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Dra ft ing a  St rong St a t e m e n t  of Work (SOW) 
 Scope . Th is  is  a  b road  s t a t e m e nt  ab ou t  t he  work t o  b e  p e rform e d . 

Ex. Ve ndor sha ll pe rform  a s se s sm e nt  a nd  d ispos it ion of e xis t ing  s e rve r infra s t ruct ure . 
This  include s , but  is  not  lim it e d  t o, a na lyzing  t he  curre nt  inve nt ory of s e rve rs  t o 
de t e rm ine  whe t he r e a ch s e rve r should  be  de com m is s ione d  or m igra t e d , a nd  if m igra t ion  
is  wa rra nt e d , e xe cut ing  t he  ne ce s sa ry s t e ps  t o m igra t e  a nd  cut  ove r s e rve r t o t he  
de s igna t e d  t a rge t  e nvironm e nt . 

 De live rab le s . A t angib le  re s u lt , p rod uc t , or s e rvice  t ha t  t he  ve nd or is  con t rac t ua lly 
re q u ire d  t o p rod uce . Mus t  b e  c le a rly d e fine d , a c t ion - orie n t e d , and  wit h in  t he  s cop e  of 
t he  p roje c t . 

Ex: “De ve lop  a  da t a  m igra t ion s t ra t e gy docum e nt ” or “Configure  a nd  de p loy s e rve r 
e nvironm e nt ” 

 Tim e line . Ove ra ll s che d u le  for t he  p roje c t , inc lud ing s t a rt  and  e nd  d a t e s , and  t he  
s e q ue nce  and  d ura t ion  of a ll m a jor t a s ks  and  p has e s .

Mile s t one s . Sign ifican t  e ve n t s , che ckp oin t s , or s t age s  in  t he  p roje c t  t ha t  m a rk p rogre s s  
t oward  com p le t ion . 

Ex: “Com ple t ion of sys t e m  de s ign pha se ” or “Use r Acce p t a nce  Te s t ing  be g ins” 

 Re la t ions h ip  Be t we e n  De live rab le s , Tim e line , and  Mile s t one s  
• Mile s t one s  he lp  s t ruc t u re  t he  t im e line  and  t rack p rogre s s .
• De live rab le s  a re  t ie d  t o  m ile s t one s  a nd  acce p t e d  on  a  t im e line .
• Paym e nt s  a re  t ie d  t o  acce p t ance  of d e live rab le s .

Be s t  Pra c t ice s  for Dra ft ing SOWs  
Align payment with deliverables or milestones 

Use objective, measurable language 

Clarify roles/responsibilities (who does what, when) 

Enumerate all sections and subsections 

Draft SOWs for discrete work 

Avoid boilerplate provisions 

No marketing fluff—no proposal-type language 
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