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QUESTIONS:
1. What is a Statement of Work (SOW)? And what type of information does in contain? 10
2. What are project deliverables? How do they help project teams in managing projects? 10












1.
A Statement of Work (SOW) is a document routinely employed in the field of project management. It defines project-specific activities, deliverables and timelines for a vendor providing services to the client. The SOW typically also includes detailed requirements and pricing with standard regulatory and governance terms and conditions. It is often an important accompaniment to a Master Service Agreement or Request for Proposal (RFP). The Statement of Work can also be defined as a document which describes the scope of work required to complete a specific project. It is a formal document and must be agreed upon by all parties involved, in order to be effective. The SOW must contain an appropriate level of detail so all parties clearly understand what work is required, the duration of the work involved, what the deliverables are and what is acceptable. This section should provide a general description of the project as well as highlight the project’s background and what is to be gained by the project. As the SOW often accompanies a request for proposal (RFP), the SOW introduction and background is necessary for bidding vendors to familiarize their organizations with the project.
Many formats and styles of Statement of Work document templates have been specialized for the hardware or software solutions described in the Request for Proposal. Many companies create their own customized version of SOWs that are specialized or generalized to accommodate typical requests and proposals they receive. Note that in many cases the Statement of Work is a binding contract. Master Service Agreements or Consultant/Training Service Agreements postpone certain work-specific contractual components that are addressed in individual Statements of Work. The Master Services Agreement serves as a master contract governing the terms over, potentially multiple SOWs.
Start your SOW with the information in your Scope Statement. All the elements captured in your Scope Statement should appear in your SOW. The Scope Statement tends to capture the deliverables of your project at a high level; your SOW will contain these deliverables, when they are to be delivered by and how the deliverables will be built. The SOW should also contain information about deliverables at a more detailed level. For example, if your Scope Statement includes an order capture and management system, you might break that deliverable down into a database to capture, store and track the information, a front end to interface with users and a reporting system to manage reports. A statement of work typically contains and addresses these subjects; 
Purpose; why are we doing this project? A purpose statement attempts to answer this.
Scope of Work; this describes the work to be done and specifies the hardware and software involved. Scope of work is a detailed description of the work, the software and hardware to be used, and the exact nature of the work to be done.
Location of Work; this describes where the work is to be performed, including the location of hardware and software and where people will meet to do the work. Location of the work is where the location of the work to be done would be other than a standard location. This would be applicable to a SOW for work to be performed offshore.
Period of Performance; this specifies the allowable time for projects, such as start and finish time, number of hours that can be billed per week or month, where work is to be performed and anything else that relates to scheduling. It also may refer to the start and finish date for the project, maximum billable hours per time period and others.
Deliverables Schedule; this part lists and describes what is due and when. It states the due dates for the deliverables of the project which includes completion dates for development, QA testing, User Acceptance Testing and others.
Applicable Standards, this describes any industry specific standards that need to be adhered to in fulfilling the contract. It states the industry standards or other standards imposed on the project deliverables. These should include any standards such as ISO, CMM, CMMI, and many others.
Acceptance Criteria, this specifies how the buyer or receiver of goods will determine if the product or service is acceptable, usually with objective criteria. It includes any quality standards that must be met, for example zero priority 1 defects. It should also include any other conditions that must be met such as number of test cases, number of test cases executed to mention but a few.
Special Requirements, this specifies any special hardware or software, specialized workforce requirements, such as degrees or certifications for personnel, travel requirements and anything else not covered in the contract specifics. These include any special qualifications for the workforce, such as a PMP certified Project Manager.
Type of Contract/Payment Schedule, the project acceptance will depend on if the budget available will be enough to cover the work required. Therefore a breakdown of payments by whether they are up front or phased will usually be negotiated in an early stage.
Miscellaneous, these are items that are not part of the main negotiations that may be listed because they are important to the project and overlooking or forgetting them could pose problems for the project.
Scope of work, period of performance, and deliverables schedule are all mandatory information. The rest are optional and will only apply to those projects where they are applicable. For example, noting that work is to be performed in the performing organizations office space adds no value. Noting the work space and who is responsible for providing it will be relevant to a SOW covering work to be done by a consulting organization.
The scope of work to be performed should include administrative work as well as work on the project deliverables. Administrative work also includes project management work, one may not want to include project management work if he/she is performing the work for an internal client while on the other hand, including it will help to set client/sponsor expectations. Include the reports and other communications one intends to use to keep your stakeholders informed on project progress. One should also include any information that he/she will need from the team, such as progress reports, include administrative work such as entering project time into a time tracking tool, if the use of such a tool is not a standard operating practice for the project team.
Do not try to capture too much information about deliverables or how the work will be done. Remember that you set expectations when you put information in the SOW. It will be difficult to change anything you have captured in the SOW because you will need a change request approved by your sponsors or customers. You should not attempt to capture details about deliverables for projects where an iterative SDLC is used. Describing the methodology to be used and only the major deliverables will be sufficient. Using a Waterfall methodology will allow you to capture more detail about doing the work and the project deliverables.
Note that, a good SOW should have the following sections of information laid out in some order for one to have a sense of direction in the way to run the project and these include; Overview, Project Scope, Objectives, Deliverables, Interfaces/Integrations, Hardware/Software Requirements for the System (for IT projects), Scope/Change Management Processes, Resource Requirements, Communication Processes, Delivery Team Responsibilities, Customer Team Responsibilities, High Level Project Timeline and Contact Information. The Project Scope, Objectives, Deliverables, Interfaces/Integrations and Team Responsibilities are sections that should be revisited on a regular basis.  It’s a certainty that when scope issues arise the SOW should be reviewed again but periodic checks of the SOW may help keep scope in better check throughout the engagement. Certain issues like who is responsible for cleansing current customer data prior to load is usually laid out in the SOW and those are critical efforts that occur later in the project prior to testing and implementation.  Understanding those requirements and ensuring that the associated tasks are properly built into the schedule and assigned to the right team helps in two ways; Ensures that the proper skilled resources are available when they are needed and ensures that the proper window of effort is blocked off in the project schedule for those critical one-time tasks
In a nutshell, the SOW is basically the project ‘bible’ and should be treated as such.  The original pricing is based on it which is thoroughly reviewed during the kickoff phase, the Exploration Phase started with the SOW as a baseline.  Always remember that the SOW is where the project starts and it also is where it should end up with change orders acting basically as addendum’s to the SOW.  Keep the SOW in proper perspective and in front of both project teams when questions arise and things including change orders and scope issues should run more smoothly.




2. 
Deliverable is a term used in project management to describe a tangible or intangible object produced as a result of the project that is intended to be delivered to a customer either internal or external. A deliverable could be a report, a document, a server upgrade or any other building block of an overall project. Whether you are producing products for your customers or reports for your employees, your small business will have projects and those projects must have deliverables. Project deliverables are the tangible products generated from a project without deliverables, projects would be pointless because deliverables are reasons for the creation of projects. However, there are many kinds of project deliverables that are intended for both internal and external stakeholders, some projects have many deliverables while others just have one.
[bookmark: __top]After you establish the objectives of your project, define the actual product or service that meets those objectives. This product or service is called a deliverable, where appropriate, you can record information about the deliverables in your project. This is part of a series of articles within the project map that describe a broad set of project management activities. These activities are called “goals” because they are organized around the project management life cycle; Build a plan, track and manage a project and close a project.
Deliverables have stake holders, there are two kinds of stakeholders that is; those who receive the finished product or service, such as a company’s customers which is external stakeholders and stakeholders such as team members who depend on the deliverable to do their own work which are internal stakeholders.
Deliverables have standards for completion; grade and quality are two standards that stakeholders must agree on to complete a deliverable that will meet its objectives. For example, the agreed upon grade for a new car might be an inexpensive commuter model as opposed to a luxury sedan. Quality is the degree of defect and workmanship within the agreed upon grade. For example, the grades of a luxury sedan and a commuter car may be different, but the same high standards may be set for the quality of both vehicles.
Organize your project tasks around the deliverables; a project can have one or many deliverables. One can organize his/her project’s tasks around the deliverables in several ways;
Assign each deliverable to a separate phase of the project and use a milestone that represents the completion of both the deliverable and the phase simultaneously. For example, a project to construct a building can have one phase with a deliverable of “finish the exterior of the building” and the deliverable for a later phase may be “complete the landscaping”.
Group similar deliverables or deliverables with the same stakeholders in a phase. This method allows you to schedule a team to work on a project until the deliverable is handed off. Then the team can move on to other projects, for example, all routine maintenance tasks can be organized in one phase of the project, corresponding to the dates when they need to be performed. The maintenance engineers can be assigned to multiple projects containing the different maintenance jobs they are assigned to. 
Group deliverables that are worked on during the same time period into phases that span that time period. This is useful for projects where trade-offs can be made in the scope and quality of the deliverable to meet a fixed finish date. For example, if the conversion of a factory production line must be completed by the date that the first product is delivered to suppliers, there may be phases for each month leading up to the finish date that contain the tasks that must be started or completed during that month. So that slipped tasks do not affect the overall progress of the project, tasks that are not finished by the end of the phase are often completed separately after the team moves on to the next phase. 
Create inter-project dependencies on deliverables from other projects. For example, a project to construct a building may not be able to begin until another project, to design a series of buildings, delivers the blueprints. One can create an inter-project dependency between a task in the construction project and the specific blueprint deliverable for that building.
Add supporting information about a task; When you want to keep supporting documentation about tasks in your project, you can use any or all of the following methods (the different phases in project management). Given the high rate of project failures, one might think that companies would be happy to just have their project finish with some degree of success which is not the case. Despite the odds, organizations expect projects to be completed faster, cheaper and better. The only way that these objectives can be met is through the use of effective project management processes and techniques and putting the above deliverables into consideration.
In a nutshell, the statement of work is considered the bible of the project while the deliverables are either inputs-things/materials that the internal stakeholders need to do their work effectively or outputs- things/products of the inputs. For every successful project there must be a Statement of Work and the deliverables should be put into consideration.
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