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The	agile	and	efficient	delivery	teams	of	the	modern	world	need	more	than	siloed	tools.	Rocketlane's	trifecta	unifies	your	projects,	resources,	finances	and	customer	experience,	all	to	fuel	your	business	outcomes.Projects	and	ProcessProjects	and	ProcessEfficiently	build,	track,	and	run	projects	on	Rocketlane.	Gain	a	360	view	of	project	performance.
Streamline	collaboration	and	communication	in	real-time	or	asynchronously.Rocketlane	works	its	magic	with	projects	perfectly	suited	to	each	customer's	needs,	including	tasks,	timelines,	documents,	and	forms.Rocketlane's	automation	takes	the	lead	from	project	creation	to	completion	so	that	you	can	focus	on	what	truly	matters.With	Rocketlane,
seamless	collaboration	becomes	second	nature,	whether	with	partners	or	customers.	Collaborate	on	tasks,	documents,	and	move	faster.Build	comprehensive	project	plans	with	ease.	Choose	your	view:	Kanban,	List,	or	Gantt,	and	work	in	the	style	that	suits	you	best.Gain	visibility	into	all	your	projects,	both	running	and	planning.	Identify,	diagnose,	and
resolve	issues	in	real-time,	ensuring	smooth	sailing	toward	project	success.With	Rocketlane,	seamless	collaboration	becomes	second	nature,	whether	with	partners	or	customers.	Collaborate	on	tasks,	documents,	and	move	faster.People	and	FinancePeople	and	FinanceTie	your	projects,	resources,	and	finances	together	with	Rocketlane.	Gain	end-to-
end	financial	insights	and	see	the	bigger	picture	clearly.	Keep	your	budgets	on	track,	plug	revenue	leaks,	and	maximize	profitability.Rocketlane	seamlessly	weaves	together	all	project	data,	for	you	to	flawlessly	track	budgets,	gain	insights	into	the	true	project	cost,	and	crush	your	margin	targets.Integrate	your	projects	and	resource	plans	in	real-time
so	that	you	keep	moving	efficiently.	Achieve	the	best	utilization	rates	and	reach	peak	financial	performance.Rocketlane	brings	together	your	meetings,	tasks,	and	time	offs,	into	your	timesheet,	so	that	your	team	can	breeze	through	timesheets	in	a	matter	of	seconds.Stay	agile,	conquer	current	staffing	needs,	and	gain	a	crystal-clear	view	of	upcoming
opportunities	in	your	pipeline.	Predict	resource	requirements,	compare	them	against	your	current	capacity,	and	make	informed	decisions	to	stay	on	top	of	every	project.Customer	Experience	and	AccountabilityCustomer	Experience	and	AccountabilityCraft	stellar	customer	experiences	with	Rocketlane.	Keep	your	customers	accountable,	collaborate
like	a	team,	and	deliver	value	like	a	pro.Give	your	customers	the	red	carpet	experience	with	their	own	exclusive	portal.Build	bridges	with	your	customers,	wherever	they	are	-	be	it	email,	Slack,	or	within	a	project.	Collaborate	in	real-time	on	tasks,	project	plans,	documents,	and	status	updates	using	Rocketlane's	chat	feature.Wow	your	customers	with
interactive	walkthroughs.	Impress	and	instill	confidence!With	the	power	of	automated	reminders	and	live	conversations,	keep	your	customers	engaged	and	informed	about	any	roadblocks,	task	statuses,	or	project	updates.Stay	ahead	of	the	game	by	capturing	real-time	customer	feedback	with	automated	CSAT	surveys	throughout	the	project
lifecycle.With	Rocketlane	integrations,	you	can	connect	the	end-to-end	of	project	delivery	from	project	creation	to	hand-off.Explore	our	integrations	Deliver	projects	on	time	and	on	budget.	Collaborate	with	your	team,	partners,	and	customers.	Without	scope	creep,	stress,	or	missed	goals.More	and	more	businesses	are	turning	to	contingent	workers	to
gain	better	access	to	quality	talent	and	realize	the	many	strategic	benefits.	If	you	are	too,	we	can	help	manage	your	costs,	mitigate	your	risks	and	use	technology	to	get	the	most	out	of	your	flexible	workforce!	HCMWorks	provides	the	expertise,	the	technology	and	processes	to	help	you	reduce	your	workforce	costs,	mitigate	against	misclassification
and	co-employment	risks,	and	optimize	your	contingent	workforce	program.Whether	you	manage	your	workforce	programs	in-house	or	are	looking	for	an	outsourced	solution,	HCMWorks	can	support	you	in	key	areas	to	give	you	an	extra	hand,	and	share	best	practices.	We	are	pleased	to	also	share	our	expertise	and	industry	insights	in	the	HCMWorks
Blog.	We	hope	you	take	a	moment	to	subscribe	and	share	our	content	with	your	colleagues.Several	service	providers	and	their	customers	across	the	globe	are	collaborating	and	working	together	on	various	projects	in	an	ever-changing	business	environment.The	number	of	such	collaborations	is	on	the	rise	and	is	only	expected	to	grow	further.	While
working	with	external	organizations	can	open	up	many	opportunities,	it	comes	with	its	challenges.The	most	common	issue	in	collaborative	projects	is	miscommunication	between	the	parties	involved,	which	can	potentially	derail	the	project.	Even	if	you	have	a	strong	rapport	with	your	client,	wouldnt	it	be	better	for	everyone	involved	to	get	a	clear
understanding	of	expectations	before	beginning	work?	In	fact,	it	could	further	enhance	your	relationship.So	how	do	you	set	these	expectations	and	communicate	them	so	all	of	you	are	on	the	same	page?	The	answer	is	simple	-	create	and	share	a	Statement	of	Work	(SOW).Here	is	a	complete	guide	on	how	to	write	a	statement	of	work.What	is	a
Statement	of	Work?A	Statement	of	Work	or	SOW	is	a	detailed,	comprehensive,	legally	binding	document	that	clearly	defines	the	different	aspects	of	a	project.	It	chalks	out	all	the	details	of	various	aspects	of	work	agreed	upon	by	you	and	your	client.	Not	only	does	it	help	build	trust	with	the	client,	but	it	can	also	save	you	a	lot	of	trouble	as	you	progress
through	the	project	lifecycle.An	SOW	is	typically	created	during	the	kickoff	phase	and	describes	the	deliverables,	tasks,	timelines,	budget,	success	criteria,	and	other	information	related	to	the	project	in	great	detail.	It	is	one	of	the	most	critical	documents	in	project	management	because	it	becomes	a	reference	that	both	the	client	and	the	project
teams	can	use	to	determine	the	projects	scope.Purpose	of	a	Statement	of	WorkBeing	an	integral	part	of	the	contract	between	the	vendor	and	the	client,	it	may	seem	like	the	statement	of	work	is	only	used	to	finalize	the	agreement	between	the	two	parties.	However,	it	has	many	purposes.1.	Reaching	an	agreementA	statement	of	work	clearly	explains
all	facets	of	the	work	expected	and	agreed	upon	by	you	and	your	client.	It	facilitates	discussions	and	negotiations	between	both	parties	until	an	agreement	is	reached	and	ensures	everyone	is	on	the	same	page.2.	Preventing	scope	creep	and	selective	amnesiaAs	the	name	suggests,	scope	creep	refers	to	when	the	scope	of	a	project	keeps	changing
haphazardly.	Selective	amnesia	refers	to	when	there	is	no	clarity	and	recollection	of	the	terms	of	work	agreed	to.	These	are	common	project	management	traps	that	can	be	avoided	with	the	help	of	a	detailed	and	well-written	SOW.	This	way,	both	you	and	your	client	can	always	return	to	the	document	to	determine	what	was	exactly	agreed	upon.3.
Preventing	expensive	reworkSometimes,	as	a	result	of	scope	creep	and	selective	amnesia,	work	may	have	to	be	redone.	This	type	of	rework	is	often	expensive	and	time-consuming,	eventually	disrupting	your	project	timelines.	Using	a	statement	of	work	can	help	tackle	this	issue.4.	Providing	clarity	on	deliverables	and	their	success	criteriaApart	from
laying	out	the	expected	deliverables,	a	statement	of	work	also	lists	the	tasks	to	be	done	to	complete	each	of	those	deliverables.	Additionally,	the	document	explains	the	standards	these	deliverables	will	have	to	meet	to	be	completed	and	acceptable.	These	details	provide	the	clients	with	clarity	and	assurance	on	what	to	expect.5.	Organizing	tasks	and
resourcesAn	SOW	typically	includes	a	detailed	schedule	with	tasks,	milestones,	allocated	budget,	and	people	resources.	This	makes	it	a	lot	easier	for	you	to	manage	the	tasks	and	resources	and	provides	a	structure	for	the	project	plan.Free	Download:	Statement	of	Work	TemplateDifference	between	an	SOW,	Project	Charter,	Contract,	and	Scope	of
WorkA	Statement	of	Work	is	often	confused	with	a	few	related	but	different	documents,	such	as	a	project	charter	and	a	contract.	Here	are	the	key	differences	between	these	documents.1.	Statement	of	Work	and	ContractA	contract	is	a	legal	document	that	covers	every	detail	of	the	project	and	the	cooperation	between	the	two	organizations,	such	as
terms	of	payment,	duties	of	each	party,	etc.	It	finalizes	all	negotiations	that	bind	both	parties	together.	The	statement	of	work	is	an	integral	part	of	the	contract	but	is	not	a	contract	in	itself.	It	is	sent	to	the	client	for	approval	and	is	flexible	to	change.2.	Statement	of	Work	and	Project	CharterBoth	these	documents	are	created	during	the	initial	phase	of
the	project	but	have	different	purposes.	A	project	charter	is	a	brief	document	that	summarizes	and	highlights	all	the	critical	information	regarding	the	project.	Approving	a	project	charter	formalizes	the	project	and	authorizes	the	project	manager	to	use	project	resources	to	achieve	its	objectives.	A	statement	of	work,	on	the	other	hand,	does	not
formalize	or	initiate	a	project.	It	is	a	legally	binding	document	that	defines	all	the	work	that	has	been	agreed	upon	by	the	two	parties.3.	Statement	of	Work	and	Scope	of	WorkThe	terms	statement	of	work	and	scope	of	work	are	often	used	interchangeably.	However,	their	meanings	can	vary	depending	on	the	context.	For	example,	the	scope	of	work	is
only	an	element	in	the	overall	statement	of	work	and	defines	the	extent	of	the	work	that	will	be	done	as	part	of	the	project.	On	the	other	hand,	a	Statement	is	a	detailed	agreement	of	each	aspect	of	the	work	that	needs	to	be	done	such	as	timelines,	budget,	resources,	etc.Components	of	a	Statement	of	WorkNow	that	we	have	understood	what	a
statement	of	work	is	and	its	importance,	lets	look	at	the	main	components	included	in	a	comprehensive	statement	of	work	document.1.	PurposeThis	is	the	first	section	of	your	statement	of	work	document.	Start	by	briefly	explaining	the	project,	its	objectives,	and	expected	outcomes.	It	must	also	answer	critical	questions	such	as	why	the	project	is	being
initiated,	the	issues	being	addressed,	and	how	both	parties	will	benefit.	Make	sure	that	this	section	is	simple,	straightforward,	and	very	easy	to	understand	for	everyone	involved.	It	should	provide	an	overview	as	all	this	information	will	be	covered	in	greater	depth	in	other	document	sections.2.	ScopeThis	section	should	contain	information	regarding
all	the	work	that	will	be	done	and	the	extent	of	the	work	that	will	be	covered.	Therefore,	its	good	to	divide	this	section	into	two	parts:	scope	and	scope.	The	in-scope	section	will	include	all	the	dimensions	of	work	covered	by	the	project	team,	while	the	out-of-scope	section	will	specify	all	the	aspects	that	will	not	be	covered.	You	can	also	add	information
on	the	types	of	hardware,	software,	and	people	resources	you	will	use.For	example,	if	the	project	is	to	design	a	website,	the	scope	of	work	will	include	steps	such	as	develop	new	website	mock-ups,	create	design	elements,	work	with	client	personnel	in	a	joint	project	team	during	the	launch	phase	and	so	on.	If	you	and	your	team	will	not	be	working	on
any	particular	element	such	as	website	promotions,	put	that	under	the	out-of-scope	section.	It	must	include	any	kind	of	work	or	activity	that	you	will	not	be	performing.3.	Deliverables	and	milestonesDeliverables	refer	to	what	the	client	will	finally	receive.	In	large	and	complex	projects	that	go	on	for	a	long	time,	these	deliverables	are	put	down	as	small
events	or	milestones	to	measure	progress.	This	section	will	include	target	start	and	end	dates	so	that	the	project	team	has	a	basic	timeline	to	plan	the	work	that	needs	to	get	done.	Make	sure	to	keep	a	little	buffer	time	between	each	milestone	so	that	there	arent	significant	deviations	from	the	overall	project	timeline	in	the	event	of	slight	delays.For
example,	design	website	landing	page	can	be	a	milestone	with	a	target	start	and	end	date.	You	could	keep	a	gap	of	a	few	days	before	listing	the	next	milestone	target	dates.4.	Task	listA	task	list	is	a	detailed	list	of	specific	tasks	with	their	own	start	and	end	dates	that	need	to	be	done	to	complete	each	deliverable.	It	essentially	breaks	down	each
deliverable	into	smaller	tasks	for	efficient	task	management.	Each	task	must	be	specific	and	explain	the	action	that	needs	to	be	taken	clearly.	These	tasks	can	be	divided	based	on	milestones	or	particular	phases	like	a	launch,	kickoff,	design,	etc.For	example,	if	design	website	landing	page	is	a	deliverable	under	the	design	phase,	wireframing	will	be
listed	as	one	of	the	tasks	that	need	to	be	done	to	complete	the	deliverable.5.	Testing	and	resourcesTesting	is	a	field	that	is	especially	relevant	in	software	projects	where	different	elements	and	deliverables	will	have	to	be	tested	and	evaluated	before	handing	it	over	to	the	client.	List	down	the	elements	that	will	be	tested	along	with	the	resource	who
will	be	performing	the	testing.	This	will	provide	clarity	on	what	exactly	needs	to	be	tested	and	by	who.	Its	also	more	convenient	for	stakeholders	to	refer	to	the	document	and	identify	who	to	reach	out	to	and	for	what.6.	Success	criteriaThis	is	a	very	important	field	in	the	statement	of	work	document.	It	mentions	the	specific	standards	that	need	to	be
met	for	the	deliverables	to	be	accepted	and	considered	complete.	It	defines	what	success	looks	like	to	you	and	your	client	when	the	project	is	delivered.	Specifying	this	in	your	document	will	provide	both	you	and	your	client	clarity	on	what	standards	are	expected	to	be	met.7.	Payment	scheduleThis	section	includes	all	information	regarding	the	project
budget	and	payments.	Specify	the	different	fields	or	particulars	that	will	be	charged	and	when	they	will	be	charged,	along	with	the	amount.	This	way,	youll	know	when	to	expect	payments	and	for	what	while	ensuring	that	everyone	stays	within	the	agreed	budget.8.	Terms	and	requirementsThis	is	the	final	section	of	your	statement	of	work	before	it	is
approved	and	signed	off.	It	includes	all	the	additional	essential	details	that	have	been	agreed	upon	but	do	not	fall	under	the	sections	mentioned	above.	Information	such	as	place	of	work,	security	requirements,	certifications,	etc.,	can	be	listed	under	this	section.9.	Approval	and	signoffThis	is	the	last	section	of	your	statement	of	work	document.	Once
all	the	document	details	are	negotiated	and	agreed	upon,	the	document	will	be	sent	to	the	client	for	final	approval	and	sign-off.	This	finalizes	the	agreement	and	seals	the	deal	between	the	two	parties.Free	Download:	Statement	of	Work	TemplateBest	Practices1.	Make	it	detailedThe	statement	of	work	needs	to	be	as	detailed	as	possible.	Dont	make
assumptions	about	any	dimension	of	work	that	needs	to	get	done.	Instead,	everything	that	needs	to	be	completed	should	be	explicitly	mentioned	in	your	statement	of	work,	right	from	tasks	and	timelines	to	resources	and	specific	requirements.2.	Keep	it	specific	and	measurableWhile	writing	your	statement	of	work,	make	sure	that	every	detail
mentioned	is	specific	and	can	be	objectively	measured.	Hence,	its	always	a	good	idea	to	mention	specific	numbers	that	you	wish	to	target,	both	realistic	and	achievable.3.	Make	it	visualIt	is	easier	on	the	eyes	to	have	information	presented	in	tables	and	charts	instead	of	big,	wordy	paragraphs.	It	is	also	more	convenient	to	identify	key	details	and	refer
to	the	document	when	each	section	is	clearly	defined.4.	Define	and	explain	terminologiesIf	your	document	includes	complex	terminologies	that	not	everyone	may	know,	you	could	include	a	small	glossary	section	that	defines	these	terms.	Besides	this,	make	sure	that	everything	mentioned	in	your	document	is	crystal	clear	and	easy	to	understand.5.
Establish	timelines	as	estimatesMake	sure	that	all	the	dates	and	timelines	mentioned	in	your	document	are	only	estimates.	This	will	ensure	a	little	bit	of	time	between	each	task	and	milestone	in	case	any	adjustments	or	time	are	required	for	review.	This	way,	the	project	will	stay	within	the	estimated	timeframe	and	will	not	deviate	completely.6.	Define
pricing	and	budgetClearly	defining	and	agreeing	on	the	budget	and	pricing	will	eliminate	confusion	or	delays	in	payment.	It	will	also	give	the	team	an	idea	about	the	budget	within	which	work	needs	to	be	done.7.	Send	the	SOW	for	legal	reviewBefore	sending	your	document	to	the	client	for	approval,	make	sure	to	have	it	reviewed	by	your	legal	team.
This	will	ensure	that	all	the	information	that	needs	to	be	on	the	document	is	present,	precise,	and	correct	from	a	legal	point	of	view	before	approval	and	sign-off.Mistakes	to	avoid1.	Rushing	the	document	creation	processPlan	the	statement	of	work	document.	Although	this	document	needs	to	be	made	during	the	initial	stages	of	the	project,	do	not	rush
it	and	write	one	too	early	before	all	the	project	details	are	discussed	and	chalked	out.	Instead,	you	can	make	notes	at	each	discussion	meeting	and	then	create	the	final	document.2.	Fluffy	and	generic	termsMake	sure	not	to	use	general	and	unspecific	terms	such	as	lots,	many,	high,	and	other	such	words	while	writing	your	document.	This	can	leave
scope	for	assumptions,	leading	to	confusion	and	the	inability	to	measure	success	objectively.	Avoid	Making	any	section	too	wordy	and	keep	it	to	the	point.3.	Being	too	rigidA	statement	of	work	is	typically	discussed	and	negotiated	with	the	client	before	it	is	finalized.	Therefore,	make	sure	that	your	document	is	not	too	rigid	and	can	accommodate
timelines,	resources,	or	budget	changes.4.	Irrelevant	templatesWhile	templates	can	save	you	a	lot	of	time	and	effort	in	planning	and	writing	your	statement	of	work,	make	sure	that	you	use	one	that	fits	your	business	requirements	and	includes	all	the	essential	fields	that	need	to	be	covered.5.	Starting	the	project	without	a	signed	SOWA	signed	and
agreed	statement	of	work	seals	the	deal	between	you	and	your	client.	It	finalizes	all	the	details	of	the	statement	of	work.	Hence,	it	is	best	to	ensure	that	the	SOW	is	signed	before	you	begin	any	work	for	the	project.Statement	of	Work	templateTo	conclude,	you	can	use	this	guide	to	write	an	effective	statement	of	work	for	any	type	of	project,	whether	it
is	software	or	real	estate.	The	essence	of	the	document	remains	the	same	across	businesses.	So,	make	sure	to	follow	these	tips	while	writing	yours,	and	youll	have	a	solid	SOW	document	to	work	with.	If	youd	like	to	hit	the	ground	running,	download	this	free	template	and	customize	it	according	to	your	requirements.More	resources	Services	publics	et
Approvisionnement	Canada	Public	Services	and	Procurement	Canada	Share	copy	and	redistribute	the	material	in	any	medium	or	format	for	any	purpose,	even	commercially.	Adapt	remix,	transform,	and	build	upon	the	material	for	any	purpose,	even	commercially.	The	licensor	cannot	revoke	these	freedoms	as	long	as	you	follow	the	license	terms.
Attribution	You	must	give	appropriate	credit	,	provide	a	link	to	the	license,	and	indicate	if	changes	were	made	.	You	may	do	so	in	any	reasonable	manner,	but	not	in	any	way	that	suggests	the	licensor	endorses	you	or	your	use.	ShareAlike	If	you	remix,	transform,	or	build	upon	the	material,	you	must	distribute	your	contributions	under	the	same	license
as	the	original.	No	additional	restrictions	You	may	not	apply	legal	terms	or	technological	measures	that	legally	restrict	others	from	doing	anything	the	license	permits.	You	do	not	have	to	comply	with	the	license	for	elements	of	the	material	in	the	public	domain	or	where	your	use	is	permitted	by	an	applicable	exception	or	limitation	.	No	warranties	are
given.	The	license	may	not	give	you	all	of	the	permissions	necessary	for	your	intended	use.	For	example,	other	rights	such	as	publicity,	privacy,	or	moral	rights	may	limit	how	you	use	the	material.	MIL-HDBK-245D,	DEPARTMENT	OF	DEFENSE	HANDBOOK:	PREPARATION	OF	STATEMENT	OF	WORK	(SOW)	(03	APR	1996).,	This	handbook	provides
guidance	to	enable	personnel	to	create	a	completed	contract	Statement	of	Work	(SOW)	applicable	to	any	material	acquisition	life-cycle	phase.	It	also	covers	the	SOW	preparation	for	non-personal	services	contracts.	When	it	comes	to	drafting	contracts	for	contingent	workers,	you	have	to	get	it	right	the	first	time	around.	Any	unidentified	conditions	or
ill-described	project	specifications	can	lead	to	unmet	quality	standards	by	contractors	and	potential	liability	as	a	result	of	inadequate	instruction.	Every	step	of	the	managed	service	lifecycle	involves	paperwork	to	prevent	this,	and	selecting	the	right	statement	of	work	(SOW)	for	the	right	service	provided	is	vital.	Once	the	type	of	SOW	is	identified,
automation	can	streamline	and	expedite	paperwork	processes.	Including	automated	SOWs	in	your	workforce	management	process	ensures	compliance,	reduces	human	error,	and	establishes	consistency.	Streamlining	the	process	through	automation	solutions	can	help	free	up	valuable	time	and	give	you	peace	of	mind	knowing	that	all	critical	aspects
are	covered	by	the	agreement.This	article	discusses	three	types	of	SOWs	and	how	to	save	time	by	automating	them.The	Three	Types	of	SOWSOWs	are	project-based	agreements	that	may	include	the	actual	scope	of	work,	project	description	and	objectives,	materials	provided	(if	any),	timeline/project	completion	dates,	fee	for	service,	required
experience,	deliverables,	performance	specifications,	evaluation	factors,	and	more.	While	the	differences	between	the	agreement	types	are	minimal,	selecting	one	of	the	three	types	can	provide	clarity	as	to	what	the	job	entails	and	how	to	accomplish	the	objective.	The	preferred	type	will	depend	on	the	industry	and	task	performed.Design	&	Detail
SOWThis	type	of	agreement	is	frequently	used	in	the	government,	construction,	and	manufacturing.	A	design/detail	SOW	is	constructed	to	do	just	that	-	provide	a	detailed	description	of	how	the	project	is	to	be	accomplished.	The	government	entity,	or	individual/company	requiring	services,	clearly	defines	how	the	work	is	to	be	done	and	what	is
required	to	do	so.	If	an	individual	is	contracted	to	perform	a	task,	the	SOW	will	precisely	outline	what	materials	to	use,	required	dimensions,	assembly	instructions,	and	project	deadlines.	Because	the	contractor	is	instructed	to	follow	detailed	guidelines	for	operation,	the	buyer,	client,	or	entity	bears	most	of	the	risk.Design/detail	SOW	automation
would	allow	hiring	and	procurement	teams	to	auto-populate	fields,	reducing	the	time	taken	to	fill	in	tedious	information	and	form	a	detailed,	thorough	document.Level	of	Effort	SOWA	Level	of	Effort	SOW,	also	known	as	a	time	and	materials/unit	rate	statement	of	work,	outlines	the	hourly	service	fee	and	materials	required	to	perform	a	task.	Because	of
its	flexible	guidelines	and	general	task	description,	it	is	well-suited	for	short-term	or	temporary	contracted	services.	Contracted	individuals	are	required	to	accomplish	an	objective	and	are	compensated	by	the	hour	or	by	the	unit	to	do	so,	incentivizing	timely	and	efficient	service.Automating	a	level	of	effort	statement	of	work	is	especially	efficient
because	the	majority	of	the	required	information	is	standardized.	In	turn,	minimal	project-specific	information	needs	to	be	added	to	the	premade	document	and	less	time	spent	forming	a	detailed	agreement	for	a	short-term	project.Performance-Based	SOWThis	is	a	common	type	of	SOW	utilized	by	American	and	Canadian	businesses	in	both	the	public
and	private	sectors.	Performance-based	SOWs	are	aptly	named	as	they	focus	on	performance	rather	than	how	the	service	is	completed.	These	SOWs	detail	the	projects	purpose,	resources,	results	expected,	and	quality.	While	a	detail	SOW	specifies	how	a	project	is	to	be	completed,	performance-based	SOWs	focus	on	what	is	completed.	For	example,	an
individual	will	be	required	to	perform	a	quantifiable	task,	such	as	providing	X	amount	of	deliverables	without	being	told	how.	The	defined	lack	of	micromanagement	places	liability	on	the	contractor	as	the	objective	is	accomplished	by	their	own	means.By	automating	performance-based	SOWs,	producing	an	agreement	becomes	streamlined.	The	user
simply	enters	names,	quantifiable	KPIs,	and	other	fields	rather	than	drafting	an	entire	document	from	scratch.How	to	Automate	SOWsAutomating	SOWs	assists	HR	and	procurement	teams	in	several	ways:Establishes	consistencyReduces	time	taken	to	write	out	an	entire	contractEnsures	accurate	and	compliant	structureLowers	service	procurement
workloadReduces	human	error	associated	with	manual	entryStatement	of	work	automation	can	be	accomplished	in	a	number	of	ways	depending	on	the	type	of	SOW	necessary.	Some	companies	utilize	content	libraries,	templates,	drop-down	tabs,	and	select	formatting	with	minor	manual	entries.	While	some	information	is	standardized,	other	required
fields	can	be	filled	with	project-specific	information	via	automation,	manual	entry,	or	limited	selection	options.	In	addition,	there	are	different	software	solutions	that	are	purpose-built	for	SOW	automation.	Investing	in	a	software	solution	can	be	especially	helpful	for	companies	that	frequently	hire	contingent	workers	for	limited	projects.Implementing
Statement	of	Work	AutomationEngaging	with	a	managed	service	provider	(MSP)	who	specializes	in	SOW	strategy	for	contingent	workforces	can	simplify	human	capital	management.	HCMWorks	has	extensive	experience	helping	HR	and	procurement	teams	in	the	public	and	private	sectors	streamline	their	processes.	To	learn	more	about	how	we	can
help	you	build	the	right	SOW	management	strategy,	contact	our	team	of	workforce	experts.The	Statement	of	Work	(SOW)	is	a	document	that	enables	the	offeror	to	clearly	understand	the	governments	needs	for	the	work	to	be	done	in	developing	or	producing	the	goods	or	services	to	be	delivered	by	a	contractor.	It	defines	(either	directly	or	by
reference	to	other	documents)	all	work	(non-specification)	performance	requirements	for	a	contractor.	It	also	facilitates	the	preparation	of	a	proposal	and	aids	the	Government	in	conducting	the	source	selection	and	contract	administration	after	award.Definition:	The	Statement	of	Work	(SOW)	defines	(either	directly	or	by	reference	to	other
documents)	all	(non-specification)	performance	requirements	for	contractor	effort.	The	SOW	should	specify	in	clear,	understandable	terms	the	work	to	be	done	in	developing	the	goods	or	services	to	be	provided	by	a	contractor.	(MIL-HDBK-245)Whether	the	SOW	is	written	by	the	government	or	the	contractor	(or	some	combination	of	both),	it	is	a	key
element	of	a	contract.	After	the	contract	award,	requirements	in	the	SOW	(and	associated	specifications)	constitute	the	standard	and	discipline	for	the	contractors	effort.	It	comprises	the	baseline	against	which	progress	and	subsequent	contractual	changes	are	measured.	Both	the	Government	and	the	contractor	look	to	the	SOW	as	a	key	document
defining	the	responsibilities	of	both	parties.Types	of	Statement	of	Work	(SOW)There	are	two	types	of	statements	of	work	that	are	used	by	the	government	and	industry.	These	two	types	are:Statement	of	Work	(SOW):	For	system	procurement	and	Research	and	Development	(R&D)	(MIL-HDBK-245)Performance	Work	Statement	(PWS):	For	the
acquisition	of	professional	services.	(AFI	63-124)What	is	a	Performance	Work	Statement	(PWS)A	Performance	Work	Statement	(PWS)	is	an	SOW	for	performance-based	acquisitions	that	clearly	describes	the	contractors	expected	performance	objectives	and	standards.Preparation	of	the	Statement	of	Work	(SOW)Preparing	an	effective	SOW	requires	an
understanding	of	the	goods	or	services	needed	to	satisfy	a	particular	requirement	and	an	ability	to	define	what	is	required	in	specific,	performance-based,	quantitative	terms.	The	SOW	should	reference	qualitative	and	quantitative	design	and	performance	requirements	contained	in	specifications	developed	according	to	MIL-STD-961.	[1]A	Well-Written
Statement	of	Work	(SOW)	has	the	following	attributes:	[1]Specifies	requirements	clearly	to	permit	the	government	and	offeror	to	estimate	the	probable	cost	and	the	offeror	to	determine	the	levels	of	expertise,	manpower,	and	other	resources	needed	to	accomplish	the	task.States	the	specific	duties	of	the	contractor	in	such	a	way	that	the	contractor
knows	what	is	required	and	can	complete	all	tasks	to	the	satisfaction	of	the	contract	administration	office.Written	so	specifically	that	there	is	no	question	of	whether	the	contractor	is	obligated	to	perform	specific	tasks.References	only	the	absolute	minimum	applicable	specifications	and	standards	needed.	Selectively	invokes	documents	only	to	the
extent	required	to	satisfy	the	existing	requirements.Separates	general	information	from	the	direction	so	that	background	information	and	suggested	procedures	are	clearly	distinguishable	from	contractor	responsibilities.Avoids	directing	how	tasks	are	to	be	performed	and	states	only	what	results	are	required.8	Steps	to	Developing	the	Statement	of
Work	(SOW)	ContentThere	are	as	many	parts	in	a	Statement	of	Work	that	need	to	be	developed,	but	first,	focus	on	defining	the	key	topics.	Once	you	have	the	key	topics	defined	the	others	will	be	a	lot	easier	to	develop.Step	1:	Write	the	Introduction:	Explain	what	work	needs	to	be	accomplished	and	who	is	involved.	This	forms	the	baseline	for	the
entire	project	and	helps	potential	offers	understand	and	set	their	prices	and	capabilities.Step	2:	Determine	the	Project	Purpose:	Answer	the	question	of	why	we	are	doing	this.	To	do	this	establish	a	purpose	statement	and	answer	the	basic	questions	of	what	are	the	goals,	deliverables,	and	objectives.Step	3:	Develop	the	Scope	of	Work:	Determine	the
process	that	will	be	used	to	complete	the	work,	including	what	hardware	and	software	will	be	necessary.	The	scope	should	include	time,	results,	and	general	steps	for	accomplishment.	Keep	the	scope	broad	enough	to	give	you	the	flexibility	to	make	future	revisions	via	the	Changes	clause.Step	4:	Determine	Work	Location:	Choose	all	locations	where
project	members	might	and	will	have	to	perform	all	tasks	in	the	SOW.Step	5:	Develop	the	Tasks:	Break	the	project	down	into	more	detailed	tasks	to	include	all	the	main	deliverables,	milestones,	phases,	and	key	tasks	(Be	specific)	A	Work	Breakdown	Structure	(WBS)	is	a	good	tool	to	use	during	this	step.Step	6:	Determine	the	Milestones:	Develop	the
projects	proposed	start	and	finish	date	and	all	the	major	milestones	in	between.	Use	when	products	and	tasks	are	scheduled	to	be	completed.Step	7:	Determine	the	Deliverables:	List	each	deliverable,	show	when	it	is	due,	and	describe	them	in	detail.	Provide	as	much	detail	in	this	step.Step	8:	Develop	the	Schedule:	Start	with	all	the	steps/tasks	the
project	needs	to	accomplish,	then	create	a	realistic	schedule	around	those	steps.	The	steps	should	include	each	major	deliverable	and	when	and	in	what	order	it	needs	to	be	done.	Then,	add	all	the	management-related	milestones,	including	kickoff,	reviews,	development,	implementation,	testing,	and	project	closeout/acceptance.To	create	the	actual
Statement	of	Work,	it	is	best	to	use	an	established	template	from	your	organization	or	from	a	legal	entity.	Since	you	already	have	the	task	and	the	content	defined,	it	should	be	an	easy	step	to	plug	in	your	content.	A	template	also	ensures	you	address	all	legal	questions	and	dont	miss	any	content.Template:	Performance	Work	StatementTemplate:
Generic	Performance	Work	Statement	TemplateStatement	of	Work	(SOW)	Notional	Format:Scope:	This	section	includes	a	brief	statement	of	what	the	SOW	should	cover.	The	scope	paragraph	defines	the	breadth	and	limitations	of	the	work	to	be	done.Period	of	PerformanceAssumptionsDeliverableMilestonesGovernance	(	Approval	Authority)Applicable
Documents:	Military	handbooks,	government	instructions,	service	regulations,	technical	orders,	and	policy	letters,	as	a	type,	are	not	written	in	language	suitable	for	contract	application.Requirements:	Specific	work	tasks	developed	to	satisfy	program	needs	are	essentially	the	contractor	work	requirements.General	RequirementsTechnical	Objectives
and	GoalsSpecific	RequirementsUsing	a	Work	Breakdown	Structure	to	Develop	the	Statement	of	Work	(SOW)A	Work	Breakdown	Structure	(WBS)	should	be	used	in	developing	the	SOW.	A	WBS	provides	the	framework	for	a	disciplined	approach	to	structuring	and	defining	the	total	project	or	program.	When	preparing	the	SOW,	a	complete	application
of	a	WBS	may	not	be	necessary	for	all	programs.	However,	the	underlying	philosophy	and	structured	approach	can	and	should	be	applied.	The	Contract	Line	Item	Number	(CLIN)	and	the	SOW	should	be	constructed	to	correlate	with	the	WBS.	Using	a	WBS	during	SOW	development	facilitates	a	logical	arrangement	of	the	SOW	elements	and	provides	a
convenient	checklist	to	trace	all	necessary	program	elements	and	ensure	that	they	are	addressed	in	the	SOW.	[1]Statement	of	Work	(SOW)	Data	RequirementsEach	SOW	will	most	likely	have	data	requirements	that	the	government	and	contractor	need.	Below	is	a	list	of	key	data	topics	that	you	should	consider:Deliverable	data	is	governed	by	Data
Item	Descriptions	(DIDs)	in	the	Contract	Data	Requirements	List	(CDRL),	which	establish	the	format	and	content	requirementsSOW	taskings	must	not	include	the	description	and	delivery	requirements	for	data.DoD	5010.12-M	Procedures	for	Acquisition	and	Management	of	Technical	Data	governs	contracting	for	data.The	SOW	tasks	the	contractor	to
perform	effort;	deliverable	data	is	the	by-product.Each	deliverable	data	item	must	link	to	tasking	in	the	SOW,	which	generates	the	effort	that	results	in	the	delivery	of	data.The	SOW	tasking	paragraph	resulting	in	data	delivery	must	cite	either	the	CDRL	Sequence	No.	or	the	applicable	DID,	or	both,	at	the	end	of	the	tasking	paragraph.AcqNotes
TutorialStatement	of	Work	(SOW)	ChecklistIs	the	SOW	consistent	with	all	sections	of	the	Request	for	Proposal	(RFP)?Is	the	SOW	organized	under	the	following	major	headings?SCOPEAPPLICABLE	DOCUMENTSREQUIREMENTSIs	the	SCOPE	section	free	of	everything	that	could	be	interpreted	as:Directions	to	the	contractor	to	perform	work
tasks,Specification	of	data	requirements,	andDescription	of	deliverable	products?Do	documents	listed	in	Section	2	have	the	specific	version	listed,	along	with	other	publication	facts	such	as	document	numbers	and	dates	where	applicable?Are	all	of	the	documents	listed	in	section	2	actually	cited?When	documents	are	cited,	are	only	the	specific	sections
necessary	to	do	the	work	cited?Is	the	document	clear	and	complete	enough	for	the	contractor	to	estimate	the	probable	cost	and	identify	all	resources	needed	to	do	the	work?Is	there	no	question	as	to	whether	the	contractor	has	been	told	what	specific	tasks	to	perform?Are	the	binding	requirements	clearly	distinguishable	from	the	background
information?Is	the	SOW	free	of	how	to	requirements?Is	the	SOW	free	of	statements	that	order	or	describe	data	items?Is	the	SOW	free	of	references	to	Data	Item	Descriptions	(DID)?Is	the	SOW	free	of	proposal	requirements	and	evaluation	factors?Is	the	SOW	free	of	business	management	matters	that	belong	in	the	other	contract	sections,	like
requirements	for	time	of	performance?Is	the	SOW	free	of	specifications	and	amendments	to	specifications	for	equipment,	parts,	materials	or	other	goods?Is	the	SOW	free	of	references	to	Government	in-house	management	instructions?Is	the	SOW	free	of	requirements	that	cite	Government	specifications	or	standards?Is	the	SOW	free	of	requirements
that	cite	handbooks,	service	regulations,	technical	orders,	or	any	other	Government	document	not	specifically	written	according	to	DoD	standards?Does	the	title	page	contain	the	title,	preparation	date,	procurement	request	number	or	contract	number,	revision	number,	date,	and	identity	of	the	preparing	organization?If	the	document	exceeds	five
pages,	does	it	have	a	table	of	contents?	If	so,	is	the	table	correct?Does	the	SOW	require	the	delivery	of	a	product	or	result	other	than	just	periodic	progress	reports?Does	each	paragraph	cover	only	one	requirement?Does	each	paragraph	and	subparagraph	have	a	title?Is	the	SOW	free	of	pronouns	with	ambiguous	antecedents?Is	the	terminology
consistent	throughout	the	entire	package?Have	you	double-checked	all	of	the	shalls	and	wills?	Are	you	sure	there	are	no	anys	and	ors	that	could	be	interpreted	differently	from	what	you	might	like?Example	of	Statement	of	Work	(SOW)	TasksThe	following	is	a	short	list	of	SOW	tasks	for	a	software	project.	For	a	more	detailed	list,	visit	Example
Statement	of	Work.The	contractor	shall	establish	the	Computer	Software	&	Support	(CS&S)	architecture	within	the	context	of	the	overall	system	including	a	selection	of	processor	types	and	architecture,	and	software	architecture	and	major	interfaces,	in	accordance	with	applicable	Open	Systems	guidance.	As	applicable,	the	SOW	should	describe
which	architecture	evaluation	steps	are	the	suppliers	responsibilities	and	which	are	to	be	performed	jointly	by	the	acquirer	and	the	system	supplier.The	contractor	shall	generate	a	specification,	SOW,	Work	Breakdown	Structure	(WBS)	in	accordance	with	the	Contract	Data	Requirements	List	(CDRL),	Integrated	Master	Plan	(IMP),	Integrated	Master
Schedule	(IMS),	and	Software	Development	Plan	(SDP)	sufficient	to	describe	the	software	development	processes	to	be	employed	on	the	program.The	contractor	shall	design,	fabricate,	integrate,	test,	and	evaluate	the	hardware,	software,	facilities,	personnel	subsystems,	training,	and	the	principle	items	necessary	to	satisfy	program	requirements	and
to	support	and	operate	the	system.	This	includes	the	requirements	analysis,	design,	coding,	and	unit	testing,	component	integration	and	testing,	and	Computer	Software	Configuration	Item	(CSCI)	level	testing	for	software.	This	also	includes	system	development	and	Operational	Test	and	Evaluation	(OT&E),	software	quality,	Configuration
Management,	and	support	for	the	software.The	contractor	shall	define	a	Software	Development	Approach	appropriate	for	the	computer	software	development	and	integration	effort	to	be	performed	under	this	solicitation.The	contractor	shall	document	the	software	development	approach	in	an	SDP,	shall	implement	the	SDP	requirements,	and	shall
maintain	the	SDP.The	contractor	shall	use	Earn-Value	Management	(EVM)	to	manage,	determine	the	status	of,	and	report	on	the	software	development	effort.The	contractor	shall	implement	selected	Software	Metrics	to	provide	management	visibility	into	the	software	development	process	and	progress.	The	contractor	shall	apply	core	software
metrics	as	a	minimum.	The	selected	metrics	shall	clearly	portray	variances	between	actual	and	planned	performance,	shall	provide	early	detection	or	prediction	of	situations	that	require	management	attention,	and	shall	support	the	assessment	of	the	impact	of	proposed	changes	on	the	program.	The	contractor	shall	provide	the	program	office	with
routine	insight	into	these	metrics.Statement	of	Work	(SOW)	FundingThe	SOWs	should	be	consistent	with	the	proposed	appropriation	to	be	charged	from	a	Purpose-Time-Amount	standpoint.	Specifically,	the	funds	being	cited	on	the	SOW	should	be	used	for	the	proper	purpose,	within	the	legal	timeframes	established	by	Congress,	and	within	the
amounts	authorized,	appropriated,	and	allocated	to	the	program.Statement	of	Work	(SOW)	in	the	Request	for	Proposal	(RFP)The	SOW	is	shown	in	its	entirety	in	Request	for	Proposal	(RFP)	Section	C	of	the	uniform	contract	format	or	incorporated	by	reference,	then	listed	in	and	attached	to	Section	J.Statement	of	Work	(SOW)	vs.	Statement	of	Objective
(SOO)The	SOO	is	a	Government	prepared	document	that	provides	the	basic,	high-level	objectives	of	the	acquisition.	It	is	provided	in	the	solicitation	in	lieu	of	a	government-written	Performance	Work	Statement.	In	this	approach,	the	contractors	proposals	contain	their	statements	of	work	and	performance	metrics	and	measures	(which	are	based	on
their	proposed	solutions).	The	use	of	an	SOO	opens	the	acquisition	up	to	a	wider	range	of	potential	solutions.ConclusionThe	statement	of	Work	is	one	of	the	most	important	documents	on	a	defense	acquisition	program.	The	document	enables	the	offeror	to	clearly	understand	the	governments	needs	for	the	work	to	be	done	in	developing	or	producing
the	goods	or	services	to	be	delivered	by	a	contractor.	Without	an	SOW	there	might	be	confusion	about	what	is	required	from	both	the	contractor	and	the	Government.	Take	your	time	and	develop	the	best	SOW	you	can,	it	will	save	you	a	lot	of	time	in	the	future	if	anything	was	to	go	wrong.AcqTips:AcqLinks	and	References:Updated:	2/9/2024Rank:	G27
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