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Background

University Information Services is required to review and approve all contracts involving information technology at Georgetown University.  This Statement of Work (SOW) template was developed to ensure that adequate information is presented to UIS along with web-related contracts so that the review can take place in as effective and efficient a manner as possible.  A clear and comprehensive Statement of Work is necessary to ensure that clients get what they require and also to protect vendors from undefined expectations. 
A comprehensive SOW defines clear tasks, responsibilities, timelines and associated resources.  This template is intended to help university departments and vendors define and agree upon the work to be contracted for.  Any work not included in this SOW is considered out of scope of the contract and the vendor has the right to decline to perform that work.  
Instructions

· The SOW must be completed collaboratively by both the client and the vendor and with as much detail as possible.  
· All written scope descriptions and deliverables must be written in terms and language that can be easily understood by non-technical personnel and laypeople without subject matter expertise.  

· The SOW must be submitted as an addendum to the contract and incorporated by reference in the contract itself, along with the Standard Terms and Conditions and other relevant addenda.

· ALL Sections 1-8 MUST be completed.  
· At least ONE Section 9-13 MUST be completed. Indicate where a section is Not Applicable (N/A).
· Work that falls outside the categories and descriptions below should also be described in detail and attached.
· Replace instructions below in gray with content specific to this contract.

Notes:

· Although this SOW was developed with web-related contracts in mind, it can serve as a guide for non-web related contracts.

· SOW are required for ALL information technology contracts reviewed by UIS, regardless of their nature.

· Although this is not the only format in which a SOW can be completed, all the categories and information requested are required in order to provide sufficient details for UIS to review and approve this contract.
DELETE BACKGROUND AND INSTRUCTIONS ABOVE
BEGIN SOW TEMPLATE BELOW

1 INTRODUCTION
The purpose of this Statement of Work (SOW) is to detail the tasks and responsibilities of the Vendor and Client regarding this contract.
Project:
Project title
Client:
Client name
Project Sponsor: 
Client contact name
Vendor:
Vendor name
Project Manager: 
Vendor contact name
2 PROJECT DESCRIPTION
For instance:  This project is intended to allow the department to issue, track and record payments on 100 parking tickets per day.  The system will allow users to use their GOCard  or credit card online to pay tickets.  Include:
· the business problem to be solved

· the impact of the problem, including the number of people impacted and resources required

· the goals of the project and their specific expected benefits to the client

· the high level work to be completed

· what business process changes have to be accomplished in order for this project to succeed
· how will success for this project will be measured?
3 NATURE OF THE CONTRACTED SERVICE(S)

Check all services that apply to this contract.  (Note:  Fill out additional Sections 9-13 depending on which services apply.)
 FORMCHECKBOX 

Licensed product

 FORMCHECKBOX 

Website graphic design and information architecture (to be implemented separately in HTML or a Content Management System)
 FORMCHECKBOX 

Website implementation (Content Management System or static HTML)

 FORMCHECKBOX 

Custom Web application development
 FORMCHECKBOX 

Other

4 SCOPE
4.1 This SOW shall apply to the tasks, services and terms detailed below:
For instance: This contract will cover the discovery process for developing a custom membership application, including discovery (interviewing stakeholders, peer research, development of requirements document), design (producing wireframes for approval), development  of the system and testing and launch. Details include:
· Vendor shall license product to vendor for XXX users, from DATE to DATE.

· Support services for users/administrators will be provided for TIME via e-mail and phone

· Development of requirements for custom application will be lead by the vendor in consultation with the client through XXX discovery meetings, XXX focus groups, content audit and competitor research.

· Vendor will build custom application that meets all approved requirements

· Vendor will develop testing plan, test application and produce Quality Assurance report

· Vendor will maintain change request records

· Three graphic design options will be provided, with three rounds of modifications
· etc.
4.2 The following are considered OUT OF SCOPE for this contract.
For instance:  Vendor is not responsible for the development or migration of content or data into the new system.  Additional details include:
5 RESPONSIBILITIES
For instance:  The client will be responsible for delivering current data in a tab-delimited format, reviewing; approving all wireframes; developing testing scenarios and thoroughly testing the system before signoff.  The vendor is responsible for producing requirements document, programming the system, providing training and overseeing the transfer of the system to university servers.
5.1 Client
· These are the actions and commitments that the department must take responsibility for this project to be a success
5.2 Vendor
· Responsibility
6 ASSUMPTIONS
In any project, each party has pre-conceived assumptions that may contradict the other’s.  It is critical to detail whatever might delay, derail or otherwise put the project at risk.
In order for this project to be successful, the vendor assumes the following:

· For instance:
· Client will have sufficient resources for ongoing operational costs.

· Client will have sufficient resources to provide content/fulfill responsibilities to vendor by the set deadlines
· Website will be hosted on university servers; client has appropriate access to web space.

· This application will run on a windows server running CF7 and SQL Server.
7 DELIVERABLES
Vendor will provide all files for graphics design, flash, programming and photography upon completion of the project.  These files will be the property of Georgetown University. At the conclusion of this project, the vendor will deliver the following to the client:

For instance: In any project, certain documents, databases, applications and training sessions are specific deliverables to be contracted for.  These need to be defined so that both client and vendor know what to expect.  Deliverables might include:
· Website wireframe

· HTML files

· Documentation
· Application files on CD
· Database diagram
· Database

· Quality Assurance report

· Training

· etc.
8 GENERAL
8.1 Hosting

Where will the finished product be hosted?  Include details of development, staging and/or production environments.  Include details of any Content Management System to be employed.
8.2 Vendor Access

What access will the vendor have to the product (including any application, database or server) after it is finished?  
8.3 Support

What ongoing support is included in this contract?
ALL SECTION 1-8 MUST BE COMPLETED
COMPLETE APPLICABLE SECTIONS BELOW
9 LICENSED PRODUCT (if applicable)
Describe the product, what it does and reference the terms of use if applicable.
10 WEBSITE GRAPHIC DESIGN & INFORMATION ARCHITECTURE (if applicable)
10.1 Content

Describe the content of this site (academic, administrative, etc.)

10.2 Branding
What branding elements of Georgetown University are expected to be incorporated into this site?  For instance, nameplate, seal, athletics logos etc.

11 WEBSITE IMPLEMENTATION (if applicable)
For instance: Following the development of the information architecture and graphic design, how will the site be built?

This website will be implemented in:
 FORMCHECKBOX 

Static HTML
 FORMCHECKBOX 

Content Management System
· Detail what CMS is to be employed and fill out Section 12
12 WEBSITE APPLICATION, CMS  OR LICENSED PRODUCT (if applicable)
12.1 Data
Detail what data are to be gathered, stored, aggregated and/or transmitted in this project.  Please make specific note of electronic Protected Information (ePI) such as Social Security Numbers, dates of birth, contact information, grades etc.
12.2 Authentication & Authorization
If your system requires a log in for users or for administrators, there are many opportunities for security breaches.  A detailed, step-by-step description of how users and administrators interact with the system is critical for verifying the use of best practices and compliance with university security policies.
12.2.1 Users will register in the following steps (include any e-mail confirmations to the user or administrator):

1.2.2 Users will log into the system in the following steps:

1.2.3 Forgotten passwords will be handled in the following steps:

1.2.4 Administrators will log into the system in the following steps:
1.2.5 Administrators can perform the following tasks and see the following data:

12.3 Platform

Detail the application language in which the system will be/is developed (e.g. ColdFusion, php etc.) and the database employed (e.g SQL Server, Oracle, etc.).  Attach a database diagram if applicable.
12.4
System Integrations

Many systems need to work with other university systems in order to provide the service or functionality needed by the user.  It is important to identify what systems these might be in case additional UIS or university resources are required to work with the vendor for make this happen.
The product will integrate with the following systems (including NetID/LDAP, e-commerce etc.  Include any external, non-Georgetown systems):
12.5
Security
While security factors into all aspects of this project, there are particular security concerns when a system requires log in or the transfer of data between components of the system or between the system and users and administrators or other systems.
12.5.1
Usernames and passwords will comply with the following rules:

12.5.2
Data and login information will be transmitted in the following way:

13.
OTHER (if applicable)
Describe product, work etc. if it doesn’t fit into the Sections above.
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