

PROJECT NAME: ______________________

 STATEMENT OF WORK (SOW) #:​​​​​_________
This SOW is entered into by The Institute of Electrical and Electronics Engineers, Incorporated (“IEEE”), a New York not-for-profit corporation, and _______________ (“Supplier”), [a _______________ resident]. 
Items in red are guidelines only and should be removed prior to submission.
1. BACKGROUND

· Provide background and purpose of the project.
· Identify the persons performing the project.
· Why was the project generated?
· Was an RFP process performed?

· What were the supplier qualifications?
2. DESCRIPTION OF SERVICES:

· What services will be performed under this SOW?

· What location are the services being performed at (IEEE office or Supplier site)?

3. REQUIREMENTS (add Insurance and Confidentiality provisions here)
3.1 Scope. (What are the phases of the project)

· The Supplier shall conduct……

· The Supplier shall identify the…..

· The Supplier shall address…..

3.2 Tasks. (Identify the tasks to carry out the scope of the project)
· The Supplier shall…..

· The Supplier shall…..

3.3  Project Timeline

· Identify specific timelines for performance of the work as well as milestones
4. DELIVERY REQUIREMENTS (Identify the deliverables of the project)

· The Supplier shall provide quarterly progress reports to the Project/Contract manager.

· The Supplier shall provide a first draft of _____  for submission to and approval of the Project/Contract Manager

· The Supplier will provide the final report including the above deliverables.

· The Supplier Shall….
· The Supplier shall provide a plan for the appropriate and secure transport and storage of project material.
5. PERIOD OF PERFORMANCE
· Project start date: enter date the project will begin

· Project completion date: enter date the project will be completed
·  Include milestones if applicable.
6. COMPENSATION FOR SERVICES

· 6.1 What are the fees for the services being provided?

· 6.2 Are payments being made by milestone? Hour? 
7. DESIGNATED IEEE REPRESENTATIVE NAME AND EMAIL ADDRESS:
8. DESIGNATED SUPPLIER REPRESENTATIVE NAME AND EMAIL ADDRESS:
9. GOVERNING DOCUMENTS

· List all documents which pertain to this SOW by name and date (ex. Service Agreement dated 1/1/11) 
10. LINE ITEM DETAIL (invoice must match the list below and include line item numbers and associated purchase order number to avoid delay in payment)
	Line Item
	Description
	Quantity
	Unit of measure
	Price
	Total

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	


*List by type of service, milestone, etc.
	THE INSTITUTE OF ELECTRICAL AND ELECTRONICS ENGINEERS, INCORPORATED

By: 

Title: 


Date: 

	[NAME OF SUPPLIER]



By: 

Title: 

Date: 





FOR INTERNAL USE ONLY:


IEEE Contract Number:	______________	IPR Number: _____________














