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Project Definition -  Statement of Work

What:  One approach to documenting high-level project objectives and key parameters in a concise document.  This document should be only about 2 pages long.

Why:   Expressing project drivers concisely early on is important to making sure the full team and all stakeholders understand and agree upon the reasons for doing the project, what the project will produce, and various important constraints and assumptions.  Such a document should be done before detailed requirements specs are written.   

How:   

· The project manager can draft a statement of work that the team then reviews and edits.  

· Or the project manager can meet with the core cross-functional team and brainstorm the sections together to create a first draft.

· In the first draft, some items may be left blank if the team does not have the information yet.  Or, if items are uncertain, the team can write in their initial information, but mark it as being an “open issue”.  This latter approach is useful for keeping the team focused on resolving questions. 

· Update the SOW as the team proceeds through investigation and planning work. If scope, schedule, or resource tradeoffs are made during this time, the SOW should be updated.

· Have a signoff meeting where the team and major stakeholders officially confirms that this Statement of Work reflects the high-level plan the project.

· Keep the SOW visible during design reviews and project status reviews to ensure that individual functional work is staying true to what the SOW calls for.

Related templates:

See also our template “Project Definition: Mission Statement” for more detail that pertains to writing section 2 of the Statement of Work

See also our template for “Project Definition- Vision Document” for another approach to creating a high-level “contract” expressing the project’s objectives and key parameters.
Project Definition -  Statement of Work

Project Name:   _________________________________

1.0 Background

Gives background that helps understand why this project is needed, current state of the market/  user base/ etc., why this project is being undertaken.

2.0 Project Objective or Mission Statement

States concisely and compellingly  

· What we are going to do,  

· By When we are going to do it, 

· and with What Resources 

3.0 Customers/Users

4.0 Project Description

Use subcategories that are appropriate to your project type.  The following categories are examples for an IT application development project.

This section is NOT meant to be highly detailed, as a full Functional Spec or Product Requirements Document would be, but rather just enough info to give the reader a good summary of the project’s scope.

Features

Functions

User Interface

Security Requirements

Performance Requirements

Standards Compliance

Compatibility Requirements

Upgrade Requirements

Installation Requirements

User Help and Documentation

5.0 Deliverables:   List of physical deliverables from the project.  Hardware, software, business process, user manuals, etc.
6.0 Acceptance Criteria:   Concrete, and quantitative where possible, criteria for when the project is considered “done”, when it has been accepted by Management and/or Users.   

7.0 Constraints:    Any known constraints on resources; system design constraints that limit or influence this project’s design work; etc.
8.0 Assumptions:   Any assumptions worth calling out here (usually large influences on the project), for instance related to scope, schedule, or resources.
