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Project Management Oversight Statement of Work



 SHAPE  \* MERGEFORMAT 



Project Oversight 

Statement of Work (SOW)

for

[AGENCY]

PROJECT NAME:

[Project Name]

What is a Statement of Work?

A Statement of Work outlines how a project will be successfully implemented by outlining the purpose and structure. It describes the project:

· Vision, objectives, scope and deliverables (i.e. what we have to achieve) 

· Stakeholders, roles and responsibilities (i.e. who will take part in it)

· Personnel, financial and quality plans (i.e. how it will be undertaken)

©
When do I use a Statement of Work?

The Statement of Work is completed after the Project Initiation Process.  The Statement of Work is created by the Service Provider and presented to an identified Business Sponsor for agreement before the Project Team is formally appointed. 

The Statement of Work defines the boundaries for the project. It describes in detail the scope of the project, within which all deliverables must be produced. Activities should be undertaken outside the defined scope of the project only if a valid ‘change request form’ has been approved by the Project Sponsor.

 ©
Instructions

Not all sections in this document will apply due to the uniqueness of each project. If a particular section is not applicable; enter NA (Not Applicable) to indicate that you have at least considered this section.  

Under Contact Information, the Sponsor, Authorized By, and Contact can be the same or different individuals. 

All tables and boxes are expandable.  Add rows when it is necessary to include additional information.

Definitions of project management and technology terms are presented in the On-line Project Management Glossary (Browse: www.technology.wv.gov > Products and Services > Project Management Methodology > Glossary).
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1 Introduction

The purpose of this Statement of Work is to define the responsibilities, deliverables, assumptions, constraints, application development process, and the project management methodology, as well as establish customer and WVOT responsibilities for the {Insert Project Name} Project.  From this point forward {Insert Agency Name} will be known as the Customer. From this point forward {Insert Partner name} will be known as the Partner.

1.2 Objectives

The Project has the following objectives:

For example: 

Business Objectives

To deliver new accounts payable and receivable and payroll processes, thereby reducing financial processing timescales by at least 30%

Technology Objectives

List the technology-specific objectives to be achieved. For example:

To install new accounts payable and receivable and payroll system modules within the existing accounting system, thereby achieving 99.5% system up-time
1.3 Scope

Define the scope of the project in terms of the business:

· Processes which will change

· Organizational areas which will be affected

· Locations which will be impacted 

· Data which will be altered

· Applications which will be installed and/or altered

· Technologies which will be deployed and/or decommissioned©
· User impact in terms of training, communication or re-engineered business processes

1.4 Project Information
	Project Name: 
	

	PAS#:
	

	Project #:
	

	Project Manager:
	

	Project Sponsor:
	


1.5 Document History

	Version
	Issue Date
	Changes

	[1.0]
	[Date]
	[Section, Page(s) and Text Revised]

	
	
	

	
	
	

	
	
	


Project Oversight



“…Pursuant to State Code §5A-6-4(c), the Chief Technology Officer is required to provide project oversight for major information technology projects (those exceeding one hundred thousand dollars ($100,000) or requiring more than three hundred (300) man hours to complete.)”…



Project Management Oversight is an independent review and analysis to determine if the project is on track to be completed within the estimated schedule and cost, and will provide the functionality required by the customer. Project oversight identifies and quantifies any issues and risks that could be negatively impact the achievement of project objectives. A project manager performing the function of project oversight monitors project scope, risk, issues, schedule and budget and ensures that applicable regulations, policies and standards are followed and being met.
2 Responsibilities
WVOT Project Management Responsibilities
The WVOT is the ‘overseer’ of the project. Key responsibilities include:

· Managing assigned personnel according to the defined scope of the project
· Monitoring and report on project performance, risk, issues, schedule and budget
· Providing status reports focusing on budgets, scope, and timeline to the Portfolio, Program and Project Management Board (P3MB)
· Publishing SharePoint site or Project/Portfolio Management tool to assist in managing content and communicate current information related to this project

· Managing stakeholder and customer expectations

· Reporting and escalating project risks and issues
· Assisting in formulating and executing communication plans

· Ensuring that roles and responsibilities are properly articulated
· Providing customers with guidance for regulatory policy and procedures

Partner Responsibilities (delete if not applicable)

· Collaborate with WVOT………….

Agency Responsibilities

The Agency is the principal ‘owner’ of the project. Key responsibilities include:


· Defining the vision and high level objectives for the project

· Approving the requirements, timetable, personnel and budget 

· Authorizing the provision of funds / personnel (internal or external) 

· Ensuring that major business risks are identified and managed

· Approving any major changes in scope 

· Receiving Project Review Group minutes and taking action accordingly

· Resolving issues escalated by the Project Manager / Project Review Group 

· Ensuring business / operational support arrangements are put in place 

· Providing final acceptance of the solution upon project completion

· Work with WVOT and [Partner] to fulfill project scope ( if applicable, if not delete)

3 Deliverables

3.2 WVOT 

	Deliverable
	Description

	Statement of Work
	Outlines the purpose of the project, the way the project will be structured and how it will be successfully implemented

	Status Reports
	Status Reports as agreed upon with the customer

	Final Deliverable Acceptance Form
	Final deliverable acceptance to sign off on the final project

	Project Closure  Form
	Provides confirmation that the quality criteria for the project deliverables have been met and requests approval from the Project Sponsor to formally close the project

	Any other deliverables as stated in Objectives (ex. RFP)
	


3.3 Agency
The agency will provide the following artifacts for project oversight:

· Signed Statement of Work

· Description of overall Project Management Methodology 

· Project Charter 

· Budget

· Schedule

· Status Reports 

· Issue Tracking 

· Post Project Reviews

· Closing Plan

· Maintenance Plan

· Communication Plan

*The [PARTNER] may provide these artifacts through the [AGENCY] for WVOT oversight.

3.4 Partner Deliverables 

 (Attach vendor deliverable schedule or delete if not applicable)
Project deliverables will be formally accepted at the end of the Executing process of the project to ensure they meet the criteria outlined in this SOW. Customers will be asked to participate in the review and/or testing of each deliverable to ensure they are complete and meet expectations. Handover tasks or operational support activities will also need to be accepted to transfer the deliverable from the project environment to the customer’s environment. 

4 Project Management Approach

WVOT uses a project management methodology based on the Project Management Institute Body of Knowledge (PMBOK).  Our approach for Project Oversight is collaborative with a focus on project success in establishing communication and understanding between the agencies, any associated vendor(s) and the WVOT.
The WVOT will oversee and monitor all processes of the project provided by the [AGENCY]. 
The project plan will include these processes: 

	Process
	Approach©

	Initiation
	Identifying and authorizing a new project or a new process of an existing project 

	Planning
	Establishing the scope, defining objectives, gathering requirements and determining the actions to complete the project

	Executing
	Completing the tasks to achieve project objectives according to scope and budget

	Monitoring & Controlling
	Tracking, reviewing, and regulating the progress of the project within each cycle. Also, identifying changes to the plan and initiating a change control process

	Closing
	Ensuring all tasks are complete; developing a plan for on-going maintenance, and conducting a post project review

	Certification & Accreditation
	Auditing the quality of deliverables and measuring results against project requirements to ensure project objectives are being met while demonstrating compliance with project standards


The processes are undertaken to deliver a product or service which provide a framework for managing projects. WVOT advises that a formal change process be followed, risk and issues are captured and addressed, and any changes in project scope that impact, time, budget and personnel be communicated to the oversight project manager. 
4.2 Communication Management Process

The Communication Plan facilitates communication of accurate information, to the intended individuals, at the right time. The purpose of the Communication Plan is to:

· Identify and describe all project stakeholders

· Describe the communication needs of the project stakeholders

· Define how project stakeholders will be kept informed about the project

· Capture ‘how’ communications will be managed throughout the project life cycle. 

· Define and document the various communication needs of the stakeholders of the project.

· Ensure that team members, customers and other stakeholders have the information they need to complete their tasks

4.3 Issue Management Process

The WVOT Project Management Office will collect, track and report project related issues and problems for both WVOT activities as well as the Customer activities using the issue tracking log. 

4.4 Risk Management Process

The WVOT Project Management Office will identify, monitor, and mitigate the project related risks for both WVOT activities as well as the Customer activities using the risk tracking log. 

Project Organization

Stakeholders

	Stakeholder©
	Area of Interest
	Contact Info

	
	
	

	
	
	

	
	
	

	
	
	


Customer
	Role
	Authority/

Responsibility
	Contact Information

	
	
	

	
	
	

	
	
	


WVOT

	Role
	Authority/

Responsibility
	Contact Information

	
	
	

	
	
	

	
	
	

	
	
	


5 WVOT Project Cost Estimates

Schedule of Rates
	Item Description

(Services)
	Delivery Schedule

(hours)
	Hourly 

Rate
	Cost

(estimate)

	Project Management Services
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Payment Terms

Monthly billing statements from WVOT will reflect project chargeback costs.  This project will be billed PAS# {Insert PAS #} and project number (assigned by WVOT) {Insert Project Number}.

6 Acceptance and Authorization

The terms and conditions of the Professional Services Agreement apply in full to the services and products provided under this Statement of Work.

IN WITNESS WHEREOF, the parties hereto each acting with proper authority have executed this Statement of Work, under seal.

	[Department/Agency Name]

Click here to enter text.
	
	West Virginia Office of Technology

Click here to enter text.

	Full name
	
	Full name

	Click here to enter text.
	
	Click here to enter text.

	Title
	
	Title

	Click here to enter text.
	
	Click here to enter text.

	Signature
	
	Signature

	Click here to enter a date.
	
	Click here to enter a date.

	Date
	
	Date


PAGE  
PM Oversight Statement of Work Template, version 1.0 (05.07.12)






[image: image1][image: image2]