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Scope of Work (SOW) Document

Client: 
Contact:
Project Name: [Enter project name]
Prepared By: [Your Name or Organization]
Date: [DD/MM/YYYY]

1. Introduction
Project Overview:
[A summary of the project, including its purpose and background.]

Stakeholders:
[List the key individuals involved in the project.]

2. Objectives & Goals
Project Objectives:
· [Clearly define what the project aims to accomplish.]
· [Include measurable goals and expected outcomes.]

3. Scope of Work and Deliverables

Project Duration: [Start Date – End Date]

Inclusions (What is covered?)

	Deliverable
	Description
	Due Date
	Milestone
	Description
	Deadline

	[Deliverable 1]
	[Brief description]
	[DD/MM/YYYY]
	[Milestone 1]
	[Brief description]
	[DD/MM/YYYY]




Exclusions (What is NOT covered?)
[Clarify what is outside the project's scope to prevent misunderstandings.]

4. Assumptions & Constraints
· [List any assumptions about resources, budget, or timelines.]
· [Include constraints such as regulations, budget limits, or dependencies on other projects.]

5. Payment Terms & Budget (If Applicable)
· Total Project Budget: [Enter Amount]
· Additional Costs: [Specify conditions under which extra costs may be incurred.]

6. Signatures & Approvals

	Name
	Role
	Signature
	Date

	[Person 1]
	[Role]
	
	

	[Person 2]
	[Role]
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