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Where Shall We Start?
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Statements of Work Clarify Outcomes & Approaches
● Consultants use Statements of Work (SoWs) to clarify projects

○ SoW: “the document that captures and defines all aspects of your project. 
You’ll note the activities, deliverables and the timetable for the project. It’s 
an extremely detailed document as it will lay the groundwork for the 
project plan.”  From this page, which has a nice table of full SoW elements

○ Scope:  “features and functions of a deliverable needed to finish a project.”
● We have a simple form to structure your thinking and agreements with clients

https://www.projectmanager.com/blog/statement-work-definition-examples
https://en.wikipedia.org/wiki/Scope_(project_management)
https://docs.google.com/document/d/1LUcAHqNVSoV-pHR24Pi_zAjMkTmk_bk4A32EDzVb41E/edit?usp=sharing
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Statement of Work - Sample
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Elements of a Statement of Work
● Services offered - what will be done
● Approach - how the work will proceed
● Personnel - who will do the work
● Pricing and invoicing - some projects will be paid by the client
● Assumptions - just to be clear
● Deliverables - what we will deliver to mark the completion of the work
● Schedule - when each step of the approach will take place as a Gantt chart
● General provisions - anything else about the agreement
● Signatures - making promises to each other
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