Scope of Work Statement

Project Title: [Project Name Here]

Prepared For: [Client Name / Organization]
Prepared By: [Contractor / Consultant Name]
Date: [MM/DD/YYYY]

1. Introduction

This document outlines the scope of work for the above-mentioned project, detailing the deliverables, tasks,
timeline, and responsibilities.

2. Objectives

e [Objective 1]
e [Objective 2]
e [Objective 3]

3. Detailed Scope of Work

1. [Task 1: Description of the task or deliverable]
2. [Task 2: Description of the task or deliverable]
3. [Task 3: Description of the task or deliverable]

4. Timeline

Milestone Expected Completion Date
[Milestone 1] [Date]
[Milestone 2] [Date]
[Milestone 3] [Date]

5. Roles & Responsibilities

o Client: [Brief description of client responsibilities]

e Contractor/Consultant: [Brief description of contractor/consultant responsibilities]
6. Exclusions

The following items are excluded from the scope of work:

e [Exclusion 1]
e [Exclusion 2]



7. Acceptance Criteria

o [Criteria 1]
e [Criteria 2]

Important Notes

Be as specific and detailed as possible when describing tasks and deliverables.
Clearly outline both inclusions and exclusions to prevent misunderstandings.
Regularly review and update the document as project requirements evolve.
The Scope of Work should be agreed upon and signed by all key stakeholders.
This document forms a critical part of the contract between parties.



	Scope of Work Statement
	1. Introduction
	2. Objectives
	3. Detailed Scope of Work
	4. Timeline
	5. Roles & Responsibilities
	6. Exclusions
	7. Acceptance Criteria
	Important Notes


