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Fillable Form Statement of Work


A Statement of Work is a legal document used by companies to declare what work or project needs to be finished, and the details surrounding the completion of the work. The form asks for information on the company, the client, the project, and how the project will be paid for. 
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What is a Statement of Work?

A Statement of Work is a legal document that is used by companies to declare any project or projects they wish to undertake and for whom. Statements of Work serve as an initial binding guarantee and outline of how the work will meet established guidelines, standards, and expectations. As such, the form asks for information about not only the company and the client, but also the project itself, its goal(s), the equipment used for it, and other such details.



Generally speaking, a Statement of Work Template’s purpose is to set the expectations for any project or activity that a company wishes to carry out. The guidelines that the company lays down in the Statement of Work provide clarity and detail and allow all parties interested or involved to be on the same page regarding the execution of the project.



Having the details of the project laid out will not only be helpful for clients to know exactly how the project will proceed but also for the contractors and collaborators involved in the execution of the project to understand how they are meant to go about their work. A Statement of Work form will also often contain details on how the contractors and collaborators will be paid and for how much, which gives them the security of knowing that they will be compensated for their work.

How to fill out a Statement of Work?

The Statement of Work PDF is a very simple form to fill out. Make sure to download the form in PDF before printing it to ensure that all information entered and the format of the form will remain intact even after being printed or otherwise submitted to the relevant person or entity.



Make sure that all of the information entered on the form is updated and correct. This will help to avoid any issues with the proper filing of the form. As well, it will help to avoid any information being mixed up.



Company

Enter the following information about the company in the table below. If there is more than one company involved, you may use another copy of this form or a separate sheet of paper to enter the following information for them.



Company Name

Enter the name of the company.



Contact

Enter the primary contact person of the company.



Phone Number

Enter the primary phone number of the company.



Email

Enter the primary email address of the company.



Fax Number

Enter the primary fax number of the company.



Website

Enter the link to the company’s primary website.



Address

Enter the address information of the company. Address information will generally consist of the following:

	Street Address
	City or Town
	County
	State
	ZIP Code




Client

Enter the following information about the client in the table below. If there is more than one client, you may use another copy of this form or a separate sheet of paper to enter the following information for them.



Client Name

Enter the name of the client.



Contact

Enter the primary contact person of the client.



Phone Number

Enter the primary phone number of the client.



Email

Enter the primary email address of the client.



Fax Number

Enter the primary fax number of the client.



Website

Enter the link to the client’s primary website.



Address

Enter the address information of the client. Address information will generally consist of the following:

	Street Address
	City or Town
	County
	State
	ZIP Code




Project

Enter the following information about the project.



Vendor

Enter the name of the project vendor.



Project

Enter the name of the project.



Project Objective

Enter a short description of the project’s objective or objectives. Use an extra sheet of paper as needed.



Start Date

Enter the date when the project will start.



End Date

Enter the date when the project is expected to have been finished.



Duration

Enter the total projected duration of the project (in years, months, days, and hours).



Estimated Cost

Enter the total estimated cost of the project in US dollars or any other relevant currency.



Location

Enter the location where the project will take place.



Specs

Enter the relevant project specifications. This may require additional documents detailing the specifications to be attached to the form.



Equipment

Enter the equipment that will be used for the project. Make the list as complete as possible. Use an extra sheet of paper as needed.



Requirements

Enter here any requirements for the project that must be kept in mind or carried out as part of the project. Be as clear and specific as possible. Use an extra sheet of paper as needed.



Payment

Enter the following information about how the project will be paid for.



Name

Enter the name of the person or entity to whom the payment will be made.



Payment Method

Check one of the following boxes that applies to how the payment will be made. You may choose from the following:

	Cash
	Credit Card
	Check




Check/Card Number

If either a Credit Card or Check was chosen for the payment method, enter the Check or Card Number here.



Valid Through

Enter the date until which the check or credit card number entered will remain valid.



Installment Frequency

If the payment will be made in installments, enter the frequency of the installments (i.e. Monthly, Bi-monthly, Weekly).



Through

Enter the date by which the payment will be completed in full.



Notes

Enter any additional notes that must be kept in mind for either the project or the payment.

Frequently Asked Questions About a Statement of Work

What are some tips when filling out a Statement of Work?

While the Statement of Work Template is a very simple form to fill out, it is important to double-check all of the information entered in the form in order to ensure that it is all correct and updated. This will help to avoid any issues with potentially misleading information being distributed alongside this form.



Keep the form in a safe and secure area. Make sure to keep the form in a safe and organized space. This is important not only to prevent it from getting lost, but also to avoid any issues that may arise as a result of losing the form, such as identity theft, fraud, or a general lack of awareness of how a project should proceed.



Practice good contract management. Create a copy of the fulfilled form and keep it in an organized area. This will be useful for future legal purposes or as a backup should anything happen to the original copy. It may also be beneficial to create multiple copies for the purposes of having multiple copies available in case any person or a group of persons requests a copy of their own.

Who needs to use a Statement of Work?

A Statement of Work Template PDF will generally be needed by any company that wishes to provide notice and set guidelines and expectations for a particular project. Such a form would be distributed amongst the project leaders and the client or all persons relevant to the client.

For example, if you are a project manager and have been contracted by another company to manage a construction project, you will likely be asked to sign and return a Statement of Work that outlines the scope of the project, your responsibilities, the timeline, etc.

In short, Statements of Work are beneficial to companies and clients alike as they help to ensure that everyone is on the same page from the outset of the project.

What is in a statement of work?

There are many elements that can be included in a statement of work, but some of the most important ones are:

	A description of the work to be performed — This should be as specific as possible and should include any deliverables that will be provided. Moreover, it should be clear what is expected of the contractor in terms of quality, quantity, and deadlines.
	The objectives of the work — The statement of work should include what the client hopes to achieve by having the work performed. This will help to ensure that both the client and contractor are on the same page as to what is expected.
	The scope of the work — The statement of work should identify any limits on the contractor’s authority, such as a budget or geographical limitations. This will help to avoid any misunderstandings later on.
	The schedule for the work — This should include deadlines for milestones and deliverables, as well as any other important dates.
	The compensation for the work — The statement of work should specify how much the contractor will be paid, and under what conditions payment will be made (e.g., upon completion of milestones).
	The terms and conditions of the work — The statement of work should include any legal terms and conditions that will govern the relationship between the client and contractor. This can help to avoid disputes later on.




A statement of work is a document that describes the scope of work for a project. It is typically used in conjunction with a contract, and it can be helpful to both the client and contractor to have a clear understanding of the work to be performed, as well as the objectives, schedule, compensation, and terms and conditions of the project. Having a well-written statement of work can help to ensure that all parties are on the same page and can avoid misunderstandings or disputes down the road.



What is a statement of work used for?

A statement of work (SOW) is a document used in project management that describes the scope of work for a specific project. An SOW typically includes information such as the objectives of the project, the deliverables, any milestones, and the timeline.



The SOW is important because it sets expectations for all parties involved in the project and ensures that everyone is on the same page regarding what needs to be accomplished. A well-written SOW can help prevent misunderstandings and scope creep, which can cause major problems down the road.



If you're managing a project, it's a good idea to put together an SOW. This will help ensure that everyone is clear on what needs to be done, and will help keep the project on track. Moreover, if there are any changes to the scope of work, an SOW can be used as a reference point to ensure that everyone is still on the same page.



You must be careful, however, not to make the SOW too restrictive. If you're too specific about every little detail, it may stifle creativity and limit the team's ability to come up with innovative solutions. The key is to strike a balance between being clear and concise, while still giving the team enough room to work.



The following are some guidelines on how to write a statement of work:

	Be clear and concise — When writing a statement of work, it's important to be clear and concise. You don't want to get too bogged down in the details, but at the same time, you need to be clear about what needs to be done.
	Set realistic expectations — One of the most important aspects of a statement of work is setting realistic expectations. If you set unrealistic goals, it will only lead to frustration and disappointment. Be realistic about what can be accomplished within the timeframe and budget that you have.
	Define the scope of work — The SOW should include a description of the work that needs to be done. This will help everyone involved know what needs to be accomplished.
	Include milestones — Milestones are important because they provide benchmarks that can be used to measure progress. By including milestones in the SOW, you'll be able to track the team's progress and ensure that the project is on track.
	Be flexible — While it's important to be clear about what needs to be done, you also need to be flexible. Things will inevitably come up that can't be planned for. By being flexible, you'll be able to adapt to changes and still complete the project successfully.




An important thing to remember is that a statement of work is not a contract. It's simply a document that outlines the scope of work for a project. While it's important to be clear about what needs to be done, you also need to leave room for flexibility. Things will come up during the course of a project that can't be planned for, and you need to be able to adapt.



Is a statement of work the same as a contract?

There is no simple answer to this question as it depends on the specific project and agreement in question. A statement of work (SOW) is typically used as part of a larger contract and outlines the general scope of work to be performed by the contractor. In contrast, a contract is usually more specific and contains detailed information about the project, including timelines, deliverables, and payment terms. In some cases, an SOW can be used as a standalone document, but this is less common.



You can think of an SOW as a high-level overview of the work to be done, while a contract is a more specific and formal agreement. Moreso, an SOW is often used as part of the RFP (request for proposal) process, while a contract is signed after a vendor has been selected.



In short, a statement of work is not the same as a contract, but the two documents are closely related. An SOW forms the basis for a contract, and the two documents should complement each other in order to clearly define the scope of work and expectations for the project.



Is a statement of work a legal contract?

A statement of work is not a legal contract, but it can be used as the basis for one. A statement of work should describe the scope of work to be done, and may include other important details such as timelines, deliverables, and payment terms. If both parties agree to the statement of work, it can then be used as the basis for a more formal contract.



Nonetheless, it can become a legal contract when:

	both parties sign it, or
	one party accepts the work described in it.




There are a few key elements that need to be present in order for a statement of work to be legally binding. First, there needs to be an offer and acceptance of the work. Second, there needs to be a consideration, which means that each party is getting something of value in exchange for their promises. And finally, there needs to be an intention to create a legal relationship between the parties. If all of these elements are present, then the statement of work can be considered a contract.



What is the difference between SOP and SOW?

There are a few key differences between SOPs and SOWs.



SOPs are usually shorter and more specific in nature, while SOWs are longer and more general.



SOPs typically outline how a particular task should be carried out, while SOWs generally describe the scope of work for a project.



SOPs are often written by businesses to ensure that their employees carry out tasks in a consistent and effective manner, while SOWs are often written by vendors or contractors to provide a detailed description of the work they will be performing for a client.



In summary, SOPs are more specific and focus on outlining how a task should be carried out, while SOWs provide a more broad overview of the work that will be performed.



Why is an SOW important?

An SOW is important because it outlines the scope of work to be completed, defines deliverables, and serves as a contract between the service provider and the client. An SOW can help prevent scope creep and keep both parties accountable. A well-written SOW can also make it easier to track progress and identify issues early on.



In general, an SOW should include:

	A brief overview of the project
	The objectives of the project
	The scope of work to be completed
	Deliverables
	Timelines
	Budget
	Terms and conditions




An SOW is important because it helps to establish clear expectations between the service provider and the client. It also helps to prevent scope creep, which can be a major issue on projects. A well-written SOW can make it easier to track progress and identify issues early on. Ultimately, an SOW can help to ensure that a project is successful.



Who should provide a statement of work?

The one who should provide the statement of work is the organization's management. This is because they are the ones who understand the goals, objectives, and deliverables of the project. The statement of work should be provided to the contractor so that they can understand what is expected of them.



Moreover, the statement of work should be reviewed and approved by the organization's management before it is sent to the contractor. This is to ensure that the objectives of the project are clear and that the contractor knows what they need to do.



What goes into a statement of work?

There are many elements that can go into a statement of work. However, some of the most important elements include:

	An overview of the project
	The goals and objectives of the project
	The deliverables of the project
	The timeline of the project
	The budget for the project
	The resources that will be required for the project
	The risks associated with the project
	The assumptions made about the project
	The constraints of the project
	The methodology that will be used for the project
	The roles and responsibilities of those involved in the project




Why is a statement of work important?

A statement of work is important because it sets the expectations for the project. Without a clear statement of work, it would be difficult for the contractor to know what is expected of them. Moreover, a statement of work can help to prevent scope creep, which is when the objectives of the project change during the course of the project.



A well-written statement of work can also help to ensure that the project is completed on time and within budget. Finally, a statement of work can help to resolve disputes that may arise during the course of the project.



How do you respond to a statement of work?

There are a few key things to keep in mind when responding to a statement of work. First, you want to make sure that you understand the scope of work and what is being asked of you. Next, you'll need to provide a detailed proposal that outlines your approach to the project and how you will complete it within the specified time frame. Finally, be sure to include a cost estimate so that the client knows what to expect in terms of price. By following these steps, you can ensure that your response to a statement of work is professional and complete.



What is the difference between ‘scope of work’ and ‘statement of work’?

The main difference between a scope of work and a statement of work is that a scope of work defines what work will be performed, while a statement of work specifies how the work will be carried out. A scope of work typically outlines the deliverables, milestones, and timeline for a project, whereas a statement of work contains more detailed information about the methods, tools, and resources that will be used to complete the project. In addition, a statement of work may also include pricing information and other contractual terms.



How do you review an SOW?

There is no one-size-fits-all answer to this question, as the best way to review an SOW depends on the specific project and organizational context. However, some tips on how to review an SOW effectively include:

	Read the SOW thoroughly and ensure you understand all the requirements.
	Compare the SOW against other similar documents (e.g., RFPs, RFIs, etc.) to get a sense of what is standard or typical.
	Make sure the SOW is clear and concise, and that it captures all the key elements of the project.
	Identify any potential risks associated with the project and make sure these are addressed in the SOW.
	Review the budget and compare it to other similar projects to ensure it is realistic and achievable.
	Check that all the necessary approvals have been obtained for the project.
	Get feedback from others (e.g., colleagues, clients, etc.) on the SOW to get a sense of how they perceive it.
	Make sure the SOW is compliant with all relevant laws, regulations, and company policies.
	Update the SOW regularly as the project evolves to ensure it remains accurate and relevant.




What are the attributes of a statement of work?

A statement of work (SOW) is a formal document that describes the objectives, deliverables, schedule, and terms & conditions for a project or task. It is often used in business contracts and may be referred to as a "scope of work."



The attributes of an effective SOW include:

	Objectives — The SOW should clearly state the goals and objectives of the project or task. These should be specific, measurable, achievable, relevant, and time-bound (SMART).
	Deliverables — The SOW should identify all deliverables, including products, services, reports, and other outputs. Each deliverable should be described in detail, with specifications as necessary.
	Schedule — The SOW should include a detailed schedule, outlining when each deliverable is due. This can be presented in the form of a Gantt chart or similar project management tool.
	Terms & Conditions — The SOW should include any relevant legal terms and conditions, such as those relating to intellectual property, liability, and confidentiality. These should be reviewed by a lawyer before being finalized.
	Budget — The SOW should identify the budget for the project or task, including any costs for materials, labor, and overhead. It should also specify who is responsible for paying each cost.




An effective SOW is essential for ensuring that all parties involved in a project or task understand its objectives, deliverables, schedule, and terms & conditions. It can help to prevent misunderstandings and disputes, and ensure that the project or task is completed on time and within budget.



Are an SLA and an SOW the same things?

An SLA and an SOW are not the same things. While an SLA is a service level agreement that sets forth the expectations and terms of a service, an SOW is a statement of work that outlines the scope of work to be performed. An SOW typically includes information such as the objectives of the project, deliverables, timelines, and payment terms.



What does SOW stand for?

SOW stands for Statement of Work. It is a document that outlines the scope of a project, including its objectives, deliverables, and timeline. The SOW typically forms the basis of a contract between a client and contractor. It is important to ensure that the SOW is clear and concise so that both parties understand the expectations of the project.



Does a statement of work need to be signed?

There is no set answer to this question since it can vary based on the project and organization involved. In some cases, a statement of work may simply be an internal document that does not require a signature. However, in other cases, particularly when the statement of work is part of a contract, it may need to be signed by both parties in order to be legally binding. If you are unsure whether or not a signature is required, it is best to check with the relevant project manager or legal team.



What is the difference between SOW and PO?

An SOW (Statement of Work) is a document that outlines the scope of work for a project. A PO ( Purchase Order) is a document that orders goods or services from a supplier. The main difference between the two is that an SOW defines what will be delivered, while a PO simply orders it.



Related Articles:

	What is Statement of Work (SoW)?
	Statement of Work: What it is and How to Write One
	10 Steps to Make a Complete Statement of Work
	What Is a Statement of Work & How to Write One
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