Statement of Work with Guidance, Full SoW (L)	SoW Reference: [SoW-YYYY-###]
Statement of Work
Full SoW (L). 11 sections, 51 elements. The SoW Standard v1.1, statementofwork.org. Licensed under Apache 2.0. With guidance notes.
	SoW REFERENCE
	TYPE OF WORK
	ENGAGEMENT TYPE
	CONTRACT FOUNDATION

	[SoW-YYYY-###]
	[WORK_TYPE]
	[T&M / FIXED PRICE / OUTCOME-BASED / MANAGED SERVICES]
	[MSA / PO / STANDALONE]



	SUPPLIER
	BUYER

	[SUPPLIER_NAME]
	[BUYER_NAME]



	EFFECTIVE DATE
	START DATE
	END DATE
	TOTAL VALUE

	[DD/MM/YYYY]
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	[AMOUNT] [CCY]



	MSA / PO REFERENCE
	SCOPE SUMMARY

	[REF or N/A]
	[BRIEF_SCOPE_DESCRIPTION]



	Total maximum price excluding tax
	Total maximum tax amount
	Total maximum price

	[CURRENCY_AND_AMOUNT]
	[CURRENCY_AND_AMOUNT]
	[CURRENCY_AND_AMOUNT]



	VERSION
	DATE
	AUTHOR
	STATUS

	[1.0]
	[DD/MM/YYYY]
	[AUTHOR_NAME]
	[DRAFT / FINAL / EXECUTED]



	AI ASSISTANCE IN DRAFTING
	REVIEWED BY

	[YES / NO]
	[REVIEWER_NAME]



	GUIDANCE: Cover. Complete every field before circulating for review. The Engagement Type drives which Advanced elements this SoW needs: Time and Materials expects the Resource Rate Table (4.4), Maximum Days (10.2), and a periodic Payment Schedule (11.6); Fixed Price expects a milestone Payment Schedule (11.6) with every payment triggered by acceptance; Outcome-Based expects Penalties (4.5) and Incentives (4.6); Managed Services expects service credits under Penalties (4.5). The Contract Foundation field determines which legal provisions are inherited. The AI row records how this document was produced, matching the disclosure this SoW requires of the Supplier in 8.2.



	GUIDANCE: Guidance boxes. Boxes like this one explain what each element is for and what good looks like. They are not contract text. Delete every guidance box before issuing the document.
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01 IDENTIFIER

	GUIDANCE: Identifier. Every SoW must be uniquely identifiable and classifiable. The reference enables portfolio tracking, change management, and audit trails. The Type of Work classification enables spend analysis across your supplier portfolio.



1.1 SoW Reference
SoW Reference Number: [SoW-YYYY-###]
	GUIDANCE: SoW Reference. Use your organisation's standard numbering convention and keep it unique across your whole SoW portfolio. Quote this reference on all correspondence, invoices, and change requests relating to this engagement.



1.2 Type of Work
Work Classification: [SELECT: Advisory / Consulting / Professional Services / Technology and IT Services / Benchmarking / Audit and Assurance / Training and Development / Research and Analysis / Design and Creative / Change Management]
	GUIDANCE: Type of Work. Consistent classification enables portfolio analysis. Pick from the standard's work types or your organisation's taxonomy. Free-text descriptions prevent aggregation and comparison across engagements.



02 PARTIES

	GUIDANCE: Parties. Precision in party identification prevents the surprisingly common problem of contracting with the wrong legal entity. Always use the exact registered legal name and company registration number. The D-U-N-S number and LEI are optional identifiers that let credit checking and risk tools verify the entity automatically.



2.1 Supplier
	Field
	Details

	Registered Legal Name
	[SUPPLIER_FULL_LEGAL_NAME]

	Company Registration Number
	[SUPPLIER_COMPANY_NUMBER]

	D-U-N-S Number (optional)
	[9_DIGITS or N/A]

	Legal Entity Identifier, LEI (optional)
	[20_CHARACTERS or N/A]

	Registered Address
	[SUPPLIER_REGISTERED_ADDRESS]

	Primary Contact
	[SUPPLIER_CONTACT_NAME]

	Contact Email
	[SUPPLIER_CONTACT_EMAIL]



2.2 Buyer
	Field
	Details

	Registered Legal Name
	[BUYER_FULL_LEGAL_NAME]

	Company Registration Number
	[BUYER_COMPANY_NUMBER]

	D-U-N-S Number (optional)
	[9_DIGITS or N/A]

	Legal Entity Identifier, LEI (optional)
	[20_CHARACTERS or N/A]

	Registered Address
	[BUYER_REGISTERED_ADDRESS]

	Primary Contact
	[BUYER_CONTACT_NAME]

	Contact Email
	[BUYER_CONTACT_EMAIL]



2.3 Subcontracting
2.3.1 The Supplier [MUST NOT / MAY, SUBJECT TO PRIOR WRITTEN APPROVAL] subcontract any part of the Services under this SoW.
	GUIDANCE: Subcontracting Controls. Without clear subcontracting clauses, suppliers can engage unknown third parties, creating uncontrolled supply chain and security risks. If subcontracting is permitted, require prior written approval and name approved subcontractors below.



	Approved Subcontractor
	Company Number
	Scope of Subcontracted Work

	[SUBCONTRACTOR_1_NAME]
	[COMPANY_NO]
	[DESCRIPTION_OF_WORK]

	[SUBCONTRACTOR_2_NAME]
	[COMPANY_NO]
	[DESCRIPTION_OF_WORK]



2.4 Employee Supply Chain
  ADVANCED  
2.4.1 The Supplier warrants that all personnel engaged in delivering the Services are [EMPLOYEES OF THE SUPPLIER / engaged in accordance with applicable employment and tax legislation]. The Supplier must maintain full compliance with all applicable employment classification requirements, including [IR35 / worker classification / applicable employment law] obligations.
	GUIDANCE: Employee Supply Chain (Advanced). This clause addresses employment classification risk in the supply chain. Without it, suppliers may use contractors or freelancers, creating IR35 and tax compliance exposure. Include it where employment classification is a material risk in your jurisdiction.



	Employment classification failures can result in significant tax penalties and reputational damage. Ensure this clause reflects your jurisdiction's specific requirements.



03 TIME

	GUIDANCE: Time. Effective Date, Start Date, and End Date answer three different questions: when the contract begins, when work starts, and when it must complete. Each duration parameter in this SoW is stated exactly once and referenced elsewhere, so two clauses can never carry two different values for the same period.



3.1 Key Dates
	Date
	Value
	Notes

	Effective Date
	[DD/MM/YYYY]
	Date this SoW becomes a binding agreement

	Work Start Date
	[DD/MM/YYYY]
	Date work commences under this SoW

	Work End Date
	[DD/MM/YYYY]
	Date by which all Services must be completed



3.2 Termination
3.2.1 Either party may terminate this SoW:
(a)  For convenience, by providing written notice to the other party of not less than the notice period specified in element 3.3.
(b)  For cause, with immediate effect upon written notice, if the other party commits a material breach of this SoW and fails to remedy that breach within [15 / 30] calendar days of receiving written notice specifying the breach.
(c)  With immediate effect if the other party becomes insolvent, enters administration, or ceases to carry on business.
	GUIDANCE: Termination. Without termination provisions, the Buyer is locked into paying full contract value regardless of performance or changing business needs. Termination for convenience gives flexibility; termination for cause gives protection. Set the notice period once, in 3.3.



3.3 Termination Notice Period
Notice Period for Termination for Convenience: [30 / 60 / 90] calendar days
3.4 Effects of Termination
3.4.1 Upon termination or expiry of this SoW, the Supplier must: (a) cease all work under this SoW; (b) deliver to the Buyer all completed and partially completed Deliverables; (c) return or destroy all Confidential Information; and (d) provide a final invoice for Services performed up to the date of termination.
04 PRICING

	GUIDANCE: Pricing. Use structured tables, not narrative descriptions, so costs are transparent, auditable, and comparable across engagements. The pricing table lines must sum to the Pricing Summary, and every later payment must trace back to a pricing table reference.



4.1 Currency
Contract Currency: [ALL AMOUNTS IN [GBP / USD / EUR]]
4.2 Pricing Summary
	Item
	Description
	Amount

	Total Contract Value
	[DESCRIPTION]
	[AMOUNT]

	Discount Applied
	[DESCRIPTION_OF_DISCOUNT]
	[DISCOUNT_AMOUNT]

	Net Contract Value
	[TOTAL LESS DISCOUNT]
	[NET_AMOUNT]



4.3 Pricing Table
	GUIDANCE: Pricing Table. Structured pricing enables cost comparison across suppliers and prevents commercial ambiguity. Include enough detail for the Buyer to verify value for money. For Time and Materials engagements, pair this with the Resource Rate Table (4.4).



	Ref
	Deliverable / Service
	Unit
	Qty
	Unit Rate
	Total

	P-01
	[DELIVERABLE_1]
	[Days / Units / Fixed]
	[QTY]
	[RATE]
	[TOTAL]

	P-02
	[DELIVERABLE_2]
	[Days / Units / Fixed]
	[QTY]
	[RATE]
	[TOTAL]

	P-03
	[DELIVERABLE_3]
	[Days / Units / Fixed]
	[QTY]
	[RATE]
	[TOTAL]



4.4 Resource Rate Table
  ADVANCED  
	Role
	Seniority
	Day Rate
	Estimated Days
	Total

	[ROLE_1]
	[LEVEL]
	[RATE]
	[DAYS]
	[TOTAL]

	[ROLE_2]
	[LEVEL]
	[RATE]
	[DAYS]
	[TOTAL]



	GUIDANCE: Resource Rate Table (Advanced). Essential for Time and Materials: without named roles and rates, cost control is impossible. Blended rates hide the resource mix; name the roles.



4.5 Penalties
  ADVANCED  
4.5.1 Where the Supplier fails to meet the performance standards or deadlines set out in this SoW, the Buyer may apply the following penalties:
	Trigger Event
	Penalty Amount
	Cap

	[LATE_DELIVERY_TRIGGER]
	[AMOUNT_OR_%_PER_DAY]
	[MAXIMUM_PENALTY]

	[QUALITY_FAILURE_TRIGGER]
	[AMOUNT_OR_%]
	[MAXIMUM_PENALTY]



	GUIDANCE: Penalties (Advanced). Expected for Outcome-Based engagements, and for Managed Services in the form of service credits: state the trigger, the calculation, and the cap. A penalty with no cap is as dangerous as no penalty.



4.6 Incentives
  ADVANCED  
4.6.1 Where the Supplier exceeds the performance standards set out in this SoW, the following incentives apply:
	Achievement
	Incentive Amount
	Measurement

	[PERFORMANCE_ACHIEVEMENT]
	[AMOUNT_OR_%]
	[HOW_MEASURED]



05 SCOPE

	GUIDANCE: Scope. Vague scope is the root cause of most SoW disputes, and the traceability chain is the spine of a sound SoW: every scope item produces a named deliverable, every deliverable has measurable acceptance criteria, and every payment is triggered by acceptance. A break anywhere in that chain is where disputes start.



	Do NOT include an Assumptions section. Assumptions create scope ambiguity and provide suppliers with excuses for non-delivery. Convert every assumption into a concrete requirement in Scope (5.1) or a buyer obligation in Customer Dependencies (5.7).



5.1 Scope of Work
	Ref
	Scope Item
	Description
	Phase

	S-01
	[SCOPE_ITEM_1]
	[DETAILED_DESCRIPTION]
	[PHASE]

	S-02
	[SCOPE_ITEM_2]
	[DETAILED_DESCRIPTION]
	[PHASE]

	S-03
	[SCOPE_ITEM_3]
	[DETAILED_DESCRIPTION]
	[PHASE]

	S-04
	[SCOPE_ITEM_4]
	[DETAILED_DESCRIPTION]
	[PHASE]



	GUIDANCE: Scope of Work. Write scope items as outcomes, not activities. Each item should describe what will be produced and be traceable to a deliverable in 5.4.



5.2 Out of Scope
	GUIDANCE: Out of Scope. Explicit exclusions prevent suppliers claiming additional work was implicitly included. Be specific: vague exclusions are as problematic as vague inclusions.



	Ref
	Exclusion
	Rationale

	X-01
	[EXCLUDED_ITEM_1]
	[WHY_EXCLUDED]

	X-02
	[EXCLUDED_ITEM_2]
	[WHY_EXCLUDED]



5.3 Phases
  ADVANCED  
	Phase
	Name
	Duration
	Start
	End
	Key Milestone

	1
	[PHASE_NAME]
	[WEEKS]
	[DATE]
	[DATE]
	[MILESTONE]

	2
	[PHASE_NAME]
	[WEEKS]
	[DATE]
	[DATE]
	[MILESTONE]

	3
	[PHASE_NAME]
	[WEEKS]
	[DATE]
	[DATE]
	[MILESTONE]



5.4 Deliverables
	Ref
	Deliverable
	Format
	Due Date
	Linked Scope Ref

	D-01
	[DELIVERABLE_1]
	[FORMAT]
	[DATE]
	[S-##]

	D-02
	[DELIVERABLE_2]
	[FORMAT]
	[DATE]
	[S-##]

	D-03
	[DELIVERABLE_3]
	[FORMAT]
	[DATE]
	[S-##]



5.5 Activities
  ADVANCED  
	Ref
	Activity
	Owner
	Phase
	Linked Deliverable

	A-01
	[ACTIVITY_DESCRIPTION]
	[Supplier / Buyer / Joint]
	[PHASE]
	[D-##]

	A-02
	[ACTIVITY_DESCRIPTION]
	[Supplier / Buyer / Joint]
	[PHASE]
	[D-##]



	GUIDANCE: Activities (Advanced). Naming the owner of each activity (Supplier, Buyer, or Joint) prevents disputes about who was responsible for testing, data provision, or approvals.



5.6 Acceptance Criteria
	GUIDANCE: Acceptance Criteria. Every deliverable needs measurable, testable criteria with a verification method and an acceptance period. Never use subjective language such as 'to the Buyer's satisfaction': define what satisfaction means in observable terms.



	Deliverable Ref
	Acceptance Criterion
	Method of Verification
	Acceptance Period

	D-01
	[MEASURABLE_CRITERION]
	[HOW_TESTED]
	[BUSINESS_DAYS]

	D-02
	[MEASURABLE_CRITERION]
	[HOW_TESTED]
	[BUSINESS_DAYS]

	D-03
	[MEASURABLE_CRITERION]
	[HOW_TESTED]
	[BUSINESS_DAYS]



5.7 Customer Dependencies
	Ref
	Dependency
	Owner
	Required By
	Impact if Delayed

	CD-01
	[DEPENDENCY_DESCRIPTION]
	[BUYER_ROLE]
	[DATE]
	[IMPACT_DESCRIPTION]

	CD-02
	[DEPENDENCY_DESCRIPTION]
	[BUYER_ROLE]
	[DATE]
	[IMPACT_DESCRIPTION]



	GUIDANCE: Customer Dependencies. Everything the Supplier needs from the Buyer, with an owner, a date, and the impact if it is late. This is where assumptions belong, converted into obligations.



06 PEOPLE

	GUIDANCE: People. Named key personnel and clear governance ensure the right people are involved and accountable. Without these provisions, suppliers can assign anyone, and oversight gaps emerge.



6.1 Key Personnel
	Name
	Role
	Organisation
	Availability
	Replacement Clause

	[NAME]
	[PROJECT_ROLE]
	[Supplier / Buyer]
	[% / Full-time]
	[NOTICE_REQUIRED]

	[NAME]
	[PROJECT_ROLE]
	[Supplier / Buyer]
	[% / Full-time]
	[NOTICE_REQUIRED]



6.1.1 The Supplier must not replace any Key Personnel without the Buyer's prior written consent. Any proposed replacement must possess equivalent or superior qualifications and experience.
6.2 Governance Structure
	Forum
	Attendees
	Frequency
	Purpose
	Chair

	Executive Committee
	[NAMES / ROLES]
	[Monthly]
	[Strategic oversight and decisions]
	[CHAIR]

	Project Board
	[NAMES / ROLES]
	[Fortnightly]
	[Delivery progress and issues]
	[CHAIR]

	Working Group
	[NAMES / ROLES]
	[Weekly]
	[Operational coordination]
	[CHAIR]



6.2.1 Escalation Path: Working Group, then Project Board, then Executive Committee. Issues not resolved within [5] business days at any level must be escalated to the next level.
07 PERFORMANCE

7.1 Debrief and Review
7.1.1 The Supplier must participate in review sessions as follows:
	Review Type
	Timing
	Participants
	Outputs

	Milestone Review
	At completion of each Phase
	[PARTICIPANTS]
	Written assessment report

	Deliverable Review
	Within [5] days of submission
	[PARTICIPANTS]
	Acceptance or rejection with reasons

	Post-Completion Review
	Within [20] days of SoW completion
	[PARTICIPANTS]
	Lessons learned and performance assessment



7.2 Warranty
7.2.1 The Supplier warrants that all Deliverables will: (a) conform to the Acceptance Criteria and specifications set out in this SoW; (b) be free from material defects; and (c) be fit for the purpose described in this SoW.
7.2.2 The warranty period for each Deliverable is the Warranty Period specified below, commencing on the date of acceptance of that Deliverable. During the warranty period, the Supplier must remedy any defects at no additional cost to the Buyer.
Warranty Period: [30 / 60 / 90] calendar days from acceptance
08 REGULATION

	GUIDANCE: Regulation. Data protection, AI governance, and employment classification are all evolving quickly, and legacy templates typically have significant gaps here. Review these clauses against current law at each engagement.



8.1 Data Protection
8.1.1 Where the Supplier processes Personal Data in connection with the Services, the Supplier must comply with all applicable data protection legislation, including [GDPR / UK GDPR / CCPA / applicable legislation].
8.1.2 The Supplier must:
(a)  Process Personal Data only in accordance with the Buyer's documented instructions.
(b)  Implement appropriate technical and organisational measures to protect Personal Data.
(c)  Not transfer Personal Data outside [the UK / EEA / applicable territory] without prior written consent and appropriate safeguards.
(d)  Notify the Buyer without undue delay (and within [24 / 48 / 72] hours) upon becoming aware of any Personal Data breach.
(e)  Maintain a record of processing activities carried out on behalf of the Buyer.
	Data Category
	Data Subjects
	Processing Purpose
	Retention Period

	[CATEGORY]
	[WHO]
	[PURPOSE]
	[PERIOD]



8.2 Artificial Intelligence
8.2.1 The Supplier [MUST DISCLOSE / MUST NOT USE / MAY USE SUBJECT TO CONDITIONS] artificial intelligence tools, including generative AI, in the performance of the Services.
8.2.2 Where AI tools are used, the Supplier must:
(a)  Disclose all AI tools used and the specific tasks they are applied to.
(b)  Ensure all AI-generated outputs are reviewed and validated by qualified human personnel before delivery.
(c)  Ensure no Buyer Confidential Information or Personal Data is input into AI tools without prior written approval.
(d)  Maintain records of AI usage sufficient to demonstrate compliance with this clause and applicable AI regulations.
	GUIDANCE: AI Statement. Your suppliers are using generative AI, whether you know it or not. This clause provides visibility and control. Adapt the opening clause to your organisation's AI policy: full prohibition, conditional permission, or disclosure-only. Consider the EU AI Act and other emerging AI regulations when drafting. The AI row on the cover applies the same discipline to this document itself.



8.3 Employee Supply Chain Compliance
8.3.1 The Supplier represents and warrants that its workforce arrangements comply with all applicable employment, tax, and worker classification laws in the jurisdictions where the Services are performed.
8.3.2 The Supplier must, upon request, provide evidence of compliance with employment classification requirements for all personnel engaged in delivering the Services, including any subcontractors' personnel.
09 LEGAL

9.1 Contract Foundation
Select one and delete the others: [ ] MSA-Supported, [ ] PO-Supported, [ ] Standalone
	GUIDANCE: Contract Foundation. If this SoW operates under an MSA, many legal provisions are inherited and need not be repeated. If standalone, this SoW must be a complete legal agreement. Select the applicable foundation and delete the other two options below.



Option A: MSA-Supported
9.1.1 This SoW is entered into pursuant to and governed by the Master Service Agreement dated [MSA_DATE] between the parties (the 'MSA'), reference [MSA_REFERENCE]. In the event of conflict between this SoW and the MSA, [THE MSA / THIS SoW] shall prevail.
Option B: PO-Supported
9.1.2 This SoW is issued under Purchase Order [PO_NUMBER] dated [PO_DATE]. The terms and conditions of the Purchase Order apply to the extent not inconsistent with this SoW.
Option C: Standalone
9.1.3 This SoW constitutes the entire agreement between the parties in respect of the Services described herein. No prior agreements, representations, or understandings shall have effect.
9.2 Exclusions and Limitation of Liability
Where this SoW is MSA-Supported
9.2.1 The exclusions and limitations of liability set out in the MSA apply to this SoW and are not repeated or varied here.
Where this SoW is Standalone or PO-Supported without liability terms
9.2.2 Each party's total aggregate liability arising under or in connection with this SoW, whether in contract, tort (including negligence), or otherwise, is limited to [100% / 125% / 150%] of the total charges paid or payable under this SoW.
9.2.3 Neither party is liable to the other for loss of profit, loss of revenue, loss of anticipated savings, loss of data, or any indirect or consequential loss, however arising.
9.2.4 Nothing in this SoW excludes or limits liability for death or personal injury caused by negligence, for fraud or fraudulent misrepresentation, or for any liability that cannot be excluded or limited by law.
	GUIDANCE: Liability. A liability clause left as a placeholder, or with no cap, is a defect the standard checks for. Keep the cap expressed as a percentage of charges so it scales with the engagement, and take legal advice on the right level for the risk involved.



9.3 Boilerplate Provisions
	GUIDANCE: Boilerplate. For MSA-Supported SoWs, most boilerplate is inherited from the MSA: delete provisions the MSA already covers. For Standalone SoWs, include the full set of nine.



9.3.1 Confidentiality. Each party must keep confidential all information received from the other party in connection with this SoW and must not disclose it to any third party without prior written consent, except as required by law.
9.3.2 Intellectual Property. All intellectual property created by the Supplier (bespoke) in performing the Services shall vest in the Buyer upon creation.
9.3.3 Force Majeure. Neither party shall be liable for failure or delay in performance caused by circumstances beyond its reasonable control, provided that the affected party notifies the other promptly and takes reasonable steps to mitigate the impact.
9.3.4 Amendment. This SoW may only be amended by written agreement signed by authorised representatives of both parties.
9.3.5 Severability. If any provision of this SoW is found to be invalid or unenforceable, the remaining provisions shall continue in full force and effect.
9.3.6 No Waiver. Failure to enforce any provision of this SoW shall not constitute a waiver of that provision or any other provision.
9.3.7 Assignment. Neither party may assign this SoW without the prior written consent of the other party.
9.3.8 Third Party Rights. This SoW does not create any rights enforceable by any person who is not a party to it.
9.3.9 Counterparts. This SoW may be executed in any number of counterparts, each of which shall be an original and all of which together shall constitute one agreement.
10 COMMERCIAL

	This section deliberately excludes Assumptions and Project Briefs. Assumptions create scope ambiguity: convert them to concrete requirements. Project briefs belong in separate documents.



10.1 Change Request Process
10.1.1 Any change to the Scope, Deliverables, Timeline, or Pricing of this SoW must be requested through a formal Change Request.
10.1.2 The Change Request process is as follows:
(a)  The requesting party submits a written Change Request describing the proposed change, its impact on scope, timeline, and cost.
(b)  The receiving party assesses the Change Request and provides a response within [5 / 10] business days.
(c)  No change is effective until a Change Request is agreed in writing by both parties.
(d)  All approved Change Requests are appended to this SoW and form part of it.
10.2 Maximum Days and Resource Limits
  ADVANCED  
10.2.1 The maximum number of days the Supplier may charge under this SoW is [MAXIMUM_DAYS] days. Any requirement to exceed this limit must be agreed through the Change Request process.
Maximum Chargeable Days: [MAXIMUM_DAYS]
Furlough / Holiday Provisions: [DETAILS_OF_NON-WORKING_PERIODS]
	GUIDANCE: Maximum Days (Advanced). Essential for Time and Materials: a hard ceiling on chargeable days is what turns an open-ended engagement into a controlled one. Exceeding the cap goes through Change Request, never through the invoice.



11 ADMINISTRATION

	GUIDANCE: Administration. These elements seem routine but inconsistency creates operational friction and commercial disputes. Standardise them across all SoWs to reduce negotiation overhead.



11.1 Payment Terms
11.1.1 The Buyer shall pay undisputed invoices within the period specified in the Payment Terms below, calculated from receipt of a valid invoice.
11.1.2 Invoices must reference the SoW Reference Number and include: (a) a description of the Services performed; (b) the applicable Pricing Table reference; (c) the period covered; and (d) any applicable taxes.
Payment Terms: [30 / 45 / 60] calendar days from receipt of valid invoice
11.2 Work Location
	Location
	Address
	Security Requirements
	Personnel Based Here

	[PRIMARY_LOCATION]
	[ADDRESS]
	[REQUIREMENTS]
	[ROLES / COUNT]

	[SECONDARY_LOCATION]
	[ADDRESS]
	[REQUIREMENTS]
	[ROLES / COUNT]



11.2.1 Remote working is [PERMITTED / NOT PERMITTED / PERMITTED WITH PRIOR APPROVAL]. Where remote working is permitted, the Supplier must ensure compliance with all applicable data security and confidentiality requirements.
11.3 Notifications
11.3.1 All formal notices under this SoW must be in writing and delivered by email to the addresses specified below, with read receipt requested. A notice is deemed received on the business day it is sent if sent before 17:00 local time, or on the next business day if sent after 17:00.
	Party
	Notice Contact
	Email Address

	Buyer
	[NOTICE_CONTACT_NAME]
	[EMAIL]

	Supplier
	[NOTICE_CONTACT_NAME]
	[EMAIL]



11.4 Expenses
11.4.1 Expenses [ARE NOT REIMBURSABLE UNDER THIS SoW / ARE REIMBURSABLE ONLY WHERE PRE-APPROVED IN WRITING AND IN ACCORDANCE WITH THE BUYER'S EXPENSES POLICY].
Expenses Policy Reference: [POLICY_REFERENCE_OR_URL]
Expense Cap: [MAXIMUM_REIMBURSABLE_AMOUNT]
11.5 Governing Law and Jurisdiction
11.5.1 This SoW is governed by and construed in accordance with the laws of [JURISDICTION].
11.5.2 The parties submit to the exclusive jurisdiction of the courts of [JURISDICTION] for the resolution of any dispute arising under this SoW.
11.6 Payment Schedule
  ADVANCED  
11.6.1 Payments under this SoW are structured as follows. Select the applicable payment model and delete the others.
Option A: Milestone-Based Payments
	Milestone Ref
	Milestone Description
	Linked Deliverable
	Payment Amount
	Payment Trigger

	M-01
	[MILESTONE_DESCRIPTION]
	[D-##]
	[AMOUNT]
	Acceptance of linked Deliverable

	M-02
	[MILESTONE_DESCRIPTION]
	[D-##]
	[AMOUNT]
	Acceptance of linked Deliverable

	M-03
	[MILESTONE_DESCRIPTION]
	[D-##]
	[AMOUNT]
	Acceptance of linked Deliverable



11.6.2 No milestone payment is due until the Buyer has confirmed acceptance of the linked Deliverable in accordance with Section 5.6 (Acceptance Criteria). Where a Deliverable is rejected, the milestone payment is withheld until the Supplier remedies the deficiency and acceptance is confirmed.
Option B: Periodic Invoicing
	Invoicing Frequency
	Invoice Submission Deadline
	Supporting Documentation Required

	[Monthly / Fortnightly]
	[5th / 10th / 15th] business day of the following period
	[Timesheet approval / Progress report / Both]



11.6.3 Each invoice must cover only the period specified and must include: (a) the SoW Reference Number; (b) the period covered; (c) a breakdown of charges by Pricing Table reference; (d) supporting documentation as specified above; and (e) applicable taxes.
Option C: Hybrid (Milestone plus Periodic)
11.6.4 Payments are split between milestone-based and periodic components as follows:
	Component
	Percentage of Total Value
	Payment Mechanism

	Milestone payments
	[##]%
	Per milestone schedule above

	Periodic payments
	[##]%
	Per invoicing schedule above



Applicable to all options:
11.6.5 The Buyer may withhold payment of any disputed amount pending resolution through the Change Request process (Section 10.1). Undisputed amounts must be paid in accordance with the Payment Terms in Section 11.1.
11.6.6 Where an advance payment or mobilisation fee is required, the Supplier must provide a repayment guarantee or bond to the value of the advance, returnable upon completion of the first milestone.
	GUIDANCE: Payment Schedule. Milestone payments link spend to verified output, which suits Fixed Price. Periodic invoicing suits Time and Materials where output is continuous. Whichever model you select, ensure every payment traces to a Pricing Table reference (4.3) and the total equals the Net Contract Value (4.2).




Execution
This Statement of Work has been executed by the duly authorised representatives of the parties on the dates indicated below.
	For and on behalf of the BUYER
Signature: 
Name: 
Title: 
Date: 
	For and on behalf of the SUPPLIER
Signature: 
Name: 
Title: 
Date: 
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