Statement of work
Agree with a supplier exactly what will be delivered, when, for how much, and how it is accepted.
Document control
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1. Purpose
This statement of work sets out exactly what a supplier will deliver, when, for how much, and how it will be accepted. It is the agreement that protects both sides. The example is based on Retail Management Suite.
2. Parties
	Client
	Add the client

	Supplier
	Add the supplier

	Date
	Add the date


3. Background
The client needs a payment service added to the till system across three countries. This statement of work covers the supplier’s part of that work.
4. Scope of work
1. Provide and connect the payment service to the till system.
1. Support testing and the launch.
1. Provide support for an agreed period after launch.
5. Deliverables
	Deliverable
	Description
	Due

	Connected payment service
	The service working in the till system
	Week 8

	Test support
	Help during testing
	Weeks 8 to 10

	Launch support
	Help at go live
	Week 12


6. Timeline and milestones
	Milestone
	Date

	Connection built
	Week 8

	Testing complete
	Week 10

	Live
	Week 12


7. Price and payment
Set out the price, whether it is fixed or by time and materials, and the payment milestones. Payments are made when each milestone is accepted.
8. Acceptance criteria
Each deliverable is accepted when it meets its description and passes the agreed tests. The client confirms acceptance in writing.
9. Responsibilities
	Party
	Responsibility

	Client
	Provide access, test data, and timely decisions

	Supplier
	Deliver to the agreed scope, dates, and quality


10. Service levels
Set out the response and fix times for support after launch, for example a serious problem answered within a set number of hours.
11. Change process
Any change to this statement of work is agreed in writing, with its effect on price and dates, before the work begins.
12. Sign off
	Name
	For
	Signature
	Date

	Add name
	Client
	
	

	Add name
	Supplier
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