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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. 
	What is a Statement of Work (SOW)?  And what type of information does it contain?

‘The Statement of Work, or SOW, is the bible for the work the project must produce’ (http://project-management.com). A SOW must contain descriptions that show the project deliverables and reporting to communicate to all those involved an understanding of the entire process of the project. To achieve this the SOW will define liabilities, responsibilities and agreements to ensure that there is a consistent approach and meet or control the expectations of users and Stakeholders.
The length of the document will vary depending on the type of the project, but each SOW that is created will contain the following elements:

1.The SOW will open with the reasons as to why the project is being carried out. This section will be brief, outlining the business reasons, what will be achieved for the end user.
2. The next section will show a Statement of Scope. This is a detailed communication which shows the description of the work involved, including the technology that is used. The scope should be designed to keep the project running smoothly and avoiding ‘scope creep’ where without clear guidelines can make the project become unmanageable due to differing expectations.
3. Project deliverables will continue the SOW, with communication on timescales of individuals/teams roles and actions throughout the project and when the end outcome to be achieved.
4. Location of work and resources, equipment, and facilities are communicated to ensure the teams knows what is available to them for example where the location of the project will be, ( i.e Head Office), what equipment is required and how it will be obtained. 

5. Payment costs, terms, and deadlines form part of the Goals and Objectives within the document. This will also include budgets and payment deadlines (if any).
6. ‘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.’ (https://en.wikipedia.org/wiki/Statement_of_work)
7. Key assumptions – this will cover assumptions made about the scope of works. ‘Do not repeat assumptions as this will lead to errors’ (http://peopleprocessandprofit.com/2010/08/25/how-to-write-a-sow/). For example manufacturing numbers should be stated as ‘up to’ rather than exact so that you can show the targets are being reached once even if you o not produce as much.
8. The report will need to outline the key stakeholders of the project and who the end user will be or the benefit to the business. To include the company’s culture and ethics, it would be pertinent to also communicate the originations SWOT – strengths, weaknesses, opportunities and threats.  This keeps the values of the business being practiced by the team players throughout the project. 
9. To ensure each team member are aware of roles within the project, authority levels need to be communicated to stop any confusion, mistakes or individual deferring issues. 
10. Reports need to be constructed and communicated to interested parties at intervals. This communication is vital o the success of the project, keeping all updated on how the project is going. The communication will show negatives and positives to allow team players to evaluate performance and learn from any mistakes.

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

[bookmark: _GoBack]Project deliverables is a term used to explain input from a product or process that is created as part of the project process. The deliverable can be presented within designs, plans, test results, IT software/hardware throughout the project. These deliverables are timelined, with end dates given throughout the duration of the project to produce an end result (which is also classed as deliverable). The management of the deliverables will contribute to the success or failure of the project, for example failure to produce a deliverable on time and within budget will affect the next stages and can potentially deliver a negative outcome on the project.
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