to good communication, and good communication leads
to a successful project.

XVI. PROJECT APPROVAL

The final section of the SOW is the project approval. This section
contains the signatures of the approving authorities, showing that
they agree with what's laid out in the SOW and are ready to move
forward with the project. Typically, this includes the project manager
and key stakeholders, such as the project sponsor or client.

Approver Role Signature Date
Approver 1 [Role] [Signature] [Date]
Approver 2 [Role] [Signature] [Date]

(add more rows as needed)

XVIl. DOCUMENT ACCEPTANCE

This last portion of the document is designed to confirm that all
parties have reviewed and accepted the SOW. This can include the



project team, clients, contractors, and any other parties involved in
the project.

Party Role Signature Date
Party 1 [Role] [Signature] [Date]
Party 2 [Role] [Signature] [Date]

(add more rows as needed)

Final Tips and Tricks:

20 SOW Revisions: Remember, the SOW is a living document. It
can be revised and updated as the project progresses and as
more information becomes available.

21 Communication: Foster a culture of open and transparent
communication. This will help in identifying and addressing
issues early, thereby avoiding potential problems down the
line.

22  Consensus: Seek consensus on the SOW. Make sure all parties
involved understand and agree with the content of the SOW.
This will help avoid disputes and disagreements during the
project execution.

23 Balance Detail and Flexibility: While it's important to be
detailed in your SOW, it's also crucial to maintain some level of
flexibility. Projects often evolve, and you need to be able to
adapt your plan as necessary.
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* Do speak to what the buyer has said. When writing a proposal, try to
include the same language your prospect uses to talk about
themselves. For instance, if your prospects used specific vocabulary
around their needs or goals during the discovery call, you should
reiterate those words within your proposal.

« Do create aesthetically-appealing documents. Your customers expect a
beautiful, professional, impactful document when you send them a
proposal.

* Do keep things simple.

o

+ Don't make it too complicated. While it can be tempting to try to
pump your proposal full of helpful information and reasons why your
prospect should buy, the longer it is, the less likely they are to read all
of it.

« Don't forget to proofread your materials. Make sure you're giving
your materials a final read before sending them off. Grammatical
errors and typos in sales proposals communicate sloppiness and a
lack of attention to detail to your prospective customer.

» Don't forget about mobile devices. someone viewing your proposal
on a mobile device is relatively high. Make it readable on the go.

GET MORE SALES TRAINING IN THE SALES
TRAINING MODULE



