 
IMPORTANCE OF WRITING A GOOD (SOW) STATEMENT OF WORK
TO BE USED FOR A CONTRACT FOR SERVICE (CFS)
A well-written Statement of Work is clear, complete, logical, and concise, so it can be understood by both the contractor and the department. The SOW describes in detail what is expected from the contractor and is used as a measuring tool for the department to ensure the project deliverables are met.
Detail is important, but don’t go overboard. Writing a 30+ page SOW will inevitably mean your contractor will have to spend time going through it line-by-line (maybe with their attorney) slowing the whole process down and costing them money. The crazier the exclusions, clauses, and exceptions you write, the more time it’s going to take them and the more concerned they’re going to be.
These requirements are set by the University of Massachusetts General Counsel’s Office and should be utilized for all University of Massachusetts - Contracts for Services.  The Statement of Work template ensures the requirements of the contract and the vendor qualifications will be clear at the time of executing the contract and if damages need to be determined in a breach of contract situation.
The following documents should not be used as a Statement of Work;
· Proposals and Quotes – These should not be used as Statement of Work as they typically contain extraneous information; such as vendor marketing, introductory and sales statements.  These forms also use the terms “vendor proposes to”, instead of “vendor is required to” as well as no firm commitments around quotes and timelines.  Important details from the University’s position (milestones, timing requirements, compensation schedules, etc…) are often not included in these forms of vendor submittals.   
It is acceptable and often necessary to use the information from proposals and quotes in creating a Statement of Work or even having a vendor use our format and create a “scope document” as long as it is reviewed and approved by the department prior to use in a contract.   
· Please do not PDF and sign the SOW after completion.
· [image: An instructional graphic explaining color-coded text usage. On the left is a curved blue bracket-style lines  containing three bullet points. The first bullet states that everything in black is hard coded and should stay on the SOW and should not be deleted. The second bullet states that everything in blue are instructions on how to fill out the section and should be deleted after completion. The third bullet, highlighted in yellow, states that everything in red highlights an explanation or example of what should be entered in the section and should be deleted after completion.
On the right side, a large blue arrow points toward the left box. Inside the arrow is the text: “Please follow the color guide to fill out the SOW below.]Please leave this document in the WORD Version
 
Please follow the color guide to fill out the SOW below.
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*AFTER READING THESE INSTRUCTIONS THIS PAGE CAN BE DELETED*
THIS PAGE IS NOT PART OF THE FINAL SOW DOCUMENT
ATTACHMENT A
STATEMENT OF WORK
(CONSISTING OF (#) PAGES)
1.	Introduction/Purpose
[Insert introductory sentence or two about purpose of contract, reason for procurement]
This section should just describe an overview of why the contract is needed and which department is working with the specified contractor and clearly state the expected outcome.
2.	Contractor’s Qualifications 
[Insert this paragraph if Contractor has professional qualifications; e.g., license to practice medicine; license to sale a ship or special skill; etc., that are required for the Services or Tasks to be rendered by the Contractor. What makes this Contractor Unique for this Scope?]
3.	Services to be Provided by Contractor
Service Tasks, Deliverables, Specifications, Acceptance Criteria and Assumptions: Contractor will provide the services, including any inherent tasks, and provide the deliverables to University as described in each Service Task below.  Notwithstanding any other specifications or acceptance criteria, at a minimum all Deliverables provided by Contractor under this Statement of Work will be of sufficient detail and comprehensiveness such that a person with reasonable knowledge of the subject matter of the Service Task can use the Deliverables for their intended purpose(s) and shall contain sufficient information based on their description.
[Insert list of services in general detail or tasks to be performed by the Contractor specific to this contract.]
This section outlines the work that needs to be done in order to complete the project. The departments focus should be on defining: What the SOW is expected to achieve? Keep this higher-level (as you’ll put specific tasks and requirements in the next section). You can do this as either a bullet list of steps or a simple explanation.
EXAMPLE: Contractor will provide up to 10 hours per week for the following services including but not limited to:
· Completion and documentation of a specific status and evaluation of services
 
· Review of individual and family history and physical examination. 
4.	Deliverables & Timelines 
[This may be combined with the “Services to be Provided.”  Specify Timeline of Services or Tasks to be rendered by Contractor - list milestones if possible]
This section is an incredibly important part of any project. Breaking down your larger scope into more granular actions is the best way to ensure everyone’s on the same page about what needs to get done. 
Service Task 1: [Insert Name of Service Task]
1. Tasks: Contractor shall [insert basic description], including but not limited to the following activities: [** Note to Drafter:  this is a description of the discreet actions that Contractor must execute in order to provide the Service Task listed above. List each discreet activity separately. All activities start with a verb. **]
1. 
1. 
1. 
1. Deliverables: Contractor will provide the following Deliverables to University related to Service Task 1. 
1. 
1. 
1. 
1. Specifications and Acceptance Criteria:								
1. 
1. 
1. 
Service Task 2: [Insert Name of Service Task]
a. Tasks: Contractor shall [insert basic description], including but not limited to the following activities: [** Note to Drafter:  this is a description of the discreet actions that Contractor must execute in order to provide the Service Task listed above. List each discreet activity separately. All activities start with a verb. **]
1. 
2. 
3. 
b. Deliverables: Contractor will provide the following Deliverables to UMass related to Service Task 2. 
1. 
2. 
3. 
c. Specifications and Acceptance Criteria:
1. 
 
2. 
3. 
4. 
Service Task 3: [Insert Name of Service Task]
2. Tasks: Contractor shall [insert basic description], including but not limited to the following activities: [** Note to Drafter:  this is a description of the discreet actions that Contractor must execute in order to provide the Service Task listed above. List each discreet activity separately. All activities start with a verb. **]
1. 
2. 
3. 
2. Deliverables: Contractor will provide the following Deliverables to University related to Service Task 3. 
1. 
2. 
3. 
2. Specifications and Acceptance Criteria:
1. 
2. 
3. 
5.	Compensation 
[Insert brief description of payment terms.  If applicable indicate whether certain payments are associated with certain Services or Tasks being rendered by Contractor.  If a particular person needs to sign off on the payments indicate that person’s name.]
List out the total amount of what the contractor is going to be paid. Will it be by milestone and deliverable? Is there an hourly rate? How often is the contractor is going to send invoices - Monthly, Quarterly, per deliverable? To whom and where will the contractor will be sending invoices to? 
Please note: If this section is not written out clearly, we will send the contract request back to you requesting for more information to be provided.

EXAMPLE: Services shall be compensated at the rate of $100 per hour for up to 10 hours per week, total compensation shall not exceed the amount listed in Section 5E “Payments” of the contract. Reimbursement for services shall be made on a (monthly, quarterly, etc…) basis. Upon submission of invoice please send to: 
umassinvoices@edmamericas.com (for Dartmouth, President’s Office contracts) 
invoices@umassp.edu (all other campus contracts)
 

Travel Expenses: All travel expenses must be approved in writing in advance by University and are subject to any stated cap or maximum budgetary amount. Only actual, incurred travel expenses may be reimbursed, and no mark-up on travel expenses is allowed.
The University requires the Contractor to submit detailed, itemized invoices describing the services provided under this Contract.  All invoices are subject to the approval of the University.
University of Massachusetts Enter Campus:	Contractor:				
__________________________________ 	_______________________________
By (Signature)	By (Signature)	
____________________________________	_______________________________
Name-Please Print	Name-Please Print
____________________________________	_______________________________
Title-Please Print	Title-Please Print
____________________________________	_______________________________
Date	Date
image1.png
« Everything in BLACK s hard coded and
should stay on the SOW (DO NOT
DELETE)

« Everything in BLUE are instructions on

how to fill out the section and should

be deleted after completion

Please follow the color guide to
ill out the SOS below.





