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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	Please insert your completed assignment ( in word format)  here:

What is a Statement of Work (SOW)? and what type of information does in contain? 

The Statement of Work is a formal project management document that outlines the expectations and agreements of the project. It is a tool used for defining project-specific activities, deliverables and timelines for a vendor providing services to a client.  It will also clarify the responsibilities and working relationships among the project stakeholders.

A SOW should include the following elements:

· Purpose 
· This section should answer the question ‘Why are we doing this project?’.
· Statement of Scope 
· The statement answers questions such as ‘What is included in this project?’  and ‘How big is this project?’. It is important to describe the work that needs to be done and specify any hardware and software requirements.
· It is also essential for the project to stay on track and on budget.
· Project Deliverables
· Detail the expected results of what is to be achieved or produced.
· Goals and Objectives
· List specific goals here, including measurement criteria such as budgetary criteria.
· SWOT
· A brief review of the organisations Strengths, Weaknesses, Opportunities and Threats.
· Cost and Schedule Estimates
· Estimates for both cost and the project schedule need to be outlined here.
· List of Stakeholders
· Identify who will be involved in the project from managers and sponsors to project managers and project team members. 
· Authority Levels
· This section needs to define who has authority\responsibility over what and describe the change of command.
· Assumptions and Agreements
· Outline any assumptions and agreements that are already in place.
· Communication Plan
· Provide information for ‘Who will we communicate to?’, ‘What reports need to be produced and how frequent?’ and ‘What meetings need to be held and frequency as well as attendees?’.
· Acceptance
· This section should contain the clients signature and the signature from the manager overseeing the project, to ensure all parties are in agreement of the plan.


What are project deliverables? How do they help project teams in managing projects?

A project deliverable is defined as a product or service that is produced for a client, either internally or externally.   The project deliverable will have a due date and will be tangible, measurable and specific. For example, a deliverable could be a software product, a document or a report. 

When looking at deliverables the following questions can be used in order to define the types of project deliverables required for a given project.
			
· What is the nature, form, function of the planned deliverable?
· How important is it to the overall purpose of the project?
· How will it be produced (and/or acquired) and do we have the capabilities required?
· How much will it cost and is it cost-feasible?
· How much time will be required to get it completed?
· Are there any alternatives to this deliverable and what are the relative advantages and disadvantages of each?

[bookmark: _GoBack]A deliverable can also be composed of multiple smaller deliverables. This in itself helps the team focus on smaller outcomes in order to achieve the bigger outcome.  It also assists individuals and the sub team keep within the time frame required. By setting deliverables and also breaking them down into smaller ones, helps the team keep focused and manage the project more efficiently. When the team members can see the success of the project in the making it provides them with the motivation to continue and are more likely to meet the deadlines and complete the project successfully.
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