Statement Of Work
1. Project Overview
Effective Statements of Work should focus on defining the specific tasks, deliverables, timelines, and acceptance criteria for the work the Subrecipient is performing. They should include enough detail to hold the Subrecipient accountable for their work before they can demand payment. If the Subrecipient isn’t performing the work and demands payment, the level of detail included in the Statement of Work will guide the resolution of that issue, not necessarily the legal terms. 
2. Technical Requirements/Tasks
This should only describe what the Subrecipient is doing- not the entire project as a whole. Think through the tasks you need the Subrecipient to perform so we can meet our obligations to the prime sponsor. 
Are there meetings they have to attend? Timelines you can include for project goals? Specific report formats or requirements? Datasets you will require? Target enrollments or maximum enrollments? Is there specific acceptance criteria to include? Are there any quality controls or standards you should include?
This can be in any format- a bulleted list, narrative, table, combination- get creative!
3. Deliverables
Sometimes there aren’t any concrete deliverables- so feel free to delete this section or rename the others to fit your situation. 
Best Practices:
· Be Specific and Precise: Avoid ambiguous language like “provide support.” Define exactly what is expected such as the number of hours, specific deliverables, or tangible assets.
· Define Deliverables: Clearly list the tangible outcomes, enrollment goals, reports, or end products expected.
· Establish Measurable Success Criteria: Include specific metrics to evaluate the success of the project and define clear acceptance criteria.
· Define Relevant Project Management Structure: Detail the roles, responsibilities, and communication methods for all parties.
· Set Realistic Timelines and Milestones: Use a schedule that includes key milestones to track progress and manage expectations.
· Detail Payment Terms: Where applicable, define the payment schedule, such as specific payments upon completion of project phases
