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Statement of Work
Professional services and works packages — capital projects
A contract-ready scope document for engaging a project manager, superintendent, design consultant, cost consultant, specialist advisor or works contractor on a construction or capital project. It sits under, and forms part of, an executed head agreement.
Jurisdiction: Global — neutral jurisdiction    ·    Template version 1.0



	DOCUMENT CONTROL

	Project
	[Insert project name]

	Project number
	[Insert project / job number]

	Client / Principal
	[Insert client legal entity name and company number]

	Service Provider
	[Insert service provider legal entity name and company number]

	SOW reference
	[Insert SOW reference, e.g. SOW-001]

	SOW version
	[Insert version, e.g. 1.0]

	Head agreement reference
	[Insert head / consultancy / framework agreement reference and date]

	Effective date
	[dd-mmm-yy]

	Governing law / jurisdiction
	[Insert governing law and jurisdiction]

	Prepared by
	[Insert name, position, organisation, date]

	Reviewed by
	[Insert name, position, organisation, date]

	Approved by
	[Insert name, position, organisation, date]

	Currency
	[Insert currency code, e.g. AUD / USD / GBP / EUR]


Revision history and document control
This Statement of Work is a controlled document. Every issue must be recorded below. The version in the document control table on the cover must match the latest row of this table.
	Rev
	Date
	Prepared by
	Reviewed by
	Approved by
	Status
	Summary of change

	0.1
	[dd-mmm-yy]
	[Insert]
	[Insert]
	[Insert]
	Draft
	First draft issued for internal review

	0.2
	[dd-mmm-yy]
	[Insert]
	[Insert]
	[Insert]
	Draft
	Updated following Client comments on scope and exclusions

	1.0
	[dd-mmm-yy]
	[Insert]
	[Insert]
	[Insert]
	Issued for execution
	Issued for execution under the Agreement

	[Insert]
	[dd-mmm-yy]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert summary of change and the Variation reference]

	[Insert]
	[dd-mmm-yy]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert summary of change and the Variation reference]



[ Once this SOW is executed, it may only be changed through the change control process in clause 12. Record the Variation reference in the summary of change column so the audit trail is complete. ]
Document distribution
	Recipient
	Organisation
	Role
	Format
	Date issued

	[Insert]
	Client
	Project Sponsor
	PDF
	[dd-mmm-yy]

	[Insert]
	Client
	Project Director
	PDF + native
	[dd-mmm-yy]

	[Insert]
	Service Provider
	Project Director
	PDF + native
	[dd-mmm-yy]

	[Insert]
	Client
	Commercial / Procurement
	PDF
	[dd-mmm-yy]

	[Insert]
	Client
	Legal
	PDF
	[dd-mmm-yy]



Status of this document
	This SOW is not a standalone contract. It takes effect only under, and subject to, the head agreement identified in the document control table. If this SOW is issued before that agreement is executed, no work should commence and no cost is payable until it is.



Table of contents
The table of contents below is a Word field. It will not populate until you update it.
	To populate or refresh this table of contents: click anywhere in it, then press F9 (Windows) or Command + Option + Shift + U (Mac), and choose "Update entire table". In Word you can also select the whole document with Ctrl + A and press F9 to refresh every field, including the page numbers in the footer.



…

How to use this template
This template is written to be edited. It deliberately contains more scope, more exclusions and more commercial machinery than most single engagements need, so that you delete rather than invent. Work through it in the following order.
1	Complete the document control table on the cover and confirm the head agreement reference. If there is no head agreement, stop: this SOW is not a substitute for one.
2	Complete clauses 1 to 3 so the parties, the project and the purpose of the engagement are unambiguous. These clauses set the interpretive frame for everything below.
3	Work clause 4 hard. Delete every service you are not buying, add the ones you are, and read the exclusions list line by line. Unclear exclusions are the single largest source of scope disputes on professional services engagements.
4	Populate the deliverables table in clause 5 and the expanded register in Appendix B. Every deliverable needs a format, a trigger, a reviewer and an acceptance authority — a deliverable nobody owns is never accepted and never paid.
5	Set the review periods in clause 6 and the turnaround times in clause 8.4 to numbers your own organisation can actually meet. Deemed acceptance protects the Service Provider; unrealistic periods will be used against you.
6	Align the Milestones in clause 7 and Appendix D with the fee schedule in clause 11 and Appendix C. Every payment milestone must be objectively verifiable.
7	Choose one fee basis in clause 11.1 and delete the others. Keep the guidance note explaining why you chose it — it is useful evidence later.
8	Complete the RACI in clause 9 and Appendix E with real names and real percentages, then delete every drafting note in square brackets before issue.

Conventions used in this document
	Convention
	What it means
	What you must do

	[ grey italic text in square brackets ]
	A drafting note from the template author explaining a choice you must make
	Read it, act on it, then delete the whole note before issue

	[Insert ...]
	A fillable placeholder for project-specific information
	Replace with the actual value; search the document for "[Insert" before issue

	Shaded callout box
	A warning or an instruction that materially affects risk
	Read carefully; keep or delete depending on whether it survives into the issued SOW

	Tables with example rows
	Illustrative content showing the expected level of detail
	Edit, extend or delete every row — do not issue example content

	"the Agreement"
	The head agreement, consultancy agreement or framework agreement above this SOW
	Confirm the correct reference in the document control table

	"the applicable jurisdiction"
	Deliberately neutral language so the template works in any country
	Replace with the governing law where a specific statute or regulator is required

	Business Days
	All periods are Business Days unless stated otherwise
	Confirm the place used to determine Business Days in clause 1.5



[ Before issuing: use Find to search for "[Insert", for "[ " and for the word "example". If any result remains, the document is not ready to issue. ]
How this document is structured
	Part
	Clauses
	What it does and who uses it

	Front matter
	Cover, revision history, contents
	Document control. Owned by the person issuing the SOW.

	Framing
	1 – 3
	Who the parties are, what the Project is, and why this engagement exists. Read first when interpreting anything else.

	The bargain
	4 – 7
	Scope, exclusions, Deliverables, acceptance and Milestones. This is the operative part and the part most often litigated.

	The conditions
	8 – 10
	Assumptions, Client obligations, people and governance. Defines what has to be true for the bargain to hold.

	The money
	11 – 12
	Fee basis, payment, and how change is priced and authorised.

	The controls
	13 – 15
	Performance measurement, risk and safety, and information management.

	The protections
	16 – 20
	Intellectual property, insurance and liability, probity, termination and disputes. Must be reconciled with the head agreement.

	Execution
	21
	The signature block.

	Appendices
	A – H
	The working documents: scope matrix, deliverables register, rates, milestone and payment schedule, RACI, and the change, acceptance and reporting forms.



	This template is provided by Mastt as general good-practice guidance for capital project delivery. It is not legal advice and it is not a substitute for advice from a qualified legal practitioner in the applicable jurisdiction. Neither Mastt nor the template author accepts liability for its use. Have your legal and commercial advisors review this SOW, and the head agreement it sits under, before execution.



1.  Parties and Agreement Structure
1.1  Parties
This Statement of Work is made between the parties identified below and forms part of the Agreement.
	
	Client / Principal
	Service Provider

	Legal entity name
	[Insert]
	[Insert]

	Company / registration number
	[Insert]
	[Insert]

	Registered address
	[Insert]
	[Insert]

	Address for notices
	[Insert]
	[Insert]

	Authorised representative
	[Insert name and position]
	[Insert name and position]

	Representative email
	[Insert]
	[Insert]

	Representative telephone
	[Insert]
	[Insert]

	Single point of contact (clause 10.6)
	[Insert name]
	[Insert name]



1.2  Relationship to the Agreement
1.2.1	This SOW is issued under and forms part of the Agreement identified in the document control table. It does not create a separate contract and has no effect independently of the Agreement.
1.2.2	The Agreement's terms — including those governing liability, insurance, indemnity, intellectual property, confidentiality, termination and dispute resolution — apply to the Services in full. Where this SOW addresses those subjects it does so to record project-specific application, not to displace the Agreement.
1.2.3	Nothing in this SOW is intended to amend the Agreement. Any amendment to the Agreement must be made by a formal deed or variation instrument executed with the same formality as the Agreement itself.
1.2.4	The Service Provider is an independent contractor. Nothing in this SOW creates a partnership, joint venture, agency or employment relationship, except to the extent the Service Provider is expressly appointed as the Client's representative under clause 4.

1.3  Order of precedence
If there is an inconsistency or ambiguity between documents, the following order of precedence applies, with the document listed first prevailing to the extent of the inconsistency.
	Order
	Document
	Notes

	1
	Formal instrument of agreement and any executed deed of variation
	Executed with the highest formality

	2
	Special conditions of the Agreement
	Project-specific amendments

	3
	General conditions of the Agreement
	Standard form or bespoke terms

	4
	This Statement of Work (clauses 1 to 21)
	The operative scope document

	5
	Appendices A to H to this Statement of Work
	Detailed scope, registers and forms

	6
	Schedules and annexures to the Agreement
	Including any pricing schedule

	7
	The Client brief and functional requirements
	As issued and Accepted at the date stated in clause 2

	8
	Drawings, specifications and models issued for the relevant purpose
	Latest revision issued through the CDE

	9
	The Service Provider's proposal, fee submission and clarifications
	Only to the extent expressly incorporated

	10
	All other documents referred to in any of the above
	Informative unless expressly incorporated



[ Delete any tier that does not exist on your project rather than leaving it in the list. A precedence clause that refers to documents that do not exist creates argument. If the Service Provider's proposal is to be incorporated, list the specific document, revision and date — never incorporate a whole proposal by reference. ]
1.4  Definitions
In this SOW, unless the context requires otherwise, the following terms have the meanings given below. Terms defined in the Agreement and not defined here carry their Agreement meaning.
	Term
	Meaning

	Acceptance
	Written confirmation by the Acceptance Authority that a Deliverable meets the Acceptance Criteria in clause 6, evidenced by a signed Deliverable Acceptance Certificate (Appendix G) or by deemed acceptance under clause 6.6.

	Agreement
	The head agreement, consultancy agreement, framework agreement or contract identified in the document control table, under which this SOW is issued and of which it forms part.

	Background IP
	Intellectual property owned or licensed by a party before the Effective Date, or created independently of the Services, which is used in performing the Services or is embedded in a Deliverable.

	Business Day
	A day other than a Saturday, Sunday or public holiday in [Insert place of the Project / principal place of business]. Unless stated otherwise, all periods in this SOW are expressed in Business Days.

	Client
	[Insert Client / Principal legal entity name and company number], being the party procuring the Services, also referred to as the Principal or Owner. Includes its authorised representatives.

	Confidential Information
	All information of a confidential nature disclosed by or on behalf of a party in connection with the Project or the Services, in any form, whether or not marked confidential, including commercial, technical, cost, programme, security and personal information.

	Deliverable
	Any report, drawing, model, register, certificate, dataset, plan, estimate, submission or other tangible output the Service Provider is required to produce under clause 5 or Appendix B, including drafts and revisions.

	Fee
	The amounts payable to the Service Provider for the Services under clause 11, exclusive of Reimbursables and applicable taxes unless expressly stated otherwise.

	Force Majeure
	An event beyond the reasonable control of the affected party which it could not have prevented or avoided by reasonable precautions, as defined in the Agreement. Where the Agreement defines this term, the Agreement definition prevails.

	Foreground IP
	Intellectual property created by or for the Service Provider in the course of performing the Services, including all Deliverables and the working papers, models and data underlying them.

	Key Personnel
	The named individuals listed in clause 9.3 whose skills, experience and availability were material to the Client's decision to engage the Service Provider.

	Milestone
	A defined point in the programme listed in clause 7.1 or Appendix D, evidenced by the Acceptance of specified Deliverables or the occurrence of a defined event.

	Project
	The capital works project described in clause 2, including all stages, packages and associated enabling and decant works, whether or not within the Service Provider's scope.

	Reimbursable
	A cost properly and necessarily incurred by the Service Provider in performing the Services which is recoverable at cost under clause 11.6, subject to the exclusions in clause 11.7.

	Services
	The services described in clause 4 and Appendix A, together with all things reasonably necessary or incidental to their proper performance, whether or not expressly stated.

	Service Provider
	[Insert Service Provider legal entity name and company number], being the party providing the Services. Includes its personnel, subconsultants and subcontractors.

	Site
	The land and structures on, under, over or through which the Works are to be executed, together with any other place made available by the Client for the purposes of the Project.

	SOW
	This Statement of Work, including its appendices, as varied from time to time under clause 12.

	Variation
	An addition to, omission from or change in the Services, Deliverables, Milestones or assumptions recorded in this SOW, instructed or agreed under clause 12.

	Works
	The physical construction, refurbishment, demolition, fit-out, commissioning and associated works comprising the Project, executed by contractors engaged by the Client or by the Service Provider where clause 4 expressly so provides.



1.5  Interpretation
1.5.1	Headings are for convenience only and do not affect interpretation.
1.5.2	The singular includes the plural and vice versa, and a reference to a gender includes every gender.
1.5.3	A reference to a clause, appendix or table is a reference to a clause, appendix or table of this SOW unless stated otherwise.
1.5.4	A reference to a party includes that party's successors and permitted assigns.
1.5.5	"Including", "for example" and similar expressions are not words of limitation.
1.5.6	A reference to a standard, code or guideline is to the version current at the Effective Date, unless this SOW expressly requires the version current at the time of performance.
1.5.7	All periods are expressed in Business Days determined by reference to [Insert place]. Where a period expires on a day that is not a Business Day, it expires on the next Business Day.
1.5.8	All monetary amounts are in [Insert currency code] unless expressly stated otherwise, and are exclusive of applicable transaction taxes unless expressly stated otherwise.
1.5.9	Where this SOW requires something to be done "in writing", an email from an authorised representative to the address in clause 1.1 is sufficient, unless the Agreement requires a formal notice.

2.  Background and Project Description
2.1  Project overview
[Insert a factual description of the Project in three to six sentences: what is being built or refurbished, where, for whom, why now, and what the finished asset will be used for. Avoid marketing language — this description is used to interpret the boundaries of the Services.]
[ The project description is the primary interpretive tool when a dispute arises about whether something is in scope. Write it factually and specifically. If the Project has stages, name them and say which stages this SOW covers. ]
2.2  Project particulars
	PROJECT PARTICULARS

	Project name
	[Insert]

	Project number
	[Insert]

	Asset type / sector
	[Insert, e.g. health, education, transport, water, commercial, residential, industrial]

	Site address and description
	[Insert]

	Site area / gross floor area
	[Insert m² or ha]

	Approximate capital value of the Works
	[Insert amount and currency] (excluding client-side costs)

	Total project cost / funding envelope
	[Insert amount and currency]

	Approved control budget at the Effective Date
	[Insert amount and currency]

	Funding source(s)
	[Insert, e.g. internal capital, grant, debt facility, PPP]

	Current project stage at the Effective Date
	[Insert, e.g. business case, concept design, developed design, tender, construction]

	Target completion date
	[dd-mmm-yy]

	Delivery model
	[Insert, e.g. traditional lump sum, design and construct, construction management, managing contractor, early contractor involvement, alliance, PPP]

	Form of construction contract
	[Insert standard form and edition, or 'bespoke']

	Sustainability rating target
	[Insert scheme and target rating, or 'not applicable']

	Key constraints
	[Insert, e.g. live operations, heritage, staged occupation, restricted access hours]



2.3  Project objectives
The Project is being delivered to achieve the following objectives. The Services are to be performed so as to support these objectives.
	Ref
	Objective
	Success measure
	Priority

	PO-1
	Deliver the asset to the approved functional brief without unapproved reduction in scope or quality
	Brief compliance confirmed at each gateway
	[Insert]

	PO-2
	Deliver within the approved control budget
	Anticipated final cost ≤ control budget
	[Insert]

	PO-3
	Achieve practical completion by the target completion date
	Certified practical completion on or before [dd-mmm-yy]
	[Insert]

	PO-4
	Zero serious harm to any person on or affected by the Project
	No notifiable incident; leading indicators met
	[Insert]

	PO-5
	Achieve the target sustainability rating and carbon outcome
	[Insert scheme] rating certified
	[Insert]

	PO-6
	Deliver an asset that is operable, maintainable and fully documented
	O&M documentation complete at handover; no operational rework
	[Insert]

	PO-7
	Maintain stakeholder and community confidence throughout delivery
	No sustained escalation; complaint closeout within agreed periods
	[Insert]

	PO-8
	Deliver the social and local procurement commitments
	[Insert target] achieved and evidenced
	[Insert]



[ Delete objectives that do not apply and add project-specific ones. Rank them: when time, cost and scope conflict on site, the priority order recorded here tells the Service Provider how to decide. An unranked objectives list is of little practical use. ]
2.4  Project stages and this SOW
	Stage
	Description
	Covered by this SOW?
	Notes

	Stage 0 — Strategy and business case
	[Insert]
	[Yes / No / Partial]
	[Insert]

	Stage 1 — Concept design
	[Insert]
	[Yes / No / Partial]
	[Insert]

	Stage 2 — Developed design
	[Insert]
	[Yes / No / Partial]
	[Insert]

	Stage 3 — Detailed design and documentation
	[Insert]
	[Yes / No / Partial]
	[Insert]

	Stage 4 — Procurement and tender
	[Insert]
	[Yes / No / Partial]
	[Insert]

	Stage 5 — Construction
	[Insert]
	[Yes / No / Partial]
	[Insert]

	Stage 6 — Commissioning and handover
	[Insert]
	[Yes / No / Partial]
	[Insert]

	Stage 7 — Defects liability and closeout
	[Insert]
	[Yes / No / Partial]
	[Insert]



	Where a stage is marked "No", the Service Provider has no obligation in that stage and no fee is payable for it. If the Client later requires services in that stage, it is a Variation under clause 12 — not an extension of the existing Fee.



2.5  Delivery model and contracting environment
[Insert a short description of how the Works are being procured and contracted, the packages involved, the other consultants and contractors engaged, and the interfaces the Service Provider must manage. Identify any novation, any early contractor involvement, and any separately engaged specialist that the Service Provider must coordinate but does not direct.]
2.6  Other parties engaged on the Project
	Party
	Role
	Engaged by
	Interface with the Service Provider

	[Insert]
	Architect / lead design consultant
	Client
	Coordinated by SP; SP does not direct design content

	[Insert]
	Structural and civil engineer
	Client / novated
	Coordinated by SP

	[Insert]
	Services (MEP) engineer
	Client / novated
	Coordinated by SP

	[Insert]
	Cost consultant / quantity surveyor
	Client
	[Insert]

	[Insert]
	Principal / head contractor
	Client
	Administered by SP within delegation

	[Insert]
	Independent certifier / building surveyor
	Client
	SP provides information only

	[Insert]
	Planning and approvals consultant
	Client
	Coordinated by SP

	[Insert]
	Geotechnical and environmental consultants
	Client
	Coordinated by SP

	[Insert]
	Probity advisor
	Client
	SP complies with probity plan

	[Insert]
	Legal advisor
	Client
	SP provides factual input only



3.  Purpose and Objectives of this SOW
3.1  Purpose
3.1.1	The purpose of this SOW is to define, with sufficient precision to be administered and enforced, the Services the Service Provider will perform, the Deliverables it will produce, when they are due, how they will be accepted, what the Client will provide in return, and how the Service Provider will be paid.
3.1.2	This SOW is the operative scope document for the engagement. Where the Service Provider is required to determine whether an activity falls within its obligations, that question is answered by reference to clause 4 and Appendix A, read with the exclusions in clause 4.4 and the assumptions in clause 8.
3.1.3	This SOW is intended to be capable of being administered by people who did not write it. Ambiguity is to be resolved in favour of the interpretation that gives effect to the Project objectives in clause 2.3.

3.2  Objectives of the engagement
	Ref
	Objective of the engagement
	How it is measured
	Linked project objective

	SO-1
	Provide competent, continuous and adequately resourced management of the Project across the stages in scope
	KPI 13 and KPI 14 (clause 13); resourcing report
	PO-1, PO-3

	SO-2
	Maintain a single, reliable source of truth for cost, time and risk
	Monthly report accepted without material restatement (KPI 3)
	PO-2, PO-3

	SO-3
	Give the Client early, honest warning of any threat to cost, time, quality, safety or reputation
	Early warning notices issued within 2 Business Days
	PO-1 to PO-7

	SO-4
	Protect the Client's contractual position at all times
	100% of contractual assessments issued within the time bar (KPI 7)
	PO-2

	SO-5
	Deliver decision-ready information so the Client can decide once and quickly
	Decisions taken within the clause 8.4 turnaround times
	PO-1, PO-3

	SO-6
	Leave the Client with a complete, usable project record
	Deliverable D-26 accepted at closeout
	PO-6



3.3  What success looks like
The engagement will be regarded as successful if, at the end of the Services:
The asset was delivered to the approved brief, within the approved control budget, and on or before the target completion date, or any variance was formally approved before it occurred rather than reported after it.
No person was seriously harmed, and the Service Provider's safety assurance activity is evidenced rather than asserted.
The Client was never surprised: every material cost, time or risk movement was notified in the period it first became foreseeable.
Every contractual entitlement of the Client was preserved, and no entitlement was lost through a missed time bar or an unissued notice.
Deliverables were accepted at first submission in the great majority of cases, without the Client having to rewrite the Service Provider's work.
The final account was agreed without dispute, and the project record was handed over complete, indexed and in native format.
The Client would engage the Service Provider again on a comparable project.

[ This clause is not decorative. It is used at the performance reviews in clause 13.2 and should be read aloud at the first review. Edit it so it describes success on this project, not success in general. ]
3.4  Alignment to project objectives
The Service Provider must, when exercising any judgement or discretion under this SOW, act consistently with the Project objectives in clause 2.3 and their recorded priority. Where two objectives conflict and the conflict cannot be resolved within the Service Provider's delegation under clause 10.5, the Service Provider must escalate under clause 10.3 rather than resolve the conflict unilaterally.
4.  Scope of Services
4.1  General obligation
4.1.1	The Service Provider must perform the Services described in this clause 4, in Appendix A and in Appendix B, together with all things reasonably necessary or incidental to their proper performance, whether or not expressly described.
4.1.2	The Services must be performed with the degree of skill, care and diligence reasonably expected of a suitably qualified and experienced provider of comparable services on a project of similar type, scale, complexity and value in the applicable jurisdiction.
4.1.3	The Service Provider must perform the Services in accordance with the Agreement, this SOW, the Client's applicable policies and standards notified to it, and all laws applicable in the jurisdiction where the Services are performed.
4.1.4	The Service Provider must allocate sufficient, suitably qualified resources to perform the Services in accordance with the programme, and must not permit the Services to be delayed by its own resourcing decisions.
4.1.5	The Service Provider acknowledges it has satisfied itself as to the nature and extent of the Services, has raised all necessary clarifications before the Effective Date, and has priced the Services on the assumptions recorded in clause 8.

4.2  Scope by project phase
The table below summarises the Services by phase. Appendix A contains the detailed activity-level scope matrix, which prevails over this summary.
	Ref
	Phase
	Core obligation of the Service Provider
	Principal outputs
	In scope?

	P1
	Initiation / business case
	Establish governance, controls baseline and project execution plan
	Project execution plan, governance charter, initial risk register, control budget
	[Insert]

	P2
	Planning and design
	Manage design development, cost planning, approvals and stakeholder input
	Design programme, cost plans, design review reports, approvals tracker
	[Insert]

	P3
	Procurement / tender
	Package strategy, tender documentation, evaluation and award recommendation
	Procurement strategy, tender documents, evaluation report, award recommendation
	[Insert]

	P4
	Construction delivery
	Contract administration, cost and programme control, quality and safety oversight
	Monthly reports, progress claim assessments, variation assessments, forecast
	[Insert]

	P5
	Commissioning and handover
	Manage commissioning, completion, handover and operational readiness
	Commissioning plan oversight, completion checklists, handover register, O&M audit
	[Insert]

	P6
	Post-completion / defects
	Defects liability management, final account, benefits and lessons learned
	Defects register, final account report, project closeout report, lessons learned
	[Insert]



[ Mark each phase 'Yes', 'No' or 'Partial — see Appendix A'. Where a phase is partially in scope, the boundary must be described in Appendix A at activity level. A phase marked 'Partial' with no activity-level detail is an invitation to a dispute. ]
4.3  Services by discipline
The Service Provider's role in each discipline is stated below. "Lead" means the Service Provider owns the activity and its output. "Support" means the Service Provider contributes to an activity owned by another party. "Review" and "Approve" describe the Client's role.
	Ref
	Discipline
	Description of the service
	Service Provider
	Client

	D1
	Programme and schedule management
	Baseline, update, analyse and report the integrated project programme
	Lead
	Review

	D2
	Cost management and estimating
	Cost plans, estimates, cash flow, cost reports and change valuation
	Lead
	Review

	D3
	Contract administration
	Administer the construction contracts as the Client's representative
	Lead
	Approve

	D4
	Design management
	Coordinate the design team, manage design programme, reviews and change
	Lead
	Input

	D5
	Procurement and tendering
	Package strategy, tender process, evaluation and recommendation
	Lead
	Approve

	D6
	Risk and opportunity management
	Maintain the risk register, facilitate workshops, quantify exposure
	Lead
	Input

	D7
	Stakeholder and communications
	Stakeholder mapping, engagement plan, community and authority liaison
	Support
	Lead

	D8
	Health, safety and environment oversight
	Client-side assurance of contractor HSE systems and performance
	Support
	Lead

	D9
	Quality and technical assurance
	Assurance of the contractor's ITPs, inspections and non-conformance closeout
	Lead
	Review

	D10
	Commissioning and handover management
	Commissioning readiness, witness testing coordination, handover documentation
	Lead
	Review

	D11
	Reporting and project controls
	Monthly reporting, dashboards, earned value and forecasting
	Lead
	Review

	D12
	Information and document management
	CDE administration, document control, records and transmittals
	Lead
	Support



4.4  Services included
Without limiting clause 4.1, the Services include the following. This list is cumulative with Appendix A.
4.4.1	Act as the Client's principal representative for the Project and provide day-to-day management of the delivery of the Services and, where authorised, of the Works.
4.4.2	Prepare, obtain approval of, and maintain the Project Execution Plan, including governance, controls, assurance, communication and delegation arrangements.
4.4.3	Establish and maintain the integrated master programme, including baselining, monthly status updating, critical path analysis and what-if scenario modelling.
4.4.4	Establish and maintain the project control budget and cost plan, including the anticipated final cost forecast, commitment register and contingency drawdown register.
4.4.5	Prepare and maintain the Project cash flow forecast and reconcile actual expenditure against forecast each reporting period.
4.4.6	Manage the design programme and design team interfaces, chair design coordination meetings, and track design deliverables against the design deliverables schedule.
4.4.7	Coordinate and record design reviews at each design stage, including capture, tracking and closeout of review comments in a single comment register.
4.4.8	Manage value management and value engineering workshops, and maintain the register of opportunities identified, adopted, deferred or rejected with the reasons recorded.
4.4.9	Manage statutory approvals and third-party approvals interfaces, maintaining an approvals and conditions tracker to closeout.
4.4.10	Develop the procurement and packaging strategy, including recommended contract forms, packaging boundaries, market sounding and tender programme.
4.4.11	Prepare, assemble and issue tender documentation, manage the tender period including addenda and tenderer queries, and maintain the probity record of the process.
4.4.12	Evaluate tenders against the approved evaluation plan, prepare the tender evaluation report and award recommendation, and support contract negotiation and execution.
4.4.13	Administer the construction contracts on the Client's behalf, including instructions, notices, certificates, extensions of time and determinations, within the delegated authority recorded in clause 10.5.
4.4.14	Assess and certify contractor progress claims, including verification of quantities, measurement, retention, statutory declarations and supporting evidence.
4.4.15	Assess, price and recommend disposition of contractor variations and claims, and maintain the change and claims registers.
4.4.16	Chair and minute the Project Control Group, site and coordination meetings listed in clause 10.1, and issue minutes within the periods stated.
4.4.17	Maintain the Project risk and opportunity register, facilitate risk workshops at the frequency stated in clause 14.1, and report movement in the risk exposure each month.
4.4.18	Provide client-side assurance of the contractor's health, safety and environmental systems, including review of safety management plans and attendance at safety walks.
4.4.19	Provide client-side quality assurance, including review of inspection and test plans, surveillance of hold and witness points, and tracking of non-conformances to closure.
4.4.20	Manage commissioning readiness, witness testing coordination, and the transition to operational readiness including training and spares verification.
4.4.21	Manage the completion and handover process, including completion inspections, defects identification, handover documentation and warranty collation.
4.4.22	Manage the defects liability period, including defect notification, rectification tracking and final completion certification.
4.4.23	Prepare and issue the monthly report in the format required by Appendix H, and any ad hoc briefing papers or board papers reasonably requested.
4.4.24	Administer the common data environment and project document control in accordance with clause 15, including transmittals, revision control and the handover of native files.
4.4.25	Prepare the final account, project closeout report, benefits realisation input and lessons learned record at the end of the engagement.

4.5  Services excluded / out of scope
	Read this list line by line before issue. Ambiguous or missing exclusions are the number one cause of scope and fee disputes on professional services engagements. Anything the Client expects but which is not listed as included should be added to clause 4.4; anything the Service Provider has not priced should be listed here.



The following are expressly excluded from the Services. If the Client requires any of them, they must be instructed as a Variation under clause 12 and priced before the work is performed.
4.5.1	Design of any part of the Works. The Service Provider manages and coordinates design but does not perform, warrant or take design responsibility for the design of others.
4.5.2	Certification of design or structural adequacy, and any service requiring the Service Provider to sign a designer's or engineer's certificate.
4.5.3	Preparation of statutory approval applications, environmental impact statements, or planning submissions in the Service Provider's own name.
4.5.4	Payment of statutory fees, application fees, authority charges, headworks charges, connection fees, bonds or securities, all of which remain a Client cost.
4.5.5	Site acquisition, land assembly, easements, leasing, valuation, or negotiation of property rights with adjoining owners.
4.5.6	Legal advice of any kind, including drafting, interpretation or negotiation of contracts, and any advice on statutory obligations of the Client.
4.5.7	Financial, taxation, accounting, funding, treasury, hedging or insurance broking advice.
4.5.8	Geotechnical, contamination, hazardous materials, unexploded ordnance, heritage or archaeological investigation, and the management of any resulting condition.
4.5.9	Removal, remediation or management of asbestos, contaminated soil, per- and polyfluoroalkyl substances, or other hazardous materials.
4.5.10	Utility relocation and diversion design, negotiation of works with utility authorities, and any authority-imposed programme consequences.
4.5.11	Third-party or independent certification, including independent certifier, principal certifying authority, building surveyor and commissioning agent roles.
4.5.12	Discharge of the principal contractor's or site controller's statutory health and safety duties. The Service Provider provides oversight only, and does not direct the means, methods or sequencing of construction work.
4.5.13	Preparation of the contractor's programme, methodology, temporary works design or construction sequencing.
4.5.14	Supply, storage, security or insurance of Client-furnished equipment, loose furniture, artwork or operational assets.
4.5.15	Operational readiness activities beyond those in clause 4, including recruitment, business process re-engineering, change management and staff training delivery.
4.5.16	Relocation, decant, removalist services and the migration of the Client's operations, data or information technology systems.
4.5.17	Post-occupancy evaluation, facilities management, asset management system population and ongoing building tuning beyond the period stated in clause 4.
4.5.18	Marketing, sales, leasing, tenancy coordination or tenant fit-out management.
4.5.19	Expert witness services, litigation support, forensic delay analysis, forensic quantum analysis or attendance at any dispute proceeding, whether or not related to the Project.
4.5.20	Attendance at meetings, workshops, site visits or hearings in excess of the frequencies and durations stated in clause 10.1 and the assumptions in clause 8.
4.5.21	Preparation of documentation in a language other than [Insert contract language], and any translation, interpretation or certified translation service.
4.5.22	Travel outside [Insert defined travel zone], and any accommodation or subsistence associated with it, unless separately authorised in writing.
4.5.23	Provision of site accommodation, site establishment, plant, equipment, survey instruments, testing apparatus or information technology hardware for the Client's use.
4.5.24	Building information modelling authoring, model federation, clash detection or model auditing unless expressly included in clause 15.5.
4.5.25	Development of the Client's enterprise systems, dashboards or data integrations beyond the reporting required by clause 10.2 and Appendix H.
4.5.26	Re-performance of Services made necessary by a Client-directed change of scope, standard, brief or budget after the relevant Deliverable has been Accepted.
4.5.27	Services arising from the insolvency, default, abandonment or replacement of any contractor or consultant, including re-tendering and novation management.
4.5.28	Management of any package, stage or work not listed in Appendix A, including future stages, options, provisional sums released after the Effective Date and separable portions.
4.5.29	Any service that is expressed as an assumption in clause 8 and later proves untrue, to the extent that additional effort results.
4.5.30	Any service that is stated in this SOW to be the responsibility of the Client, another consultant, a contractor or a third party.

4.6  Additional services
4.6.1	The Client may instruct additional services at any time. Additional services are Variations and must be instructed, priced and authorised under clause 12 before the Service Provider commences them.
4.6.2	Where an additional service is of a type covered by the schedule of rates in Appendix C, it is priced at those rates unless the parties agree a lump sum.
4.6.3	The Service Provider must not perform additional services on the basis of an informal request, a meeting minute, a verbal instruction, or an email that does not expressly authorise a Variation. Work performed without authorisation is performed at the Service Provider's risk and is not payable.
4.6.4	The Service Provider must notify the Client in writing within [Insert] Business Days of becoming aware that an instruction, a change in circumstances, or the failure of an assumption in clause 8 constitutes or is likely to constitute a Variation.

4.7  Scope boundaries and interfaces
	Interface
	Service Provider obligation
	Boundary — where the obligation stops

	Design team
	Manage the design programme, coordinate reviews, track comment closeout
	Does not perform, check or warrant design; does not direct design solutions

	Head contractor
	Administer the contract, assess claims, monitor progress
	Does not direct means, methods, sequence or safety of construction work

	Statutory authorities
	Track approvals, coordinate responses to conditions
	Does not lodge applications or hold the applicant role

	Client operations
	Provide information for operational readiness planning
	Does not deliver operational change, training or recruitment

	Client finance
	Provide cost reports, forecasts and claim certifications
	Does not make payment, hold funds or provide financial advice

	Independent certifier
	Provide information and access as required
	Does not certify, and does not influence the certifier's determinations

	Other packages / stages
	Coordinate interfaces identified in Appendix A
	No obligation for packages or stages not listed in Appendix A



5.  Deliverables
5.1  General
5.1.1	The Service Provider must produce and submit the Deliverables listed in clause 5.4 and Appendix B, at the frequency and by the trigger stated, in the format stated.
5.1.2	Every Deliverable must be submitted through the common data environment in accordance with clause 15, using the naming convention in clause 15.3, and must be identified by its reference, revision and date.
5.1.3	A Deliverable is not submitted until it is submitted complete. Partial submissions, submissions marked "draft for information" where a formal issue is required, and submissions missing their supporting data do not start the review period in clause 6.
5.1.4	Each Deliverable must be accompanied by the native working files unless the Client agrees otherwise in writing. A PDF alone does not satisfy a native-file requirement.
5.1.5	The Service Provider must maintain a live deliverables register recording, for each Deliverable, its status, revision, submission date, review status, acceptance date and the acceptance certificate reference.

5.2  Deliverable standards
Each Deliverable must be internally consistent, and consistent with every other current Deliverable. A cost report that does not reconcile to the cost plan is not fit for purpose.
Each Deliverable must state its basis, its assumptions, its exclusions, its data sources and its date of information.
Each Deliverable must be traceable: the working files, calculations, models and source data behind it must be retrievable and must be handed over under clause 15.
Numerical Deliverables must be free of unexplained restatement. Where a figure changes from the previous period, the movement must be reconciled and explained.
Each Deliverable must be prepared, checked and approved by different individuals, and must record who did each on its cover sheet.

5.3  Ownership and reuse
5.3.1	Title to and intellectual property in the Deliverables is dealt with in clause 16.
5.3.2	The Client may reuse a Deliverable for the purposes of the Project, including for later stages and for the operation, maintenance, alteration and disposal of the asset, without further payment.
5.3.3	The Service Provider must not restrict the Client's use of a Deliverable by embedding proprietary formats, licence keys, watermarks or access controls that the Client cannot administer after the Services end.
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5.4  Deliverables table
	The rows below are realistic examples for a client-side construction project management engagement. They are provided to show the required level of detail. Edit, delete and extend every row so the table reflects the Deliverables actually being bought. Appendix B contains the expanded register with revision, distribution and retention columns.



	Ref
	Deliverable
	Description
	Format
	Standard / template
	Frequency
	Due date / trigger
	Reviewer
	Acceptance authority

	D-01
	Project Execution Plan
	Governance, controls, assurance and delivery approach for the Project
	DOCX + PDF
	Client PEP template
	Once, then 6-monthly
	15 BD from Effective Date
	Client PM
	Project Director

	D-02
	Project Governance Charter
	Committees, membership, quorum, delegations and decision rights
	DOCX + PDF
	Client governance template
	Once
	15 BD from Effective Date
	Client PM
	Project Sponsor

	D-03
	Baseline Master Programme
	Resource-loaded, logic-linked integrated programme with critical path
	XER/MPP + PDF
	Client scheduling standard
	Once, then re-baseline on approval
	20 BD from Effective Date
	Client Scheduler
	Project Director

	D-04
	Programme Update and Analysis
	Progress update, critical path narrative, slippage and recovery actions
	XER/MPP + PDF
	Client scheduling standard
	Monthly
	With monthly report
	Client Scheduler
	Client PM

	D-05
	Control Budget and Cost Plan
	Elemental cost plan reconciled to the approved control budget
	XLSX + PDF
	Elemental cost plan format
	At each design stage
	5 BD after stage issue
	Client Cost Manager
	Project Director

	D-06
	Cash Flow Forecast
	S-curve forecast of commitments and expenditure by period
	XLSX
	Client finance template
	Monthly
	With monthly report
	Client Finance
	Client PM

	D-07
	Monthly Project Report
	Full report per Appendix H, including cost, time, risk, HSE and quality
	PDF + native
	Appendix H
	Monthly
	By the 5th BD of each month
	Client PM
	Project Sponsor

	D-08
	Risk and Opportunity Register
	Live register with ratings, owners, treatments and quantified exposure
	XLSX or PMIS
	Client risk template
	Monthly, workshops quarterly
	With monthly report
	Client Risk Manager
	Client PM

	D-09
	Procurement and Packaging Strategy
	Package boundaries, contract forms, market approach and tender programme
	DOCX + PDF
	Client procurement template
	Once per stage
	[Insert date]
	Client Procurement
	Project Director

	D-10
	Tender Documentation Set
	Complete issued-for-tender package including conditions and returnables
	PDF + native
	Client tender template
	Per package
	Per procurement programme
	Client Procurement
	Project Director

	D-11
	Tender Evaluation Report
	Evaluation against the approved plan with scoring, probity and recommendation
	DOCX + PDF
	Client evaluation template
	Per package
	10 BD after tender close
	Evaluation Panel
	Delegated Authority

	D-12
	Contract Award Recommendation
	Recommendation, commercial summary, risk position and approval paper
	DOCX + PDF
	Client board paper format
	Per package
	With evaluation report
	Client Procurement
	Delegated Authority

	D-13
	Design Review Report
	Consolidated review comments, compliance check against brief and budget
	PDF + comment register
	Client review template
	Per design stage
	10 BD after stage issue
	Client Design Lead
	Client PM

	D-14
	Progress Claim Assessment and Certificate
	Assessment of contractor claim, measurement, retention and certificate
	PDF + XLSX
	Contract form
	Monthly
	Per contract time bar
	Client Cost Manager
	Superintendent / Contract Administrator

	D-15
	Variation Assessment and Register
	Assessment of entitlement and quantum, with cumulative change position
	XLSX + PDF
	Client change template
	Monthly, and per event
	10 BD from receipt
	Client Cost Manager
	Delegated Authority

	D-16
	Extension of Time Assessment
	Delay analysis, entitlement determination and programme impact
	DOCX + PDF
	Contract form
	Per event
	Per contract time bar
	Client PM
	Superintendent / Contract Administrator

	D-17
	Cost Report and Anticipated Final Cost
	Committed, incurred, forecast and contingency drawdown position
	XLSX + PDF
	Client cost report format
	Monthly
	With monthly report
	Client Cost Manager
	Project Director

	D-18
	HSE Assurance Report
	Audit and surveillance findings, incident summary and trend analysis
	PDF
	Client HSE template
	Monthly
	With monthly report
	Client HSE Manager
	Client PM

	D-19
	Quality Surveillance Report
	ITP surveillance, hold and witness point results, NCR status
	PDF
	Client quality template
	Monthly
	With monthly report
	Client Quality Lead
	Client PM

	D-20
	Commissioning Readiness Report
	Commissioning plan status, systems readiness, witness test schedule
	PDF
	Client commissioning template
	Monthly from [Insert stage]
	With monthly report
	Client Engineering
	Project Director

	D-21
	Completion and Handover Register
	Completion inspections, defects list, handover documents and warranties
	XLSX + PDF
	Client handover template
	Per completion event
	5 BD before completion
	Client Facilities
	Project Director

	D-22
	Operations and Maintenance Manual Audit
	Verification that O&M manuals, as-builts and warranties are complete
	PDF checklist
	Client O&M standard
	Per completion event
	10 BD before handover
	Client Facilities
	Client PM

	D-23
	Defects Register and Closeout Report
	Defect notification, rectification status and final completion position
	XLSX + PDF
	Client defects template
	Monthly during DLP
	Monthly, and at final completion
	Client Facilities
	Project Director

	D-24
	Final Account Report
	Reconciled final account for each contract with supporting evidence
	XLSX + PDF
	Client final account format
	Per contract
	20 BD after final completion
	Client Cost Manager
	Delegated Authority

	D-25
	Project Closeout and Lessons Learned Report
	Outturn performance, benefits input, lessons and record handover
	DOCX + PDF
	Client closeout template
	Once
	20 BD after final completion
	Client PM
	Project Sponsor

	D-26
	Records and Native File Handover
	Complete, indexed transfer of the project record in native formats
	Structured file set
	Clause 15 naming convention
	Once, plus on termination
	10 BD after final completion
	Client Records
	Client PM
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6.  Acceptance Criteria and Review Process
6.1  Fit for purpose
A Deliverable is fit for purpose, and is capable of Acceptance, when it satisfies each of the following criteria.
	Ref
	Acceptance criterion
	Test applied by the reviewer

	AC-1
	Complete
	Contains every element required by clause 5.4 or Appendix B, with no placeholder, blank field or unresolved query

	AC-2
	Compliant
	Complies with the format, template, standard and naming convention specified for it

	AC-3
	Accurate
	Free of material error; figures reconcile to their source and to the other current Deliverables

	AC-4
	Current
	Based on the latest issued information, and states its date of information

	AC-5
	Traceable
	Assumptions, exclusions, sources and methodology are stated and the working files are provided

	AC-6
	Decision-ready
	A competent reader can take the decision the Deliverable exists to support without further work

	AC-7
	Quality assured
	Records the prepare / check / approve chain, performed by different individuals

	AC-8
	Timely
	Submitted on or before the due date or trigger



"Fit for purpose" in this clause describes the standard of the Deliverable as a document. It does not impose a fitness-for-purpose warranty on the Service Provider's professional services, which are governed by the standard of care in clause 17.6 and by the Agreement.
6.2  Review periods
	Deliverable category
	Client review period
	Resubmission review period

	Routine periodic report or register (D-04, D-06, D-08, D-18, D-19)
	[Insert, e.g. 5] Business Days
	[Insert, e.g. 3] Business Days

	Monthly project report (D-07)
	[Insert, e.g. 5] Business Days
	[Insert, e.g. 3] Business Days

	Plan, strategy or governance document (D-01, D-02, D-09)
	[Insert, e.g. 10] Business Days
	[Insert, e.g. 5] Business Days

	Baseline programme or control budget (D-03, D-05)
	[Insert, e.g. 10] Business Days
	[Insert, e.g. 5] Business Days

	Tender or evaluation documentation (D-10, D-11, D-12)
	[Insert, e.g. 10] Business Days
	[Insert, e.g. 5] Business Days

	Contractual assessment or certificate (D-14, D-15, D-16)
	Per the contract time bar
	Per the contract time bar

	Completion, handover and closeout documentation (D-21 to D-26)
	[Insert, e.g. 15] Business Days
	[Insert, e.g. 10] Business Days



The review period starts on the first Business Day after a complete submission is received through the CDE and the reviewer is notified.
6.3  Review outcomes
	Outcome
	Meaning
	Consequence

	Accepted
	Meets all applicable criteria in clause 6.1
	Acceptance Certificate issued; any linked Milestone achieved; payment may be claimed

	Accepted with comments
	Meets the criteria; minor comments to be incorporated
	Accepted; comments incorporated in the next revision at no additional cost

	Not accepted — resubmit
	Fails one or more criteria
	Written reasons given by criterion; Service Provider resubmits under clause 6.4

	Not accepted — fundamental
	Fails so substantially that a further review would serve no purpose
	Escalated under clause 10.3; may trigger clause 13.3 remediation



The Client must state the outcome in writing within the review period, and where a Deliverable is not accepted must identify the criterion in clause 6.1 that is not met and the specific deficiency relied on. A rejection that does not identify a criterion and a deficiency is not effective.
6.4  Resubmission
6.4.1	The Service Provider must resubmit a corrected Deliverable within [Insert, e.g. 5] Business Days of receiving the reasons for non-acceptance, unless the Client agrees a longer period in writing.
6.4.2	A resubmission must be accompanied by a response schedule addressing each stated deficiency, identifying where and how it has been resolved. A resubmission without a response schedule is not a complete submission.
6.4.3	The Client's review of a resubmission is limited to the stated deficiencies and to any consequential change, unless the resubmission introduces new material.
6.4.4	Revisions must be clearly marked, with changes tracked or clouded, so the reviewer is not required to compare documents manually.

6.5  Rework at the Service Provider's cost
6.5.1	Where a Deliverable is not accepted because it fails a criterion in clause 6.1, all correction, resubmission and re-review effort is at the Service Provider's cost. No Variation, additional fee, time-related cost or extension of a Milestone arises.
6.5.2	Where a Deliverable requires amendment because of a Client-directed change, a change in the brief, or the failure of an assumption in clause 8, the amendment is a Variation under clause 12.
6.5.3	Where a Deliverable is rejected more than [Insert, e.g. 2] times, the Client may escalate under clause 10.3, require a remediation plan under clause 13.3, or require replacement of the responsible personnel under clause 13.5.
6.5.4	Repeated failure of the same criterion across different Deliverables is evidence of a systemic deficiency and may be treated as a performance failure rather than an isolated rejection.

6.6  Deemed acceptance
	Deemed acceptance protects the Service Provider from an unresponsive client. It also transfers real risk to the Client, because a defective Deliverable can become Accepted by inaction. Set the review periods in clause 6.2 to periods your organisation can genuinely meet, and make sure the named reviewers know they are named.



6.6.1	If the Client does not state a review outcome within the applicable review period, and does not request an extension before that period expires, the Deliverable is deemed Accepted on the Business Day after the period expires.
6.6.2	Deemed acceptance does not apply to a Deliverable that is materially incomplete on its face, to a contractual assessment or certificate, or where the Client has notified the Service Provider before expiry that additional time is required.
6.6.3	The Client may extend a review period once by up to [Insert, e.g. 5] Business Days by notice given before the original period expires.
6.6.4	Deemed acceptance does not relieve the Service Provider of liability for an error, omission or non-compliance in the Deliverable, and does not constitute a waiver of the standard of care in clause 17.6.

6.7  Acceptance certificate
Acceptance is evidenced by a Deliverable Acceptance Certificate in the form of Appendix G, signed by the Acceptance Authority named in clause 5.4. Where a Milestone payment is linked to Acceptance, the signed certificate is a condition precedent to the invoice for that Milestone.
7.  Milestones and Programme
7.1  Milestone table
	Every payment milestone must be objectively verifiable by a person who was not involved in achieving it. "Design substantially complete" is not verifiable; "developed design Deliverable D-13 Accepted under clause 6" is. Percentages below must total 100%.



	Ref
	Milestone
	Description / evidence of achievement
	Planned date
	Dependency
	Payment linked?
	Value / %

	M-01
	SOW mobilisation complete
	Team mobilised, PEP and governance charter Accepted
	[Insert date]
	Effective Date
	Yes
	5%

	M-02
	Baseline programme and control budget Accepted
	Baseline programme and control budget approved by the Client
	[Insert date]
	M-01; Client brief issued
	Yes
	5%

	M-03
	Concept design stage complete
	Concept design review report Accepted and cost plan reconciled
	[Insert date]
	Design consultant appointment
	Yes
	10%

	M-04
	Developed design stage complete
	Developed design Accepted, cost plan within control budget
	[Insert date]
	M-03
	Yes
	10%

	M-05
	Statutory approval obtained
	Principal development or building approval issued
	[Insert date]
	Authority determination
	Yes
	5%

	M-06
	Tender documentation issued to market
	Issued-for-tender package released for the main works
	[Insert date]
	M-04; procurement strategy approved
	Yes
	10%

	M-07
	Main works contract awarded
	Evaluation report Accepted and contract executed
	[Insert date]
	M-06; Client delegated approval
	Yes
	10%

	M-08
	Site possession and construction commencement
	Contractor granted access and works commenced
	[Insert date]
	M-07; Site availability
	No
	—

	M-09
	Construction 25% complete
	Certified value of work done reaches 25% of contract sum
	[Insert date]
	M-08
	Yes
	8%

	M-10
	Construction 50% complete
	Certified value of work done reaches 50% of contract sum
	[Insert date]
	M-09
	Yes
	8%

	M-11
	Construction 75% complete
	Certified value of work done reaches 75% of contract sum
	[Insert date]
	M-10
	Yes
	8%

	M-12
	Commissioning commenced
	Commissioning readiness report Accepted and testing started
	[Insert date]
	M-11
	No
	—

	M-13
	Practical completion achieved
	Certificate of practical completion issued for the main works
	[Insert date]
	M-12; contractor performance
	Yes
	10%

	M-14
	Handover and operational readiness complete
	Handover register closed, O&M audit Accepted, occupation achieved
	[Insert date]
	M-13
	Yes
	5%

	M-15
	Final account agreed
	Final account report Accepted for all contracts
	[Insert date]
	M-14; contractor agreement
	Yes
	4%

	M-16
	Defects liability period expired and project closed out
	Final completion certified, closeout report Accepted
	[Insert date]
	M-15; DLP expiry
	Yes
	2%



7.2  Programme obligations
7.2.1	The Service Provider must submit the baseline master programme within [Insert, e.g. 20] Business Days of the Effective Date, in the scheduling software and to the standard stated in clause 15.4.
7.2.2	The baseline programme must be logic-linked, free of open ends and constraints other than those agreed, must show the critical path, and must identify every Milestone in clause 7.1 and every Deliverable in clause 5.4.
7.2.3	The programme must be updated monthly with actual progress, remaining duration and revised logic, and must be accompanied by a written narrative explaining critical path movement, float consumption and any recovery action.
7.2.4	The Service Provider must not re-baseline the programme without the Client's written approval. An unapproved re-baseline conceals delay and is a performance failure.
7.2.5	Where the Service Provider's programme incorporates a contractor's programme, the Service Provider must review that programme for logic, resourcing and achievability and report its assessment rather than simply reproducing it.

7.3  Float
7.3.1	Float in the programme is a project resource. It is not owned by either party and is available to whichever party first requires it, subject to the terms of the Agreement.
7.3.2	The Service Provider must not conceal float through artificial logic, extended durations, unnecessary constraints or preferential sequencing.
7.3.3	Float consumption must be reported monthly, showing total float on the critical and near-critical paths and the movement since the previous period.
7.3.4	[Insert any project-specific float ownership provision, or delete this note if float is shared as above.]

7.4  Notification of delay
7.4.1	The Service Provider must notify the Client in writing within [Insert, e.g. 2] Business Days of becoming aware of any event or circumstance that is likely to delay a Milestone, a Deliverable due date, or the Project completion date.
7.4.2	The notice must state the event, the date it was first known, the Milestones and Deliverables affected, the estimated effect on the programme and cost, the mitigation available, and what the Client must decide and by when.
7.4.3	Notification does not of itself create an entitlement to time or money. Entitlement is determined under the Agreement and clause 12.
7.4.4	Failure to notify within the period stated does not extinguish an entitlement unless the Agreement expressly provides for a time bar, but the Service Provider is not entitled to recover any cost that timely notification would have avoided.

7.5  Consequences of late delivery
	Situation
	Consequence

	Deliverable submitted late for reasons within the Service Provider's control
	No fee adjustment; the Service Provider must recover the programme at its own cost; recorded against KPI 1

	Milestone missed for reasons within the Service Provider's control
	Milestone payment not payable until achieved; remediation plan may be required under clause 13.3

	Milestone missed because of Client delay or the failure of an assumption
	Milestone date adjusted; time-related cost recoverable under clause 11 as a Variation

	Milestone missed because of contractor or third-party delay
	Milestone date adjusted where the Service Provider could not reasonably have prevented or mitigated the delay

	Persistent late delivery across multiple periods
	Treated as a performance failure under clause 13; may constitute a substantial breach under clause 19.6

	[Insert any liquidated or agreed sum for a missed Milestone, or delete]
	[Insert the amount and the cap, and confirm it is a genuine pre-estimate]



[ Only include an agreed damages amount for a missed Milestone if the Agreement permits it and the amount is a genuine pre-estimate of loss. In many jurisdictions an amount that operates as a penalty is unenforceable. Take local legal advice before using this row. ]
8.  Assumptions, Dependencies and Client Obligations
8.1  Status of assumptions
8.1.1	The Services and the Fee are based on the assumptions in clause 8.2. Each assumption is a shared statement of the basis on which the engagement is priced and programmed.
8.1.2	If an assumption proves untrue, the consequence stated against it applies, and the Service Provider may notify a Variation under clause 12. The Service Provider must notify within [Insert, e.g. 10] Business Days of becoming aware that an assumption has failed.
8.1.3	The Service Provider must not rely on an assumption that it knew, or ought reasonably to have known, was untrue at the Effective Date.
8.1.4	An assumption is not a warranty by the Client unless expressly stated to be one.

8.2  Assumptions register
	Ref
	Subject
	Assumption
	If this proves untrue, then ...

	A-01
	Engagement duration
	The Services are performed over [Insert] months from the Effective Date without suspension.
	Fee is adjusted on a time-related basis at the rates in Appendix C for each month of extension.

	A-02
	Team resourcing
	The resourcing profile in clause 9.3 reflects the effort required for the Services.
	Effort beyond the stated allocations is a Variation priced under clause 12.

	A-03
	Client decisions
	The Client provides decisions within the turnaround times in clause 8.4.
	Programme dates move day-for-day and time-related costs are recoverable.

	A-04
	Client-furnished information
	Information listed in clause 8.3 is provided complete, accurate and on time.
	The Service Provider is entitled to rely on it; correction or re-work is a Variation.

	A-05
	Brief stability
	The Client brief, functional requirements and area schedule are fixed at [Insert stage].
	Changes after that stage are Variations, including consequential re-design management.

	A-06
	Budget adequacy
	The approved control budget is adequate for the brief at current market rates.
	Re-scoping, value engineering or re-tendering effort is a Variation.

	A-07
	Design team performance
	Design consultants deliver to the agreed design deliverables schedule.
	Additional coordination or recovery management effort is a Variation.

	A-08
	Site availability
	The Site is available, vacant and free of encumbrance from [Insert date].
	Standing time and re-programming costs are recoverable under clause 11.

	A-09
	Site conditions
	Ground, contamination and heritage conditions are as disclosed in the reports listed.
	Management of latent conditions is a Variation and may affect Milestones.

	A-10
	Statutory approvals
	Approvals are obtained within the periods shown on the baseline programme.
	Delay beyond [Insert] Business Days entitles a programme and fee adjustment.

	A-11
	Procurement outcome
	A compliant, affordable tender is received in the first tender round for each package.
	Re-tendering, negotiation or re-scoping effort is a Variation.

	A-12
	Number of packages
	The Services cover [Insert number] contract packages listed in Appendix A.
	Each additional package is a Variation priced at [Insert] per package or at rates.

	A-13
	Meeting frequency
	Meetings occur at the frequency and duration in clause 10.1.
	Additional meetings are charged at the rates in Appendix C.

	A-14
	Reporting scope
	One monthly report in the Appendix H format satisfies all reporting obligations.
	Additional report formats, board papers or funder reporting are Variations.

	A-15
	Site attendance
	Site attendance is [Insert] days per week from [Insert stage] to practical completion.
	Increased attendance is charged at the rates in Appendix C.

	A-16
	Systems and licences
	The Client provides access to its CDE and PMIS at no cost to the Service Provider.
	Licence and administration costs become a Reimbursable.

	A-17
	Working hours
	Services are performed during normal business hours in the applicable jurisdiction.
	Out-of-hours or shift attendance is charged at the overtime rates in Appendix C.

	A-18
	Contract form
	The construction contracts use the form identified in clause 2.5 without material amendment.
	Bespoke or heavily amended forms may require additional administration effort.

	A-19
	No dispute
	No contractual dispute, arbitration or litigation arises requiring the Service Provider's support.
	Dispute support is excluded under clause 4.4 and is a Variation if instructed.

	A-20
	Force majeure and market conditions
	No Force Majeure event, industrial action, pandemic restriction or supply failure occurs.
	Time and cost consequences are dealt with under the Agreement and clause 12.



8.3  Client-furnished information
The Client must provide the following at no cost to the Service Provider. The Service Provider is entitled to rely on it as complete and accurate, and is not required to verify it independently, unless this SOW expressly requires verification.
	Ref
	Information or item to be provided by the Client
	Client owner
	Required by

	CFI-01
	Approved Client brief, functional brief and area schedule
	Client Sponsor
	Effective Date

	CFI-02
	Approved control budget, funding approvals and cash flow constraints
	Client Finance
	Effective Date

	CFI-03
	Title, survey, easements, encumbrances and site boundary information
	Client Property
	Effective Date + 10 BD

	CFI-04
	Geotechnical, contamination, hazardous materials and services investigation reports
	Client Technical
	Effective Date + 10 BD

	CFI-05
	Existing as-built documentation, asset registers and condition reports
	Client Facilities
	Effective Date + 15 BD

	CFI-06
	Client standards, design guidelines, specifications and preferred products
	Client Technical
	Effective Date + 10 BD

	CFI-07
	Client governance framework, delegations of authority and approval thresholds
	Client Sponsor
	Effective Date

	CFI-08
	Templates and formats for reports, cost plans and registers
	Client PMO
	Effective Date + 5 BD

	CFI-09
	Access to the CDE, PMIS and finance systems with appropriate permissions
	Client IT / PMO
	Effective Date + 5 BD

	CFI-10
	Site access, inductions, permits, security passes and parking
	Client Facilities
	As required, 5 BD notice

	CFI-11
	Details and contact points for all separately engaged consultants and contractors
	Client PM
	Effective Date

	CFI-12
	Stakeholder register, engagement commitments and communications protocols
	Client Communications
	Effective Date + 10 BD

	CFI-13
	Existing contracts, deeds, agreements to lease and third-party commitments
	Client Legal
	Effective Date + 10 BD

	CFI-14
	Operational and decant requirements, occupancy constraints and staging needs
	Client Operations
	Effective Date + 15 BD

	CFI-15
	Insurance particulars, project insurances and claims history
	Client Risk
	Effective Date + 10 BD



8.4  Client decisions and turnaround times
The Client must provide decisions and responses within the periods below. These periods are a Client obligation, not a target.
	Decision or response required
	Turnaround
	Accountable

	Routine review of a Deliverable
	[Insert] Business Days
	Client PM

	Approval of a design stage
	[Insert] Business Days
	Project Control Group

	Approval of a Variation within delegation
	[Insert] Business Days
	Project Director

	Approval of a Variation above delegation
	[Insert] Business Days
	Project Sponsor / Board

	Response to a request for information
	[Insert] Business Days
	Client PM

	Payment approval of an undisputed invoice
	[Insert] Business Days
	Client Finance

	Provision of Client-furnished information on request
	[Insert] Business Days
	Relevant owner

	Escalated decision under clause 10.3
	[Insert] Business Days
	Per escalation ladder



	Late Client decisions are the most common cause of consultant time-related cost claims, and the hardest to defend, because the record is usually clear. Populate this table with realistic periods and hold both parties to them. Track adherence in the monthly report.



8.5  Other Client obligations
Appoint and maintain an authorised representative with the delegated authority recorded in clause 10.5, and notify any change in writing.
Give the Service Provider safe, timely and sufficient access to the Site and to Client premises, subject to induction and security requirements.
Procure that the Client's other consultants and contractors cooperate with the Service Provider and comply with the governance and reporting arrangements in clause 10.
Maintain the project insurances the Client is required to effect under the Agreement and provide evidence on request.
Pay undisputed invoices in accordance with clause 11.9.
Notify the Service Provider promptly of any change in the Client's requirements, funding, governance, approvals or operational constraints.
Not instruct the Service Provider's personnel directly outside the governance channels in clause 10, and not direct the Service Provider's subcontractors at all.

8.6  Dependency register
	Ref
	Dependency
	Depends on
	Owner
	Required by
	Effect if not met

	DEP-01
	Commencement of Services
	Executed Agreement and purchase order
	Client
	Effective Date
	No mobilisation; Milestone dates move day-for-day

	DEP-02
	Baseline programme
	Client brief and approved control budget
	Client
	Effective Date
	Baseline delayed; M-02 moves

	DEP-03
	Design management
	Appointment of design consultants
	Client
	[dd-mmm-yy]
	Design programme cannot be baselined

	DEP-04
	Cost planning
	Access to historical cost data and benchmarks
	Client
	Effective Date + 10 BD
	Cost plan carries wider tolerance bands

	DEP-05
	Procurement
	Approved procurement strategy and delegation
	Client
	[dd-mmm-yy]
	Tender programme slips; M-06 moves

	DEP-06
	Tender documentation
	Issued-for-tender design from the design team
	Design team
	[dd-mmm-yy]
	Tender release delayed

	DEP-07
	Contract award
	Client board or delegate approval
	Client
	[dd-mmm-yy]
	Award delayed; contractor pricing may lapse

	DEP-08
	Construction commencement
	Site availability and statutory approval
	Client / authority
	[dd-mmm-yy]
	Standing time; time-related cost

	DEP-09
	CDE and PMIS access
	Client IT provisioning and licences
	Client
	Effective Date + 5 BD
	Manual document control; Reimbursable cost

	DEP-10
	Commissioning management
	Contractor commissioning plan
	Contractor
	[dd-mmm-yy]
	Readiness reporting cannot commence

	DEP-11
	Handover
	O&M manuals and as-builts from the contractor
	Contractor
	[dd-mmm-yy]
	Handover delayed; occupation at risk

	DEP-12
	Final account
	Contractor final claim and substantiation
	Contractor
	[dd-mmm-yy]
	Closeout and M-15 delayed



9.  Roles, Responsibilities and Key Personnel
9.1  RACI convention
	Code
	Meaning
	Rule

	R
	Responsible
	Does the work. There may be more than one R.

	A
	Accountable
	Owns the outcome and signs it off. There is exactly one A per activity.

	C
	Consulted
	Two-way: must be given the opportunity to input before the decision.

	I
	Informed
	One-way: told after the decision.

	—
	Not involved
	No role in this activity.



9.2  RACI matrix
The matrix below covers the principal activities, using the role abbreviations in the legend. Appendix E contains the expanded matrix with full role names. Where this matrix and Appendix E differ, Appendix E prevails.
CS = Client Sponsor   ·   CPM = Client PM   ·   SPD = SP Project Director   ·   SPM = SP Project Manager   ·   DL = Design Lead   ·   CM = Cost Manager   ·   CTR = Contractor
	Activity
	CS
	CPM
	SPD
	SPM
	DL
	CM
	CTR

	Approve the Project business case and control budget
	A
	C
	I
	I
	I
	R
	—

	Prepare and maintain the Project Execution Plan
	A
	C
	A
	R
	C
	C
	I

	Establish and maintain the master programme
	I
	A
	A
	R
	C
	C
	C

	Maintain the cost plan and anticipated final cost
	I
	A
	A
	C
	I
	R
	I

	Manage the design programme and design reviews
	I
	A
	A
	R
	R
	C
	I

	Approve design at each stage gate
	A
	R
	C
	C
	C
	C
	I

	Develop the procurement and packaging strategy
	A
	C
	A
	R
	C
	C
	—

	Prepare and issue tender documentation
	I
	A
	A
	R
	C
	C
	—

	Evaluate tenders and recommend award
	A
	C
	A
	R
	C
	C
	—

	Execute the construction contract
	A
	R
	C
	I
	I
	I
	R

	Administer the construction contract
	I
	A
	A
	R
	C
	C
	C

	Assess and certify progress claims
	I
	A
	A
	C
	I
	R
	C

	Assess variations and claims
	A
	A
	R
	R
	C
	R
	C

	Manage the risk register and risk workshops
	I
	A
	A
	R
	C
	C
	C

	Deliver HSE performance on Site
	I
	I
	C
	C
	I
	I
	A

	Provide client-side HSE assurance
	I
	A
	A
	R
	I
	I
	C

	Deliver quality and close out non-conformances
	I
	C
	C
	C
	C
	I
	A

	Provide quality surveillance and ITP review
	I
	A
	A
	R
	C
	I
	C

	Prepare and issue the monthly report
	I
	A
	A
	R
	C
	C
	I

	Manage commissioning and operational readiness
	A
	A
	A
	R
	C
	I
	R

	Manage completion, handover and warranties
	I
	A
	A
	R
	C
	C
	R

	Manage the defects liability period
	I
	A
	A
	R
	I
	I
	R

	Agree the final account
	A
	A
	A
	C
	I
	R
	R

	Prepare the closeout and lessons learned report
	I
	A
	A
	R
	C
	C
	I



9.3  Key Personnel
The following individuals are Key Personnel. Their identity, seniority and availability are material to this engagement.
	Name
	Role
	Minimum allocation
	Rate (local currency / hour)
	Substitution restriction

	[Insert name]
	Project Director
	[Insert]%
	[Insert]
	No substitution without consent

	[Insert name]
	Project Manager
	[Insert]%
	[Insert]
	No substitution without consent

	[Insert name]
	Senior Cost Manager
	[Insert]%
	[Insert]
	No substitution without consent

	[Insert name]
	Contract Administrator
	[Insert]%
	[Insert]
	Consent not to be unreasonably withheld

	[Insert name]
	Planner / Scheduler
	[Insert]%
	[Insert]
	Consent not to be unreasonably withheld

	[Insert name]
	Design Manager
	[Insert]%
	[Insert]
	No substitution without consent

	[Insert name]
	HSE Advisor
	[Insert]%
	[Insert]
	Equivalent competency required

	[Insert name]
	Document Controller
	[Insert]%
	[Insert]
	Equivalent competency required



[ Percentage allocations only mean something if they are measured. Require monthly timesheet reporting of actual hours by named individual against the committed allocation, and report it as KPI 14. A commitment nobody measures is a commitment nobody keeps. ]
9.4  Substitution and continuity
9.4.1	The Service Provider must not remove, replace or materially reduce the involvement of any Key Personnel without the Client's prior written consent, except where the individual resigns, is incapacitated, dies, or is removed for serious misconduct.
9.4.2	Where a substitution is unavoidable, the Service Provider must propose a replacement of equivalent or superior qualifications, experience and availability within [Insert, e.g. 10] Business Days, together with the individual's curriculum vitae and referees.
9.4.3	The Service Provider must provide a documented handover of no less than [Insert, e.g. 10] Business Days of overlap between the outgoing and incoming individual, at the Service Provider's cost.
9.4.4	No additional fee, mobilisation cost, learning-curve cost or time-related cost is payable in connection with a substitution initiated by the Service Provider.
9.4.5	The Client may, acting reasonably, require the removal of any of the Service Provider's personnel whose performance, conduct or safety behaviour is unsatisfactory. The Service Provider must replace that person within [Insert, e.g. 10] Business Days at its own cost.
9.4.6	The Service Provider must notify the Client within [Insert, e.g. 5] Business Days of becoming aware that any Key Personnel is likely to become unavailable.

9.5  Minimum time commitments
9.5.1	Key Personnel must devote at least the allocation stated in clause 9.3 to the Project, measured monthly and reported with the monthly report.
9.5.2	The Service Provider must attend the Site at the frequency stated in assumption A-15 and must attend every meeting listed in clause 10.1 at the seniority stated there.
9.5.3	Where actual effort falls below [Insert, e.g. 85]% of the committed allocation in any month without the Client's agreement, the Client may abate the Fee for that month proportionally, without prejudice to any other right.

9.6  Subcontracting and novation
9.6.1	The Service Provider must not subcontract any part of the Services without the Client's prior written consent, other than to a subcontractor identified in clause 9.7.
9.6.2	Consent to subcontract does not relieve the Service Provider of any obligation. The Service Provider remains fully responsible for the acts and omissions of its subcontractors as if they were its own.
9.6.3	Every subcontract must impose obligations equivalent to those in this SOW relating to confidentiality, intellectual property, information security, safety, conflicts, anti-bribery, modern slavery, records and audit.
9.6.4	The Service Provider must not assign or novate this SOW or the Agreement without the Client's prior written consent. The Client may novate to a related body corporate, a successor entity, a special purpose vehicle or a delivery partner on notice, and the Service Provider must execute the required documents promptly.
9.6.5	The Client may require the Service Provider to novate any third-party appointment it holds for the Project to the Client or its nominee on termination or completion.

9.7  Approved subcontractors
	Subcontractor
	Scope subcontracted
	Approved?
	Conditions

	[Insert]
	[Insert]
	[Yes / No]
	[Insert]

	[Insert]
	[Insert]
	[Yes / No]
	[Insert]

	[Insert]
	[Insert]
	[Yes / No]
	[Insert]



9.8  Organisation chart
[Insert the project organisation chart here. It must show: the Client's governance bodies and representatives; the Service Provider's team including every named individual in clause 9.3 with their allocation; every other consultant and contractor; and the reporting and instruction lines between them. Mark clearly which lines are instruction lines and which are coordination lines only.]
	[ Insert organisation chart image or embedded object here ]



10.  Governance, Reporting and Communication
10.1  Meeting schedule
	Meeting
	Purpose
	Frequency
	Attendees
	Chair
	Outputs

	Project Control Group
	Strategic direction, approvals, escalated risks and change
	Monthly
	Sponsor, Client PM, SP Project Director
	Client Sponsor
	Minutes + actions within 3 BD

	Project Team Meeting
	Delivery coordination, programme, actions and issues
	Fortnightly
	Client PM, SP team, discipline leads
	SP Project Manager
	Minutes + action register within 3 BD

	Design Coordination Meeting
	Design progress, interfaces, comment closeout
	Weekly during design
	Design team, SP Design Manager
	SP Design Manager
	Minutes + comment register update

	Site Progress Meeting
	Progress, quality, HSE, RFIs, programme and claims
	Weekly during construction
	Contractor, SP team, Client PM
	SP Project Manager
	Minutes + site instruction log

	Cost and Commercial Review
	Cost report, forecast, change and contingency
	Monthly
	Client Finance, Cost Manager, SP Project Director
	SP Cost Manager
	Cost report + change register

	Risk Workshop
	Review and re-score risks, agree treatments and owners
	Quarterly
	Full project team and key stakeholders
	SP Project Manager
	Updated risk register within 5 BD

	HSE Walk and Review
	Site safety observation and system assurance
	Monthly
	Client HSE, SP HSE Advisor, Contractor
	Client HSE Manager
	Observation report within 3 BD

	Commissioning and Handover Meeting
	Readiness, testing, documentation and training
	Fortnightly from [Insert stage]
	Client Facilities, Contractor, SP team
	SP Project Manager
	Readiness tracker update

	Stakeholder / Community Briefing
	External communications and community impacts
	As required
	Client Communications, SP Project Manager
	Client Communications
	Briefing note and issues log



The Service Provider must prepare and circulate an agenda at least [Insert, e.g. 2] Business Days before each meeting it chairs, and issue minutes with a numbered action register within the period stated above. Minutes are taken as agreed if no written objection is received within [Insert, e.g. 3] Business Days.
[ Attendance at the frequencies above is priced into the Fee. If you increase the frequency or add meetings, that is a Variation. Conversely, if you can combine meetings, do — meeting load is one of the largest hidden costs on a client-side engagement. ]
10.2  Reporting requirements
	Report
	Content
	Frequency
	Due
	Recipient

	Monthly Project Report
	Full contents per Appendix H
	Monthly
	By the 5th Business Day
	Client PM and Project Control Group

	Executive Dashboard
	One-page RAG summary of cost, time, risk, HSE, quality
	Monthly
	With monthly report
	Project Sponsor

	Cost Report and Anticipated Final Cost
	Budget, commitment, expenditure, forecast, contingency
	Monthly
	With monthly report
	Client Finance

	Programme Status Report
	Progress, critical path, float erosion, recovery actions
	Monthly
	With monthly report
	Client PM

	Cash Flow Forecast
	Rolling forecast to completion by period
	Monthly
	With monthly report
	Client Finance

	Risk and Opportunity Report
	Top risks, movement, treatment status, quantified exposure
	Monthly
	With monthly report
	Client Risk Manager

	Change and Variation Register
	Cumulative change position and pipeline
	Monthly
	With monthly report
	Client PM

	HSE Report
	Incidents, near misses, audits, statutory notices
	Monthly
	With monthly report
	Client HSE Manager

	Quality and NCR Report
	ITP status, hold points, non-conformances
	Monthly
	With monthly report
	Client Quality Lead

	Exception / Early Warning Notice
	Any matter threatening cost, time, quality, HSE or reputation
	As it arises
	Within 2 BD of becoming aware
	Client PM and Sponsor

	Board / Investment Committee Paper
	Approval papers for gateway decisions
	Per gateway
	10 BD before the meeting
	Project Sponsor

	Weekly Flash Report
	One-page progress, look-ahead and blockers
	Weekly
	By close of business Friday
	Client PM



The monthly report must follow the structure in Appendix H. A report that omits a required section, or that reports a section as "no change" without confirming it was reviewed, is not a complete submission for the purposes of clause 5.1.
10.3  Escalation ladder
	Level
	Trigger
	Escalate to
	Response time
	Forum

	Level 1
	Day-to-day delivery issue, RFI, minor coordination
	SP Project Manager ↔ Client PM
	2 Business Days
	Project team meeting

	Level 2
	Issue affecting a Deliverable due date, or change up to [Insert] value
	SP Project Director ↔ Client Project Director
	5 Business Days
	Project Control Group

	Level 3
	Issue affecting a Milestone, the control budget or a Key Personnel change
	SP Regional Director ↔ Client Project Sponsor
	5 Business Days
	Project Control Group

	Level 4
	Material breach, safety event, or dispute under clause 20
	SP Executive ↔ Client Executive Sponsor
	10 Business Days
	Formal dispute process



10.3.1	An issue must be escalated to the next level if it is not resolved within the response time for the current level.
10.3.2	Escalation must be in writing, must state the issue, the resolution attempted, the decision required and the consequence of further delay.
10.3.3	Escalation is not a substitute for performance. Both parties must continue to perform their obligations while an issue is escalated.
10.3.4	A Level 4 escalation that remains unresolved may be referred to dispute resolution under clause 20.

10.4  Communication protocols
All formal communications must be issued through the CDE and recorded against the correct project, package and document type.
Contractual notices must be issued in the manner and to the addresses required by the Agreement. Email alone is not sufficient for a contractual notice unless the Agreement expressly permits it.
The Service Provider must not communicate directly with a statutory authority, a funder, the media or the community on the Client's behalf without the Client's prior written authorisation.
The Service Provider must copy the Client's single point of contact on all material correspondence with contractors and consultants.
Instructions to contractors must be issued only by the person holding the relevant delegation under clause 10.5 and only in the form required by the construction contract.
The Service Provider must respond to a Client request for information within [Insert, e.g. 2] Business Days, or acknowledge and state when a substantive response will follow.

10.5  Decision authority and tolerances
	Decision
	Authority
	Threshold / tolerance

	Issue routine correspondence and site instructions of no cost or time effect
	SP Project Manager
	Nil

	Issue requests for information and design clarifications
	SP Project Manager
	Nil

	Approve a contractor variation
	SP Project Director
	Up to [Insert] per event

	Approve cumulative variations
	Client Project Director
	Up to [Insert] cumulative

	Draw down project contingency
	Client Project Director
	Up to [Insert] per event

	Grant an extension of time
	Superintendent / Contract Administrator
	Per the contract

	Certify a progress claim
	Superintendent / Contract Administrator
	Per the contract

	Approve a change to this SOW
	Client Project Sponsor
	Per clause 12

	Approve a Key Personnel substitution
	Client Project Sponsor
	Per clause 9.4

	Approve a change to the control budget
	Client Board / Investment Committee
	Any amount



	The delegations recorded here must match the Client's own instrument of delegation and the construction contract. A Service Provider acting outside its delegation exposes the Client to unauthorised commitments; a Service Provider with too narrow a delegation cannot administer the contract within the time bars. Check both documents before issuing this SOW.



10.6  Single point of contact
10.6.1	Each party must nominate a single point of contact for the engagement, named in clause 1.1. All formal instructions, submissions and notices pass through them.
10.6.2	The Service Provider is not obliged to act on, and must not act on, an instruction that does not come from the Client's single point of contact or a person holding the relevant delegation under clause 10.5.
10.6.3	Either party may change its single point of contact by written notice, effective on receipt.
10.6.4	Day-to-day technical liaison between team members is encouraged and is not a substitute for, and does not constitute, a formal instruction.

11.  Fees, Payment and Commercial Terms
11.1  Fee basis
The Fee for the Services is calculated on the basis marked below. Delete every basis that does not apply.
	Fee basis
	When it is appropriate
	Advantage
	Watch out for

	Lump sum / fixed fee
	Scope is well defined, stable and time-bounded; deliverables are clearly specified.
	Price certainty for the Client; the Service Provider carries efficiency risk.
	Requires a rigorous exclusions list and a working change control process, or it becomes a claims vehicle.

	Schedule of rates (time-charge)
	Scope or duration is uncertain, or the engagement is advisory and reactive.
	Flexible; the Client pays for effort actually expended.
	No cost certainty. Always pair with a not-to-exceed cap and monthly effort reporting.

	Time and materials with a cap
	Scope is broadly known but the effort profile is uncertain.
	Balances flexibility and control; the cap protects the Client.
	Define clearly whether the cap is per stage or overall, and what happens on reaching it.

	Cost plus fixed fee / percentage
	Delivery-partner or integrated-team arrangements with open-book costs.
	Transparency of actual cost; suits early or evolving scope.
	Requires audit rights, an agreed cost build-up and a defined overhead and profit rate.

	Target cost with pain / gain share
	Collaborative delivery where both parties can influence outturn cost.
	Aligns incentives to beat the target.
	Needs a robust target-setting process, an agreed share ratio and a defined adjustment mechanism for scope change.

	Percentage of construction cost
	Traditional consultancy engagements where scope scales with project value.
	Simple to administer and scales with project size.
	Perverse incentive: fee rises with cost. Cap the fee, define the cost base, and state how it is adjusted for Variations.



[ Choose one primary basis and, if needed, one secondary basis for a defined part of the scope (for example lump sum for the design stages and a capped time charge for construction-phase attendance). Record why you chose it — that record is useful when the engagement is audited or when the basis is challenged two years later. ]
	SELECTED FEE BASIS

	Primary fee basis
	[Insert the selected basis]

	Secondary fee basis (if any)
	[Insert basis and the scope it applies to]

	Total fee (excluding taxes and Reimbursables)
	[Insert amount and currency]

	Not-to-exceed cap (if applicable)
	[Insert amount and currency]

	Reimbursables allowance
	[Insert amount and currency, or 'at cost, no allowance']

	Fee as a percentage of construction cost (if applicable)
	[Insert %] of [Insert defined cost base]



11.2  Fee schedule
	Ref
	Stage / component of the Services
	Basis
	Fee (local currency)
	% of total
	Payment trigger

	F-01
	Stage 1 — Initiation and mobilisation
	Lump sum
	[Insert]
	[Insert]%
	M-01

	F-02
	Stage 2 — Planning and concept design
	Lump sum
	[Insert]
	[Insert]%
	M-03

	F-03
	Stage 3 — Developed and detailed design
	Lump sum
	[Insert]
	[Insert]%
	M-04

	F-04
	Stage 4 — Procurement and tender
	Lump sum
	[Insert]
	[Insert]%
	M-06 / M-07

	F-05
	Stage 5 — Construction delivery
	Time-related, monthly
	[Insert]
	[Insert]%
	Monthly / M-09 to M-11

	F-06
	Stage 6 — Commissioning and handover
	Lump sum
	[Insert]
	[Insert]%
	M-13 / M-14

	F-07
	Stage 7 — Post-completion and defects
	Schedule of rates, capped
	[Insert]
	[Insert]%
	M-16

	F-08
	Provisional sum — additional services (if instructed)
	Schedule of rates
	[Insert]
	—
	On instruction

	
	Total fee (excluding taxes and Reimbursables)
	
	[Insert]
	100%
	



The fee percentages must total 100%. Where a stage is not in scope under clause 2.4, delete the row rather than showing a nil value.
11.3  Schedule of rates
The rates below apply to Variations, additional services and any time-charged component of the Fee. Rates are hourly, in [Insert currency], exclusive of applicable taxes, and inclusive of all overheads, on-costs and profit.
	Role
	Year 1
	Year 2
	Year 3
	Year 4

	Project Director / Principal
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	Senior Project Manager
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	Project Manager
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	Assistant Project Manager
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	Contract Administrator / Superintendent's Representative
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	Senior Cost Manager / Quantity Surveyor
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	Cost Manager / Quantity Surveyor
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	Planner / Scheduler
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	Design Manager
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	Site Superintendent / Clerk of Works
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	HSE Advisor
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	Risk Manager
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	Specialist Advisor / Technical Expert
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	Document Controller / Project Administrator
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	Graduate / Cadet
	[Insert]
	[Insert]
	[Insert]
	[Insert]



Rates are fixed for the period stated and adjust only in accordance with clause 11.11.
Time is recorded and charged in increments of [Insert, e.g. 0.25] hours.
Travel time is [chargeable / not chargeable]. If chargeable, state the rate and the maximum chargeable hours per day.
Overtime, weekend and public holiday attendance is charged at [Insert multiplier] of the standard rate, and only where authorised in advance in writing.
A rate must not be charged for a role more senior than the work reasonably requires.

11.4  Reimbursable expenses
The following are recoverable at cost, without mark-up, on production of receipts or supplier invoices, and only where authorised in advance where this SOW requires authorisation.
11.4.1	Economy-class travel beyond [Insert] km from the Service Provider's nominated office, authorised in advance in writing.
11.4.2	Accommodation and subsistence for authorised overnight travel, at the Client's travel policy rates.
11.4.3	Printing, plotting and binding of documents expressly requested by the Client in hard copy.
11.4.4	Statutory searches, title searches and third-party data purchases requested by the Client.
11.4.5	Courier and freight charges for physical items required for the Project.
11.4.6	Specialist software licences procured specifically for the Project at the Client's written direction.

11.5  Expenses not recoverable
The following are deemed included in the Fee and are not recoverable as Reimbursables under any circumstances.
11.5.1	Salaries, on-costs, bonuses, overheads, profit and general administration.
11.5.2	Home-to-office travel, local travel within the nominated office region, and vehicle running costs.
11.5.3	Mobile telephony, data, internet, and standard information technology hardware and software.
11.5.4	Standard office consumables, stationery, in-house printing and general reproduction.
11.5.5	Professional indemnity, public liability and workers compensation insurance premiums.
11.5.6	Professional subscriptions, registrations, continuing professional development and training.
11.5.7	Recruitment, mobilisation, demobilisation and staff replacement costs.
11.5.8	Entertainment, hospitality, alcohol, fines, penalties and parking infringements.
11.5.9	Costs arising from the Service Provider's error, omission, rework or negligence.
11.5.10	Any expense not authorised in advance in writing where prior authorisation is required.

	Reimbursables cap
	[Insert amount, or '% of Fee', or 'nil — all costs included']

	Mark-up on Reimbursables
	Nil

	Prior authorisation threshold
	[Insert amount] per item

	Travel policy applied
	[Insert: the Client's travel policy / the Service Provider's policy]



11.6  Invoicing
11.6.1	The Service Provider must invoice monthly in arrears, or on achievement of a Milestone where the Fee is milestone-based, and must submit each invoice to [Insert invoicing address or portal].
11.6.2	Every invoice must state: the SOW reference; the purchase order number; the period covered; the stage or Milestone claimed; the amount claimed this period; the amount claimed to date; the percentage of each stage complete; and the balance remaining.
11.6.3	Every invoice must be supported by: a progress narrative; the timesheet detail by named individual, role, date and activity where any component is time-charged; receipts for every Reimbursable; and the signed Acceptance Certificate where the claim is linked to a Deliverable or Milestone.
11.6.4	An invoice that is not supported as required is not a valid invoice and the payment period does not commence until the supporting documentation is provided.
11.6.5	The Service Provider must not claim for a Milestone before it is achieved, or for a Variation before it is authorised in writing under clause 12.
11.6.6	The final invoice must be marked "final" and must be submitted within [Insert, e.g. 20] Business Days of completion of the Services. Claims submitted after that period are barred.

11.7  Payment terms
	PAYMENT TERMS

	Payment period
	[Insert, e.g. 30] days from receipt of a valid invoice

	Payment method
	[Insert, e.g. electronic funds transfer to the nominated account]

	Purchase order required before invoicing
	[Yes / No]

	Invoicing frequency
	[Insert, e.g. monthly in arrears]

	Disputed amounts
	The undisputed portion must be paid within the payment period

	Interest on late payment
	[Insert rate and basis, or 'as provided in the Agreement']

	Statutory payment regime
	The security of payment or prompt payment regime of the applicable jurisdiction applies and prevails over this clause to the extent of any inconsistency



	Many jurisdictions have mandatory security of payment, prompt payment or construction payment legislation that overrides agreed payment periods, imposes response deadlines and creates adjudication rights. Confirm what applies in the applicable jurisdiction before setting the payment period, and make sure the Client's payment process can actually meet it.



11.8  Retention
11.8.1	The Client may retain [Insert, e.g. 5]% of each payment, up to a maximum of [Insert, e.g. 5]% of the total Fee.
11.8.2	Half of the retention is released on [Insert trigger, e.g. Acceptance of Deliverable D-21 at practical completion], and the balance on [Insert trigger, e.g. Acceptance of Deliverable D-25 at closeout].
11.8.3	Retention is not held as trust money unless the applicable jurisdiction requires it.
11.8.4	The Service Provider may substitute an unconditional undertaking from a financial institution acceptable to the Client for cash retention, at its own cost.
11.8.5	[Delete this clause entirely if no retention is held on professional services — retention is uncommon on consultancy engagements in many markets and may be resisted.]

11.9  Escalation and indexation
11.9.1	The Fee and the rates in clause 11.3 are fixed until [dd-mmm-yy].
11.9.2	After that date they adjust annually on [Insert date] by the lesser of the movement in [Insert published index, e.g. the applicable jurisdiction's consumer price index or wage price index] over the preceding 12 months and [Insert, e.g. 4]%.
11.9.3	The Service Provider must give at least [Insert, e.g. 30] days written notice of an adjustment, showing the calculation and the published index figures relied on.
11.9.4	No adjustment applies to a lump sum for a stage that should have been completed before the adjustment date but was delayed by the Service Provider.

11.10  Taxes, currency and exchange
11.10.1	All amounts are exclusive of value added tax, goods and services tax, sales tax or equivalent transaction taxes, which are payable in addition on production of a valid tax invoice.
11.10.2	Each party is responsible for its own income, corporate, payroll and employment taxes.
11.10.3	Where withholding tax is required by law, the paying party may withhold and must provide the recipient with the certificate or receipt evidencing the payment.
11.10.4	The currency of the engagement is [Insert currency code]. All invoices and payments are in that currency.
11.10.5	Where any cost is incurred in another currency, it is converted at [Insert basis, e.g. the published mid-market rate on the date the cost is incurred]. Exchange rate risk is borne by [Insert party].

11.11  Suspension for non-payment and set-off
11.11.1	If the Client fails to pay an undisputed amount by its due date, the Service Provider may give written notice requiring payment within [Insert, e.g. 10] Business Days.
11.11.2	If payment is not made within that period, the Service Provider may suspend the Services on a further [Insert, e.g. 5] Business Days written notice, unless the Agreement or the applicable statutory payment regime provides otherwise.
11.11.3	Before suspending, the Service Provider must secure the Project position: issue all outstanding contractual notices and certificates, notify the Client of any approaching time bar, and confirm the status of every open matter in writing.
11.11.4	The Service Provider must resume the Services promptly on payment, and is entitled to the reasonable, evidenced costs of demobilisation and remobilisation and to a corresponding adjustment of the Milestone dates.
11.11.5	The Client may set off against any amount payable any amount due from the Service Provider under this SOW or the Agreement, provided it gives written notice of the amount, the basis and the calculation before the set-off takes effect.

12.  Variations and Change Control
12.1  What constitutes a Variation
A Variation to this SOW arises where any of the following occurs.
An addition to, omission from or change in the Services or the Deliverables.
A change in the standard, format, frequency or acceptance criteria applying to a Deliverable.
A change in a Milestone date or in the sequence or duration of the Services, other than one caused by the Service Provider.
The failure of an assumption in clause 8.2, to the extent stated against that assumption.
The failure of the Client to provide information under clause 8.3, or a decision within the turnaround in clause 8.4, where that failure causes additional effort or delay.
A change in the delivery model, contract form, packaging strategy or number of packages.
A change in law or in a mandatory standard that materially increases the cost or effort of performing the Services.
A suspension, or the resumption of the Services after a suspension.
An instruction to perform any service listed as excluded in clause 4.5.

The following do not constitute a Variation: correction of the Service Provider's own errors or omissions; rework arising from non-acceptance under clause 6.5; resourcing changes made by the Service Provider; and effort arising from the Service Provider's inefficiency, mobilisation or staff turnover.
12.2  Change control process
	Step
	Action
	Responsible
	Period

	1
	Identify the change and notify the other party in writing
	Either party
	Within [Insert, e.g. 5] BD of becoming aware

	2
	Raise a Change Request using the form in Appendix F, with a unique reference
	Originating party
	Within [Insert, e.g. 5] BD of notification

	3
	Price and programme the change: effort by role, cost, Milestone effect, risk effect, and effect on other Deliverables
	Service Provider
	Within [Insert, e.g. 10] BD of the Change Request

	4
	Review, clarify and negotiate the assessment
	Both parties
	Within [Insert, e.g. 5] BD of the assessment

	5
	Approve, reject or defer within the delegation in clause 10.5
	Client delegate
	Within [Insert, e.g. 5] BD

	6
	Record the outcome in the change log and update the affected registers
	Service Provider
	Within [Insert, e.g. 3] BD of the decision

	7
	Perform the varied Services
	Service Provider
	Per the approved change

	8
	Reflect the change in the next monthly report and the next invoice
	Service Provider
	Next reporting period



12.3  Pricing of Variations
12.3.1	A Variation is priced, in order of preference: by a lump sum agreed before the work commences; failing that, at the rates in Appendix C applied to a reasonable and agreed assessment of effort; failing that, on a time-charge basis against an agreed not-to-exceed cap with daily records.
12.3.2	The Service Provider's assessment must show effort by named role and hours, the rate applied, any Reimbursable, the effect on Milestones, the effect on other Deliverables, and any consequential change to assumptions.
12.3.3	An omission is valued using the same basis and rates as the original pricing. The Service Provider is not entitled to retain the profit component of omitted work unless the Agreement so provides.
12.3.4	The Service Provider must not include in a Variation any element of cost already recovered in the Fee, or any cost caused by its own delay or error.
12.3.5	Cumulative Variations exceeding [Insert, e.g. 10]% of the original Fee require approval at the level stated in clause 10.5, regardless of the value of the individual Variation.

12.4  No work without authorisation
	The Service Provider must not commence a varied service before written authorisation is issued. Work performed without authorisation is at the Service Provider's risk and is not payable, even if the Client benefits from it. The only exception is work reasonably necessary to prevent injury, protect property, or preserve a contractual entitlement of the Client that would otherwise be lost — and the Service Provider must notify the Client of that work within one Business Day.



12.5  Change log
The Service Provider must maintain a cumulative change log and issue it with each monthly report. The log must show the position for the engagement as a whole, not only the movement in the period.
	CR ref
	Description
	Date raised
	Status
	Fee effect
	Programme effect
	Approved by
	Approval date

	CR-001
	[Insert]
	[dd-mmm-yy]
	[Draft / Submitted / Approved / Rejected / Withdrawn]
	[Insert]
	[Insert]
	[Insert]
	[dd-mmm-yy]

	CR-002
	[Insert]
	[dd-mmm-yy]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[dd-mmm-yy]

	
	Total approved to date
	
	
	[Insert]
	[Insert]
	
	

	
	Total pending
	
	
	[Insert]
	[Insert]
	
	

	
	Cumulative % of original Fee
	
	
	[Insert]%
	
	
	



12.6  Disputed Variations
12.6.1	If the parties cannot agree whether an event is a Variation, or its value, either party may escalate the matter under clause 10.3.
12.6.2	The Client may direct the Service Provider to proceed with the disputed work pending resolution. In that case the Service Provider must proceed, must keep contemporaneous records of the actual effort and cost, and must submit those records weekly.
12.6.3	Contemporaneous records submitted under this clause are without prejudice to either party's position on entitlement.
12.6.4	A disputed Variation that remains unresolved after escalation is dealt with under clause 20.

13.  Performance Management and KPIs
13.1  Principles
13.1.1	Performance is measured against the key performance indicators in clause 13.6. Each KPI must be capable of objective measurement from an identified data source that both parties can access.
13.1.2	The Service Provider must report actual performance against every KPI with the monthly report, including the underlying data, and must not self-assess a KPI without evidence.
13.1.3	A KPI that cannot be measured from an identified source must be deleted rather than estimated.

13.2  Performance review cadence
	Review
	Scope
	Frequency
	Participants
	Output

	Monthly performance snapshot
	KPI dashboard reported with the monthly report
	Monthly
	Client PM, SP Project Manager
	KPI table in the monthly report

	Quarterly performance review
	Trend analysis, root causes, corrective actions
	Quarterly
	Client Project Director, SP Project Director
	Signed review record and action plan

	Annual / stage-gate review
	Full review of scope, resourcing, fee basis and continued fit
	Annually or at each stage gate
	Client Sponsor, SP Executive
	Continuation decision and any SOW Variation

	Exception review
	Called when any KPI breaches its threshold
	Within 10 BD of the breach
	As determined by the escalation level
	Remediation plan under clause 13.3



13.3  Remediation
13.3.1	Where a KPI breaches its threshold, or where performance is otherwise unsatisfactory, the Client may require the Service Provider to submit a remediation plan within [Insert, e.g. 10] Business Days.
13.3.2	The remediation plan must identify the root cause, the corrective actions, the individuals accountable, the dates for recovery and the measures that will demonstrate recovery. It must be prepared at the Service Provider's cost.
13.3.3	The Client may require the plan to be presented to the Project Control Group.
13.3.4	If performance is not restored within the period stated in the accepted remediation plan, the Client may replace personnel under clause 13.5, apply the fee mechanism in clause 13.4, or treat the failure as a substantial breach under clause 19.6.

13.4  Performance-linked fee
[Insert the performance-linked fee mechanism, or delete this clause if the Fee is not performance-linked. If used, complete every field below and confirm the total at-risk amount is consistent with the Agreement.]
	PERFORMANCE-LINKED FEE MECHANISM

	Portion of the Fee at risk
	[Insert %] of the Fee for each measurement period

	Measurement period
	[Insert, e.g. each quarter]

	KPIs that determine the at-risk portion
	[Insert KPI references]

	Weighting between those KPIs
	[Insert weightings, totalling 100%]

	Score required to earn the full at-risk portion
	[Insert]

	Score below which none is earned
	[Insert]

	Ability to earn back a forgone amount in a later period
	[Yes / No]

	Maximum upside (if any gain share applies)
	[Insert % and cap]

	Who determines the score
	[Insert role]; disputes resolved under clause 20



13.5  Right to replace personnel
In addition to clause 9.4, where an individual's performance is a material cause of a KPI breach, or where an individual has failed to comply with the Client's safety, probity or conduct requirements, the Client may require that individual to be removed from the Project immediately. Replacement is at the Service Provider's cost and does not entitle the Service Provider to any extension of a Milestone.

[image: ]
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13.6  Key performance indicators
	KPI
	Definition
	Measurement method
	Data source
	Target
	Threshold
	Frequency
	Consequence

	Deliverable timeliness
	Deliverables submitted on or before the due date
	Count on time ÷ count due
	Deliverables register
	≥ 95%
	< 85%
	Monthly
	Remediation plan at threshold

	Deliverable quality at first submission
	Deliverables Accepted without resubmission
	Count accepted first pass ÷ count submitted
	Acceptance certificates
	≥ 85%
	< 70%
	Monthly
	Rework at SP cost

	Report accuracy
	Monthly reports free of material error or restatement
	Count of material corrections
	Client review record
	0 per quarter
	≥ 2 per quarter
	Quarterly
	Performance review

	Cost forecast accuracy
	Variance between forecast and actual outturn per period
	|Forecast − actual| ÷ actual
	Cost report vs finance ledger
	≤ 2%
	> 5%
	Monthly
	Root cause analysis required

	Programme forecast accuracy
	Variance of forecast milestone dates over rolling 3 months
	Mean absolute date variance
	Programme updates
	≤ 5 days
	> 15 days
	Monthly
	Re-baseline review

	Change control discipline
	Variations approved before work commenced
	Count pre-approved ÷ total variations
	Change register
	100%
	< 95%
	Monthly
	Unauthorised work not payable

	Contract administration timeliness
	Contractual assessments issued within the contract time bar
	Count within time bar ÷ total
	Contract register
	100%
	< 100%
	Monthly
	Escalation to Level 2

	RFI turnaround
	RFIs closed within the agreed response period
	Count closed on time ÷ total
	CDE / PMIS log
	≥ 90%
	< 80%
	Monthly
	Resourcing review

	Meeting and minute discipline
	Minutes issued within 3 Business Days
	Count on time ÷ meetings held
	CDE
	≥ 95%
	< 85%
	Monthly
	Performance review

	Risk register currency
	Risks reviewed and re-scored within the review period
	Count reviewed ÷ open risks
	Risk register
	100%
	< 90%
	Monthly
	Risk workshop called

	HSE assurance participation
	Planned safety walks and audits completed
	Count completed ÷ planned
	HSE report
	100%
	< 90%
	Monthly
	Escalation to Level 3

	Reportable safety events attributable to the Service Provider
	Incidents caused by SP personnel or direction
	Count
	Incident register
	0
	≥ 1
	Monthly
	Immediate escalation and review

	Key Personnel continuity
	Key Personnel retained without unapproved substitution
	Count retained ÷ Key Personnel
	Resourcing report
	100%
	< 100%
	Quarterly
	Fee abatement per clause 13.5

	Resourcing compliance
	Actual time delivered against committed allocation
	Actual hours ÷ committed hours
	Timesheets
	95–105%
	< 85%
	Monthly
	Fee adjustment and recovery plan

	Information management compliance
	Documents filed to the CDE naming convention
	Count compliant ÷ sampled
	CDE audit
	≥ 98%
	< 90%
	Quarterly
	Rectify at SP cost

	Stakeholder satisfaction
	Structured survey of nominated Client stakeholders
	Mean score out of 5
	Survey
	≥ 4.0
	< 3.0
	Six-monthly
	Remediation plan



[ Six to ten KPIs that are genuinely measured beat sixteen that are not. Delete the ones you will not actually collect data for. Every KPI you keep must have a named owner of the data source. ]
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14.  Risk, Health, Safety, Environment and Sustainability
14.1  Risk management
14.1.1	The Service Provider must establish and maintain the Project risk and opportunity register in the Client's format, and must review and re-score every open risk at least monthly.
14.1.2	The Service Provider must facilitate a formal risk workshop at least quarterly, and at each stage gate, and must issue the updated register within [Insert, e.g. 5] Business Days of each workshop.
14.1.3	Risks must be quantified where they can be. The register must show the expected monetary value of the retained risk exposure and reconcile it to the remaining contingency in the cost report.
14.1.4	Every risk must have a single named owner who is a person, not an organisation, and a treatment with a date.
14.1.5	The Service Provider must escalate under clause 10.3 any risk that, if realised, would exceed the tolerances in clause 10.5.

14.2  Risk allocation summary
The table below records the intended allocation of the principal project risks. It is a summary for the guidance of the parties and does not override the Agreement or the construction contracts.
	Risk
	Allocated to
	Primary management mechanism

	Adequacy and stability of the Client brief
	Client
	Change control under clause 12

	Adequacy of the control budget
	Client
	Value management; budget review at gateways

	Accuracy of Client-furnished information
	Client
	Reliance permitted under clause 8.3

	Latent site conditions
	Client
	Contingency; investigation before commitment

	Statutory approval timing and conditions
	Client
	Programme float; early lodgement

	Design error or omission by design consultants
	Design consultants
	Consultant appointments and professional indemnity

	Coordination of the design process
	Service Provider
	Design management under clause 4

	Accuracy of the Service Provider's cost estimates and forecasts
	Service Provider
	Standard of care under clause 17.6

	Timeliness and quality of Deliverables
	Service Provider
	Clause 6 and clause 13

	Availability and continuity of Key Personnel
	Service Provider
	Clause 9.4

	Construction cost escalation
	Client / shared
	Escalation allowance; contract mechanism

	Construction programme performance
	Contractor
	Liquidated damages under the works contract

	Site safety of construction activities
	Contractor
	Principal contractor duties; SP provides assurance only

	Industrial relations and labour availability
	Contractor / Client
	Per the works contract

	Force Majeure and public health restrictions
	Per the Agreement
	Agreement terms prevail

	Cyber and information security of the CDE
	Client / shared
	Clause 15.8

	Failure of a contractor or consultant (insolvency)
	Client
	Security, bonds and step-in rights; SP support is a Variation



14.3  Health and safety
14.3.1	The Service Provider must comply with all health and safety laws applicable in the jurisdiction where the Services are performed, with the Client's site rules and policies, and with the principal contractor's site safety requirements.
14.3.2	The Service Provider must ensure its personnel are inducted before entering the Site, hold the required competencies and licences, and use the personal protective equipment required for the area they enter.
14.3.3	The Service Provider must not direct, and must not purport to direct, the means, methods or sequencing of construction work. Its safety role is assurance and oversight.
14.3.4	The Service Provider must stop, and must require the immediate stopping of, any activity it observes that presents an imminent risk of serious harm, and must report it to the Client and the principal contractor immediately.
14.3.5	The Service Provider must report to the Client any incident, near miss, dangerous occurrence, statutory notice or regulator attendance within [Insert, e.g. 4] hours of becoming aware of it, and must not participate in any investigation on the Client's behalf without authorisation.
14.3.6	The Service Provider must maintain its own safety management system, certified to [Insert standard, e.g. an internationally recognised occupational health and safety management system standard] or equivalent, and must provide evidence on request.
14.3.7	The Service Provider must consult, cooperate and coordinate with every other duty holder on the Project so far as its own duties are concerned.

14.4  Environment
Comply with all environmental laws, approvals and conditions applicable to the Project, and with the Client's environmental management requirements.
Review the contractor's environmental management plan and monitor compliance with it, including noise, dust, vibration, sediment, water quality, waste and hours of work.
Report every environmental incident, exceedance, complaint or regulator contact to the Client within [Insert, e.g. 4] hours.
Maintain the register of environmental approval conditions and track each to closeout.
Ensure that contaminated material, hazardous material and waste are handled, tracked and disposed of in accordance with the applicable jurisdiction's requirements, and that the disposal records are collected and handed over.

14.5  Sustainability and ESG
	Requirement
	Obligation of the Service Provider
	Evidence

	Rating scheme
	Manage the Project to achieve [Insert scheme and target rating], including submission coordination and credit tracking
	Credit tracker; certification

	Carbon
	Track embodied and operational carbon against the Project target and report movement monthly
	Carbon register in the monthly report

	Energy and water
	Verify that design and construction meet the Project performance targets
	Design compliance reports; commissioning results

	Waste and circularity
	Monitor the contractor's waste diversion against the target and report
	Waste reports and disposal dockets

	Social procurement
	Track and report local content, indigenous or minority business participation and apprenticeships against targets
	Monthly social procurement report

	Modern slavery
	Ensure no forced, bonded or child labour in the Service Provider's operations or supply chain; conduct proportionate due diligence on its own supply chain
	Annual statement; supplier declarations

	Climate risk and resilience
	Ensure identified physical climate risks are addressed in design decisions and recorded
	Risk register entries; design review records

	Accessibility and inclusion
	Verify that the design and delivery meet the accessibility standards required by the brief
	Design review records



14.6  Quality management
14.6.1	The Service Provider must maintain a documented quality management system certified to [Insert standard, e.g. an internationally recognised quality management system standard] or equivalent, and must apply it to the Services.
14.6.2	The Service Provider must apply a documented prepare / check / approve process to every Deliverable and record it on the Deliverable.
14.6.3	The Service Provider must submit a project quality plan within [Insert, e.g. 20] Business Days of the Effective Date describing how it will assure the quality of its own work and how it will assure the quality of the Works.
14.6.4	The Client may audit the Service Provider's quality system and project records on [Insert, e.g. 10] Business Days notice, up to [Insert, e.g. twice] per year.
14.6.5	Non-conformances in the Service Provider's own work must be recorded, notified and closed out at the Service Provider's cost.

15.  Information Management, Systems and Data
15.1  Common data environment
15.1.1	The Project common data environment is [Insert system name]. It is the single source of truth for all project information. A document that is not in the CDE does not exist for the purposes of this SOW.
15.1.2	The Service Provider must issue, receive, review and store all project information through the CDE, and must not maintain a parallel record as the operative version.
15.1.3	The Service Provider must administer the CDE in accordance with the Client's information management protocol, including workflow states, access permissions and transmittals, where clause 4 makes it responsible for document control.
15.1.4	Information must be filed against the correct project, package, discipline, document type and status. Superseded revisions must be retained and clearly marked.

15.2  Systems
	System
	Purpose
	Provided by
	Service Provider obligation

	[Insert CDE]
	Document control and transmittals
	Client
	Use exclusively; administer where clause 4 so provides

	[Insert PMIS]
	Cost, change, risk, reporting and dashboards
	Client
	Maintain project data as the source of the monthly report

	[Insert scheduling tool]
	Programme development and analysis
	Service Provider
	Provide native files with each update

	[Insert cost tool]
	Cost planning and estimating
	Service Provider
	Provide native files and the estimate build-up

	[Insert BIM environment]
	Model federation and coordination
	Client / design team
	Access and review only unless clause 15.5 provides otherwise

	[Insert finance system]
	Commitments, invoices and payments
	Client
	Reconcile the cost report to the finance ledger monthly



15.3  File naming and formats
	NAMING AND FORMAT REQUIREMENTS

	Naming convention
	[Insert convention, e.g. PROJECT-ORIGINATOR-VOLUME-LEVEL-TYPE-ROLE-NUMBER, with revision and status suffix]

	Revision convention
	[Insert, e.g. P01, P02 for preliminary; C01, C02 for issued]

	Status codes
	[Insert, e.g. S0 work in progress, S2 for information, S4 for construction, A1 authorised]

	Documents
	PDF/A for issue, plus native (DOCX, XLSX) for every Deliverable

	Drawings
	PDF for issue, plus native (DWG / DGN / RVT) as applicable

	Programmes
	PDF for issue, plus native (XER / MPP / XML) for every update

	Cost data
	XLSX with formulae intact and unprotected — not values-only or PDF

	Models
	[Insert authoring format] plus IFC for exchange

	Photographs
	JPEG with date, location and description metadata retained

	Maximum file size
	[Insert] per file; larger files split or transferred as agreed



15.4  Native file delivery
	Insist on native files with every submission, not only at the end. A cost model delivered as a PDF, or with formulae stripped, is worthless for the next stage and for benchmarking. Make native delivery a condition of a complete submission under clause 5.1, so an incomplete submission does not start the review clock.



15.4.1	Every Deliverable must be accompanied by its native working files, with formulae, links, logic and layers intact and unprotected.
15.4.2	Passwords, licences and access controls must not be applied to native files. Where a proprietary format is unavoidable, the Service Provider must also provide an open-format export.
15.4.3	Native files must be provided on each submission, on request, on termination, and at the end of the Services under Deliverable D-26.
15.4.4	The Service Provider must not withhold native files on the basis of an unpaid invoice, except to the extent the Agreement or the applicable jurisdiction expressly permits a lien.

15.5  Building information modelling
[Insert the BIM requirements applying to the Services, or state 'not applicable'. If BIM applies, address: the information delivery standard adopted; the Client's exchange information requirements; the BIM execution plan and who owns it; the required level of information need at each stage; model federation and clash resolution responsibility; the classification system; asset data (COBie or equivalent) and who populates it; model ownership and licensing; and the format and timing of model handover.]
[ If the Service Provider is a project or cost manager rather than a designer, its BIM role is usually to specify, coordinate and audit — not to author or federate models. Say so explicitly, and cross-reference exclusion 4.5.24, otherwise model authoring gets assumed into the scope. ]
15.6  Data ownership and records
15.6.1	All Project data created or collected by the Service Provider in performing the Services is the Client's data. The Service Provider holds it as custodian.
15.6.2	The Service Provider must not use Project data for any purpose other than performing the Services, other than aggregated and de-identified data used for internal benchmarking, and only where the Client has consented in writing.
15.6.3	The Service Provider must maintain complete and accurate records of the Services, including timesheets, correspondence, minutes, registers, calculations and working files, for at least [Insert, e.g. 7] years after completion of the Services, or longer where the applicable jurisdiction requires it.
15.6.4	The Service Provider must hand over the complete, indexed project record in native format under Deliverable D-26, and must not delete or archive Project data before handover is accepted.

15.7  Cyber and information security
Maintain information security controls appropriate to the sensitivity of the Project information, aligned to a recognised information security management standard.
Apply multi-factor authentication to all systems holding Project information, and remove access within one Business Day when a person leaves the Project.
Encrypt Project information in transit and at rest, and prohibit storage on unmanaged personal devices or unapproved consumer cloud services.
Notify the Client of any actual or suspected security incident affecting Project information within [Insert, e.g. 24] hours of becoming aware, and cooperate fully with the Client's response.
Where the Project involves security-sensitive, critical or protected infrastructure, comply with the additional requirements in [Insert reference], including personnel vetting and restricted distribution.
Do not use Project information to train, fine-tune or prompt any external artificial intelligence or machine learning service without the Client's prior written consent.

15.8  Personal data and privacy
15.8.1	Each party must comply with the privacy and data protection law applicable in the jurisdictions where personal data is collected, processed or stored.
15.8.2	The Service Provider must collect and process personal data only to the extent necessary to perform the Services, and only in accordance with the Client's instructions where the Client is the controller.
15.8.3	The Service Provider must not transfer personal data across borders without the Client's prior written consent and the safeguards the applicable law requires.
15.8.4	The Service Provider must notify the Client of any personal data breach without undue delay and in any event within [Insert, e.g. 24] hours of becoming aware.
15.8.5	On completion or termination the Service Provider must return or securely destroy personal data, except where retention is required by law, and must certify that it has done so.

16.  Intellectual Property, Confidentiality and Publicity
This clause records how the intellectual property and confidentiality provisions of the Agreement apply to the Deliverables. Where the Agreement deals with the same subject, the Agreement prevails.
16.1  Background IP
16.1.1	Each party retains ownership of its Background IP. Nothing in this SOW transfers Background IP.
16.1.2	The Service Provider grants the Client a perpetual, irrevocable, non-exclusive, royalty-free, transferable licence to use the Service Provider's Background IP to the extent it is embedded in, or necessary to use, a Deliverable, for the purposes in clause 16.3.
16.1.3	The Service Provider must identify in writing any Background IP it embeds in a Deliverable that is subject to a third-party licence, before that Deliverable is submitted, together with the terms of that licence.

16.2  Foreground IP
16.2.1	[Option A — assignment] All Foreground IP vests in the Client on creation. The Service Provider assigns to the Client all present and future rights in the Foreground IP and must do all things necessary to give effect to that assignment.
16.2.2	[Option B — licence] All Foreground IP remains with the Service Provider, which grants the Client a perpetual, irrevocable, non-exclusive, royalty-free, transferable and sub-licensable licence to use it for the purposes in clause 16.3.
16.2.3	The Service Provider warrants that the Deliverables do not infringe the intellectual property rights of any third party and indemnifies the Client against any claim that they do, subject to the liability provisions of the Agreement.

[ Choose Option A or Option B and delete the other. Assignment is common on public sector and owner-side engagements; a broad licence is more common for professional consultancy and is usually easier to negotiate. Either way the practical test is the same: can the Client use, amend and give the Deliverables to a replacement consultant without asking permission? If not, the clause is not fit for purpose. ]
16.3  Permitted purposes
Delivering, completing, operating, maintaining, repairing, altering, extending and disposing of the Project and the asset.
Procuring and instructing replacement or additional consultants and contractors.
Meeting statutory, funding, audit, insurance and reporting obligations.
Internal benchmarking, business case development and future capital planning.

The licence in clause 16.1 and, if Option B applies, clause 16.2, survives termination for any reason and is not conditional on payment, except to the extent the Agreement expressly provides otherwise.
16.4  Moral rights
[Insert the moral rights position for the applicable jurisdiction. In jurisdictions recognising moral rights, the usual approach is a written consent from each individual author to specified acts or omissions — for example not being identified as author, and the Deliverable being altered — to the extent permitted by law. Moral rights cannot be assigned in most jurisdictions, so a consent, not an assignment, is required. Take local advice.]
16.5  Confidentiality
16.5.1	Each party must keep the other's Confidential Information confidential, use it only for the Project, and disclose it only to those of its personnel and advisors who need it and who are bound by equivalent obligations.
16.5.2	The obligation does not apply to information that is public other than through a breach, was lawfully held before disclosure, is independently developed, or must be disclosed by law, a regulator, a court or a stock exchange — and in the last case the disclosing party must notify the other first where lawful.
16.5.3	The Service Provider must return or destroy Confidential Information on request or on completion of the Services, other than one archival copy retained for record and insurance purposes.
16.5.4	Confidentiality obligations survive termination for [Insert, e.g. 5] years, and indefinitely for information that is security-sensitive or personal.

16.6  Publicity and media
16.6.1	The Service Provider must not issue any media release, social media post, award submission, case study, website content or marketing material referring to the Project, the Client or the Services without the Client's prior written consent.
16.6.2	The Service Provider must refer all media, community and political enquiries to the Client's nominated communications contact and must not comment.
16.6.3	The Client's name, logo and brand may not be used except as the Client approves in writing.
16.6.4	This clause survives completion and termination.

16.7  Project imagery
16.7.1	Photography, filming and drone operation on the Site require the Client's prior written consent and compliance with the site rules and the applicable aviation and privacy laws.
16.7.2	Imagery of identifiable individuals must not be captured or used without their consent.
16.7.3	The Client owns all imagery captured for the Project. The Service Provider may use approved imagery for its own marketing only with the Client's prior written consent, which may be given for defined images and a defined period.

17.  Insurance, Liability and Indemnity
The Agreement governs insurance, liability and indemnity. This clause records the project-specific requirements and must be reconciled with the Agreement before issue. Where they differ, the Agreement prevails.
17.1  Required insurances
	Insurance
	Minimum sum insured
	Period to be maintained

	Professional indemnity
	[Insert sum] per claim and in the aggregate
	Term plus [Insert] years after completion of the Services

	Public and products liability
	[Insert sum] per occurrence
	Term of the Services

	Workers compensation / employers liability
	As required by the applicable jurisdiction, or [Insert sum]
	Term of the Services

	Motor vehicle third-party liability
	[Insert sum], or statutory minimum if higher
	Term of the Services

	Cyber liability
	[Insert sum] per claim
	Term of the Services

	Contract works / construction insurance (if applicable to this SOW)
	[Insert sum], noting the Client's interest
	As specified in the Agreement



17.1.1	The Service Provider must effect and maintain the insurances above with insurers of acceptable standing, licensed or authorised in the applicable jurisdiction.
17.1.2	The Service Provider must provide certificates of currency before commencing the Services, on each renewal, and within [Insert, e.g. 5] Business Days of a request.
17.1.3	The Service Provider must notify the Client immediately if any policy is cancelled, materially altered, or if a claim is made that could exhaust or materially reduce the professional indemnity limit.
17.1.4	Professional indemnity insurance must be maintained on a continuous claims-made basis for the run-off period stated, and the Service Provider must not allow a gap in cover.
17.1.5	The Service Provider's insurance obligations do not limit its liability under the Agreement or this SOW.

17.2  Liability cap
	LIABILITY

	Aggregate liability cap
	[Insert amount and currency, or a multiple of the Fee, or 'as stated in the Agreement']

	Basis of the cap
	[Per claim / in the aggregate] for all claims arising out of the Services

	Carve-outs from the cap
	[Insert, e.g. death or personal injury, fraud, wilful misconduct, breach of confidentiality, IP infringement, uninsured deliberate acts — and any liability that cannot be limited by law]

	Period after which liability ends
	[Insert, e.g. the limitation period in the applicable jurisdiction, or an agreed shorter period]

	Proportionate liability
	[Insert whether any proportionate liability regime applies or is contracted out of, where the applicable jurisdiction permits]



	A liability cap set at, or below, the fee is common but leaves the Client materially exposed on a large capital project, because the loss a management error can cause is a function of project value, not fee value. Test the cap against a realistic worst case — a missed time bar, an uncertified variation, an unnoticed defect — and against the professional indemnity limit actually held.



17.3  Indemnities
The Service Provider indemnifies the Client against loss, damage, cost and expense arising from: personal injury or death caused by the Service Provider; loss of or damage to property caused by the Service Provider; infringement of third-party intellectual property rights by a Deliverable; breach of confidentiality, privacy or information security obligations; and any claim by the Service Provider's personnel or subcontractors. Each indemnity is reduced proportionally to the extent the loss is caused or contributed to by the Client.
17.4  Consequential loss
Neither party is liable to the other for consequential or indirect loss, loss of profit, loss of revenue, loss of opportunity, loss of use or loss of goodwill, except to the extent the Agreement provides otherwise, and except for liability arising from the carve-outs recorded in clause 17.2.
[ The phrase "consequential loss" is interpreted very differently between jurisdictions and is a frequent source of litigation. Prefer an express list of excluded loss categories over the bare phrase, and make sure the categories the Client most fears — for example delay costs and the cost of re-performing the Services — are dealt with expressly rather than left to argument. ]
17.5  Insurance of the Works
Contract works, public liability and any principal-arranged insurance for the Works are effected as stated in the Agreement and the construction contracts. The Service Provider must verify that the required policies are in place before authorising site possession, and must report any lapse immediately. The Service Provider is not an insurance advisor and does not warrant the adequacy of any policy.
17.6  Standard of care
The Service Provider must exercise the standard of skill, care and diligence reasonably expected of a suitably qualified and experienced provider of comparable services on a project of similar type, scale, complexity and value in the applicable jurisdiction. Nothing in this SOW imposes a fitness-for-purpose obligation on the professional services, and any reference to a Deliverable being "fit for purpose" in clause 6 relates only to the sufficiency of the document itself.
18.  Compliance, Probity and Conflicts
18.1  Conflicts of interest
18.1.1	The Service Provider must declare, in the form in clause 18.2, every actual, potential and perceived conflict of interest affecting it, its personnel, its related entities and its subcontractors, before the Effective Date.
18.1.2	The Service Provider must continue to monitor for conflicts and must declare any new conflict within [Insert, e.g. 2] Business Days of becoming aware of it.
18.1.3	The Service Provider must not act for any tenderer, contractor, supplier or other party with an interest in the Project without the Client's prior written consent.
18.1.4	Where a conflict arises, the Service Provider must propose a management plan. The Client may accept it, require additional controls, exclude the affected individual, or terminate under clause 19 if the conflict cannot be managed.
18.1.5	A failure to declare a material conflict is a substantial breach for the purposes of clause 19.6.

18.2  Conflict declaration
	Ref
	Nature of interest
	Person or entity affected
	Actual / potential / perceived
	Proposed management
	Client decision

	COI-01
	[Insert, or state 'nil declared']
	[Insert]
	[Insert]
	[Insert]
	[Accepted / Rejected / Conditions]

	COI-02
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	COI-03
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]



18.3  Anti-bribery, corruption and fraud
18.3.1	The Service Provider must comply with all anti-bribery, anti-corruption, anti-money laundering, sanctions and fraud laws applicable in the jurisdictions in which it operates, including any law with extraterritorial effect.
18.3.2	The Service Provider must not offer, give, request or accept any bribe, secret commission, facilitation payment, kickback or other improper advantage, whether directly or through a third party.
18.3.3	The Service Provider must maintain adequate procedures to prevent bribery and corruption by its personnel and subcontractors, and must provide evidence of them on request.
18.3.4	The Service Provider must report to the Client immediately any actual or suspected fraud, corruption, collusive tendering, bid rigging or improper conduct affecting the Project, whoever is involved.
18.3.5	Breach of this clause is a substantial breach entitling the Client to terminate immediately under clause 19.6.

18.4  Gifts and hospitality
	Category
	Rule
	Recording requirement

	Cash or cash equivalent
	Never permitted, given or received, any amount
	—

	Gifts from a contractor, tenderer or supplier
	Not permitted during a live procurement; otherwise only nominal items
	Register every offer, accepted or declined

	Meals and refreshments
	Modest, infrequent, business-related only
	Register where the value exceeds [Insert]

	Hospitality, events and travel
	Requires prior written approval from the Client's probity contact
	Register in all cases

	Sponsorship and donations
	Not permitted in connection with the Project
	—



The Service Provider must maintain a gifts and hospitality register for the Project and make it available to the Client on request.
18.5  Probity
Comply with the Project probity plan and any direction of the probity advisor.
Treat all tenderers fairly, equally and consistently, and give no tenderer an advantage in information, time or access.
Keep tender information confidential and secure, and restrict access to the evaluation panel and those with a need to know.
Maintain a complete, contemporaneous and auditable record of every procurement decision, including the reasons.
Declare any prior or current relationship with a tenderer before participating in an evaluation.
Do not enter into any arrangement with a tenderer that is contingent on the outcome of the procurement.

18.6  Code of conduct
The Service Provider's personnel must comply with the Client's code of conduct while on the Site or Client premises, and must at all times behave lawfully, safely and respectfully. Bullying, harassment, discrimination, intimidation and impairment by alcohol or drugs are grounds for immediate removal from the Project under clause 13.5.
18.7  Modern slavery and labour standards
The Service Provider must take reasonable steps to identify, assess and address modern slavery risks in its operations and supply chain, must not use forced, bonded, compulsory or child labour, must pay its personnel at least the legal minimum and on time, and must report any credible allegation of modern slavery affecting the Project to the Client immediately.
18.8  Audit and access
18.8.1	The Client, its auditors and its regulators may audit the Service Provider's records relating to the Services, including timesheets, invoices, Reimbursable substantiation, subcontracts, quality records and conflict declarations.
18.8.2	The Client must give [Insert, e.g. 10] Business Days notice, except where fraud or a safety matter is suspected, in which case no notice is required.
18.8.3	Audit rights continue for [Insert, e.g. 7] years after completion of the Services.
18.8.4	Where an audit identifies an overcharge exceeding [Insert, e.g. 5]% of the amount audited, the Service Provider must refund the overcharge and bear the reasonable cost of the audit.
18.8.5	The Service Provider must include equivalent audit rights in every subcontract.

19.  Term, Suspension and Termination
19.1  Commencement and term
	TERM

	Effective Date
	[dd-mmm-yy]

	Commencement of the Services
	[dd-mmm-yy, or 'on receipt of a purchase order']

	Expected completion of the Services
	[dd-mmm-yy, or 'on achievement of Milestone M-16']

	Extension options
	[Insert, e.g. 2 × 12 months, exercisable by the Client on 30 days notice]

	Conditions precedent to commencement
	[Insert, e.g. executed Agreement; evidence of insurance; purchase order; approved conflict management plan]



The Service Provider must not commence the Services, and no cost is payable, until every condition precedent is satisfied. If the Client requires an early start, the conditions must be waived in writing by a person with authority to do so.
19.2  Suspension by the Client
19.2.1	The Client may suspend all or part of the Services at any time by written notice stating the scope and expected duration of the suspension.
19.2.2	On receiving a suspension notice the Service Provider must stop the affected Services, secure and protect the work in progress, mitigate cost, and provide a status report on every open matter within [Insert, e.g. 5] Business Days.
19.2.3	The Service Provider is entitled to the reasonable, evidenced and unavoidable costs of suspension and remobilisation, and to a corresponding adjustment of Milestone dates. It is not entitled to loss of profit on suspended Services.
19.2.4	If a suspension continues for more than [Insert, e.g. 6] months, either party may terminate the affected Services on [Insert, e.g. 20] Business Days written notice, and clause 19.7 applies.

19.3  Termination for convenience
19.3.1	The Client may terminate this SOW, in whole or in part, at any time and for any reason by giving [Insert, e.g. 20] Business Days written notice.
19.3.2	On termination for convenience the Service Provider is entitled to: the Fee for Services properly performed to the date of termination; approved Reimbursables incurred; and the reasonable, evidenced and unavoidable costs of demobilisation.
19.3.3	The Service Provider is not entitled to loss of profit on the unperformed Services, to loss of opportunity, or to any other compensation.
19.3.4	The Service Provider must mitigate its costs, including by redeploying personnel, and must substantiate every amount claimed.

19.4  Termination for cause — by the Client
The Client may terminate immediately by written notice if the Service Provider:
commits a substantial breach of the Agreement or this SOW that is not capable of remedy;
commits a breach capable of remedy and fails to remedy it within [Insert, e.g. 10] Business Days of a written notice requiring remedy;
fails to maintain a required insurance;
becomes insolvent, or an insolvency event under the Agreement occurs;
breaches clause 18.3 (anti-bribery), clause 18.1 (conflicts) or clause 18.7 (modern slavery);
assigns, novates or subcontracts in breach of clause 9.6;
fails to restore performance within the period of an accepted remediation plan under clause 13.3; or
does anything that in the Client's reasonable opinion brings the Project or the Client into disrepute.

19.5  Termination for cause — by the Service Provider
The Service Provider may terminate on [Insert, e.g. 20] Business Days written notice if the Client fails to pay an undisputed amount and does not remedy that failure within [Insert, e.g. 10] Business Days of a notice under clause 11.11, or if a suspension continues beyond the period in clause 19.2.
19.6  Substantial breach
Without limitation, each of the following is a substantial breach: a failure to declare a material conflict; a breach of the anti-bribery obligations; a persistent failure to meet KPI thresholds after remediation; the loss of a Key Person without an acceptable replacement; a failure to issue a contractual notice within a time bar that causes the Client to lose an entitlement; a breach of confidentiality or information security causing material harm; and the abandonment of the Services.
19.7  Consequences of termination
19.7.1	The Service Provider must immediately stop the Services except as directed, secure the work in progress, and take all reasonable steps to mitigate cost.
19.7.2	The Service Provider must hand over, within [Insert, e.g. 10] Business Days, all Deliverables (complete or not), working files, native files, models, data, records, correspondence, registers and Client property, in the formats required by clause 15.
19.7.3	The Service Provider must provide a written status report on every open matter, including every pending contractual deadline, time bar, claim, notice, approval and decision, and must identify anything requiring action within the following 20 Business Days.
19.7.4	The Service Provider must, if requested, novate or assign to the Client or its nominee any third-party appointment, licence or subcontract it holds for the Project.
19.7.5	The licences granted under clause 16 survive and are not conditional on payment of any disputed amount.
19.7.6	Accrued rights, and the clauses expressed to survive, are unaffected by termination.

19.8  Transition-out
	Transition activity
	Period
	Responsible
	Evidence of completion

	Transition-out plan submitted
	Within 5 BD of the termination notice
	Service Provider
	Plan accepted by the Client

	Knowledge transfer sessions with the incoming provider
	[Insert, e.g. up to 5 days]
	Service Provider
	Attendance record and handover pack

	Handover of all records, registers and native files
	Within 10 BD
	Service Provider
	Signed handover register (Deliverable D-26)

	Status report on every open matter and time bar
	Within 5 BD
	Service Provider
	Report accepted by the Client

	Return of Client property, passes, keys and system access
	Within 5 BD
	Service Provider
	Asset return schedule

	Revocation of system and CDE access
	Within 1 BD of handover
	Client
	Access log

	Final invoice and substantiation
	Within 20 BD
	Service Provider
	Invoice accepted for payment

	Final reconciliation and release
	Within 30 BD
	Both parties
	Signed reconciliation



	Transition-out obligations are worthless unless they are priced and resourced. Make the transition-out plan a Deliverable, make final payment conditional on completing it, and confirm that the Service Provider is obliged to perform it even where it terminated for the Client's non-payment.



20.  Dispute Resolution
20.1  Application
This clause applies to any dispute arising out of or in connection with this SOW. Where the Agreement contains a dispute resolution regime, that regime prevails and this clause operates only to the extent it is consistent with it.
20.2  Process
	Step
	Process
	Who
	Period

	1
	Written notice of dispute stating the issue, the relief sought and the basis
	Either party
	Within [Insert, e.g. 10] BD of the dispute arising

	2
	Good-faith negotiation between the project representatives
	SP Project Director and Client Project Director
	[Insert, e.g. 10] BD from the notice

	3
	Escalation to senior executives with authority to settle
	SP Executive and Client Executive Sponsor
	A further [Insert, e.g. 10] BD

	4
	Structured mediation or expert determination (see clause 20.3)
	Independent third party
	[Insert, e.g. 20] BD from appointment

	5
	Arbitration or litigation
	As elected in clause 20.4
	Only after steps 1 to 4 are exhausted



20.3  Choosing the third-party process
	Mechanism
	Best suited to
	Binding?
	Considerations

	Expert determination
	Technical or valuation disputes — measurement, rates, quantum, programme analysis
	[Binding / non-binding — select]
	Fast and cheap; poorly suited to disputes turning on contract interpretation

	Mediation
	Relationship disputes and multi-issue commercial disagreements
	Non-binding
	Preserves the relationship; success depends on both parties attending with authority to settle

	Arbitration
	Cross-border engagements, or where confidentiality and enforceability matter
	Binding
	Specify the rules, the seat, the number of arbitrators and the language

	Statutory adjudication
	Payment disputes where the applicable jurisdiction provides a payment regime
	Interim binding
	Cannot be contracted out of where it applies; timeframes are very short

	Litigation
	Where a precedent, a public judgment or joinder of third parties is needed
	Binding
	Slow and public; consider the courts' familiarity with construction disputes



20.4  Elections
	DISPUTE RESOLUTION ELECTIONS

	Third-party mechanism elected
	[Expert determination / Mediation / Arbitration]

	Appointing body if the parties cannot agree
	[Insert institution in the applicable jurisdiction]

	Rules
	[Insert rules, e.g. the institution's standard rules current at the date of the notice]

	Seat / venue
	[Insert city and country]

	Language
	[Insert]

	Number of arbitrators / experts
	[Insert 1 or 3]

	Costs
	[Insert, e.g. each party bears its own costs; the third party's fees shared equally pending determination]



20.5  Continue to perform
The parties must continue to perform their obligations under this SOW and the Agreement while a dispute is being resolved. The Service Provider must not suspend or slow the Services because a dispute exists, except where clause 11.11 applies. The Client must continue to pay all undisputed amounts.
20.6  Urgent relief and governing law
20.6.1	Nothing in this clause prevents a party from seeking urgent interlocutory or injunctive relief from a court of competent jurisdiction.
20.6.2	This SOW is governed by the law of [Insert governing law], and the parties submit to the [exclusive / non-exclusive] jurisdiction of the courts of [Insert jurisdiction].
20.6.3	Where the Agreement specifies a different governing law or jurisdiction, the Agreement prevails and this clause must be amended to match it before issue.

[ The governing law of the SOW must match the Agreement. A SOW governed by a different law from the contract it sits under creates a conflict that is expensive to resolve and serves no commercial purpose. Confirm this with legal before issue. ]
21.  Signatures
By signing below, each party agrees that this Statement of Work forms part of the Agreement identified in the document control table, and that the Services will be performed and paid for in accordance with it.
	EXECUTION SUMMARY

	SOW reference
	[Insert]

	SOW version
	[Insert]

	Head agreement reference
	[Insert]

	Effective Date
	[dd-mmm-yy]

	Total Fee (excluding taxes and Reimbursables)
	[Insert amount and currency]




21.1  Executed for the Client / Principal
	Signed for and on behalf of
	the Client / Principal  —  [Insert legal entity name]

	Name (print)
	[Insert full name]

	Position / title
	[Insert position]

	Authority to bind
	[Insert basis of authority, e.g. director / delegate under instrument]

	Signature
	

	Date
	[dd-mmm-yy]

	Witness name (print)
	[Insert full name]

	Witness signature
	



21.2  Executed for the Service Provider
	Signed for and on behalf of
	the Service Provider  —  [Insert legal entity name]

	Name (print)
	[Insert full name]

	Position / title
	[Insert position]

	Authority to bind
	[Insert basis of authority, e.g. director / delegate under instrument]

	Signature
	

	Date
	[dd-mmm-yy]

	Witness name (print)
	[Insert full name]

	Witness signature
	



	Confirm before execution that each signatory holds authority to bind their entity, that the execution formality matches the requirements of the applicable jurisdiction and the Agreement (including any requirement for a deed, a common seal, two officers or a witness), and that the version being signed is the version recorded in the revision history.




[image: ]

mastt.com
Statement of Work    ·    Built with Mastt	Page … of …
Appendix A — Detailed Scope Matrix by Phase
This matrix is the activity-level definition of the Services and prevails over the summary in clause 4.2. "Lead" means the party owns the activity and its output; "Support" means it contributes; "Approve" means it authorises; "—" means no role. Add, delete and amend rows so the matrix reflects the engagement actually being bought.
[ Complete a row for every activity that either party could reasonably expect to be someone's job. An activity that appears on no row is an activity nobody has been paid to do, and it will surface as a dispute at the worst possible moment. ]
	Activity
	Phase
	Service Provider
	Client
	Others
	Notes

	Confirm business case, benefits and success measures
	Initiation
	Support
	Lead
	—
	Client owns the benefits case

	Establish governance structure and delegations
	Initiation
	Lead
	Approve
	—
	Recorded in the PEP

	Prepare the Project Execution Plan
	Initiation
	Lead
	Approve
	—
	Deliverable D-01

	Establish the control budget and cost plan
	Initiation
	Lead
	Approve
	—
	Deliverable D-05

	Establish the baseline master programme
	Initiation
	Lead
	Approve
	—
	Deliverable D-03

	Establish risk management framework and register
	Initiation
	Lead
	Approve
	—
	Deliverable D-08

	Establish the CDE and document control protocols
	Initiation
	Lead
	Support
	—
	Clause 15

	Confirm the Client brief and functional requirements
	Initiation
	Support
	Lead
	Client user groups
	Assumption A-05

	Procure and appoint design consultants
	Planning
	Lead
	Approve
	—
	Client executes the appointments

	Manage concept design development
	Planning
	Lead
	Approve
	Design team
	Design team performs the design

	Manage developed and detailed design
	Planning
	Lead
	Approve
	Design team
	Design team performs the design

	Coordinate design reviews and comment closeout
	Planning
	Lead
	Input
	Design team
	Deliverable D-13

	Prepare and update cost plans at each stage
	Planning
	Lead
	Approve
	—
	Deliverable D-05

	Run value management workshops
	Planning
	Lead
	Participate
	Design team
	—

	Prepare and lodge statutory approval applications
	Planning
	Coordinate
	Approve
	Planning consultant
	Excluded from SP scope

	Conduct site investigations and surveys
	Planning
	Coordinate
	Procure
	Specialist consultants
	Client cost

	Develop the procurement and packaging strategy
	Procurement
	Lead
	Approve
	—
	Deliverable D-09

	Prepare tender documentation
	Procurement
	Lead
	Approve
	Design team
	Deliverable D-10

	Manage the tender process and addenda
	Procurement
	Lead
	Support
	Probity advisor
	Probity record maintained

	Evaluate tenders and prepare recommendation
	Procurement
	Lead
	Approve
	Evaluation panel
	Deliverable D-11

	Negotiate and execute construction contracts
	Procurement
	Support
	Lead
	Legal advisor
	Client executes

	Administer the construction contract
	Construction
	Lead
	Oversee
	Contractor
	Within delegation, clause 10.5

	Assess and certify progress claims
	Construction
	Lead
	Approve payment
	Contractor
	Deliverable D-14

	Assess variations, claims and extensions of time
	Construction
	Lead
	Approve
	Contractor
	Deliverables D-15, D-16

	Maintain cost report and anticipated final cost
	Construction
	Lead
	Approve
	—
	Deliverable D-17

	Update and analyse the programme
	Construction
	Lead
	Review
	Contractor
	Deliverable D-04

	Provide HSE assurance and attend safety walks
	Construction
	Lead
	Oversee
	Contractor
	Contractor holds statutory duties

	Provide quality surveillance and ITP review
	Construction
	Lead
	Review
	Contractor
	Deliverable D-19

	Chair site and progress meetings
	Construction
	Lead
	Attend
	Contractor
	Clause 10.1

	Manage stakeholder and community communications
	Construction
	Support
	Lead
	Communications advisor
	—

	Manage commissioning readiness and witness testing
	Commissioning
	Lead
	Review
	Contractor
	Deliverable D-20

	Verify O&M manuals, as-builts and warranties
	Commissioning
	Lead
	Approve
	Contractor
	Deliverable D-22

	Manage completion inspections and defects identification
	Commissioning
	Lead
	Attend
	Contractor
	Deliverable D-21

	Manage operational readiness and training coordination
	Commissioning
	Support
	Lead
	Contractor
	Client owns operational change

	Manage handover, keys, access and asset data transfer
	Handover
	Lead
	Approve
	Contractor
	Deliverable D-21

	Manage the defects liability period
	Post-completion
	Lead
	Support
	Contractor
	Deliverable D-23

	Agree and certify the final account
	Post-completion
	Lead
	Approve
	Contractor
	Deliverable D-24

	Prepare closeout report and lessons learned
	Post-completion
	Lead
	Approve
	—
	Deliverable D-25

	Hand over the complete project record in native format
	Post-completion
	Lead
	Receive
	—
	Deliverable D-26

	Post-occupancy evaluation and benefits realisation
	Post-completion
	—
	Lead
	—
	Excluded from SP scope



Appendix B — Deliverables Register (expanded)
The expanded register adds the revision, distribution, retention and status columns required to administer the Deliverables in clause 5.4. Maintain it live in the CDE or the PMIS and issue it with each monthly report.
Status codes:  NS = not started  ·  DR = drafting  ·  SU = submitted  ·  RS = resubmission required  ·  AC = accepted.
	Ref
	Deliverable
	Format
	Standard / template
	Frequency
	Due date / trigger
	Owner (SP)
	Reviewer
	Acceptance
	Rev
	Status
	Distribution
	Retention

	D-01
	Project Execution Plan
	DOCX + PDF
	Client PEP template
	Once, then 6-monthly
	15 BD from Effective Date
	[Insert]
	Client PM
	Project Director
	[Insert]
	[NS]
	[Insert]
	[Insert]

	D-02
	Project Governance Charter
	DOCX + PDF
	Client governance template
	Once
	15 BD from Effective Date
	[Insert]
	Client PM
	Project Sponsor
	[Insert]
	[NS]
	[Insert]
	[Insert]

	D-03
	Baseline Master Programme
	XER/MPP + PDF
	Client scheduling standard
	Once, then re-baseline on approval
	20 BD from Effective Date
	[Insert]
	Client Scheduler
	Project Director
	[Insert]
	[NS]
	[Insert]
	[Insert]

	D-04
	Programme Update and Analysis
	XER/MPP + PDF
	Client scheduling standard
	Monthly
	With monthly report
	[Insert]
	Client Scheduler
	Client PM
	[Insert]
	[NS]
	[Insert]
	[Insert]

	D-05
	Control Budget and Cost Plan
	XLSX + PDF
	Elemental cost plan format
	At each design stage
	5 BD after stage issue
	[Insert]
	Client Cost Manager
	Project Director
	[Insert]
	[NS]
	[Insert]
	[Insert]

	D-06
	Cash Flow Forecast
	XLSX
	Client finance template
	Monthly
	With monthly report
	[Insert]
	Client Finance
	Client PM
	[Insert]
	[NS]
	[Insert]
	[Insert]

	D-07
	Monthly Project Report
	PDF + native
	Appendix H
	Monthly
	By the 5th BD of each month
	[Insert]
	Client PM
	Project Sponsor
	[Insert]
	[NS]
	[Insert]
	[Insert]

	D-08
	Risk and Opportunity Register
	XLSX or PMIS
	Client risk template
	Monthly, workshops quarterly
	With monthly report
	[Insert]
	Client Risk Manager
	Client PM
	[Insert]
	[NS]
	[Insert]
	[Insert]

	D-09
	Procurement and Packaging Strategy
	DOCX + PDF
	Client procurement template
	Once per stage
	[Insert date]
	[Insert]
	Client Procurement
	Project Director
	[Insert]
	[NS]
	[Insert]
	[Insert]

	D-10
	Tender Documentation Set
	PDF + native
	Client tender template
	Per package
	Per procurement programme
	[Insert]
	Client Procurement
	Project Director
	[Insert]
	[NS]
	[Insert]
	[Insert]

	D-11
	Tender Evaluation Report
	DOCX + PDF
	Client evaluation template
	Per package
	10 BD after tender close
	[Insert]
	Evaluation Panel
	Delegated Authority
	[Insert]
	[NS]
	[Insert]
	[Insert]

	D-12
	Contract Award Recommendation
	DOCX + PDF
	Client board paper format
	Per package
	With evaluation report
	[Insert]
	Client Procurement
	Delegated Authority
	[Insert]
	[NS]
	[Insert]
	[Insert]

	D-13
	Design Review Report
	PDF + comment register
	Client review template
	Per design stage
	10 BD after stage issue
	[Insert]
	Client Design Lead
	Client PM
	[Insert]
	[NS]
	[Insert]
	[Insert]

	D-14
	Progress Claim Assessment and Certificate
	PDF + XLSX
	Contract form
	Monthly
	Per contract time bar
	[Insert]
	Client Cost Manager
	Superintendent / CA
	[Insert]
	[NS]
	[Insert]
	[Insert]

	D-15
	Variation Assessment and Register
	XLSX + PDF
	Client change template
	Monthly, and per event
	10 BD from receipt
	[Insert]
	Client Cost Manager
	Delegated Authority
	[Insert]
	[NS]
	[Insert]
	[Insert]

	D-16
	Extension of Time Assessment
	DOCX + PDF
	Contract form
	Per event
	Per contract time bar
	[Insert]
	Client PM
	Superintendent / CA
	[Insert]
	[NS]
	[Insert]
	[Insert]

	D-17
	Cost Report and Anticipated Final Cost
	XLSX + PDF
	Client cost report format
	Monthly
	With monthly report
	[Insert]
	Client Cost Manager
	Project Director
	[Insert]
	[NS]
	[Insert]
	[Insert]

	D-18
	HSE Assurance Report
	PDF
	Client HSE template
	Monthly
	With monthly report
	[Insert]
	Client HSE Manager
	Client PM
	[Insert]
	[NS]
	[Insert]
	[Insert]

	D-19
	Quality Surveillance Report
	PDF
	Client quality template
	Monthly
	With monthly report
	[Insert]
	Client Quality Lead
	Client PM
	[Insert]
	[NS]
	[Insert]
	[Insert]

	D-20
	Commissioning Readiness Report
	PDF
	Client commissioning template
	Monthly from [Insert stage]
	With monthly report
	[Insert]
	Client Engineering
	Project Director
	[Insert]
	[NS]
	[Insert]
	[Insert]

	D-21
	Completion and Handover Register
	XLSX + PDF
	Client handover template
	Per completion event
	5 BD before completion
	[Insert]
	Client Facilities
	Project Director
	[Insert]
	[NS]
	[Insert]
	[Insert]

	D-22
	Operations and Maintenance Manual Audit
	PDF checklist
	Client O&M standard
	Per completion event
	10 BD before handover
	[Insert]
	Client Facilities
	Client PM
	[Insert]
	[NS]
	[Insert]
	[Insert]

	D-23
	Defects Register and Closeout Report
	XLSX + PDF
	Client defects template
	Monthly during DLP
	Monthly, and at final completion
	[Insert]
	Client Facilities
	Project Director
	[Insert]
	[NS]
	[Insert]
	[Insert]

	D-24
	Final Account Report
	XLSX + PDF
	Client final account format
	Per contract
	20 BD after final completion
	[Insert]
	Client Cost Manager
	Delegated Authority
	[Insert]
	[NS]
	[Insert]
	[Insert]

	D-25
	Project Closeout and Lessons Learned Report
	DOCX + PDF
	Client closeout template
	Once
	20 BD after final completion
	[Insert]
	Client PM
	Project Sponsor
	[Insert]
	[NS]
	[Insert]
	[Insert]

	D-26
	Records and Native File Handover
	Structured file set
	Clause 15 naming convention
	Once, plus on termination
	10 BD after final completion
	[Insert]
	Client Records
	Client PM
	[Insert]
	[NS]
	[Insert]
	[Insert]



[ Keep the Ref column stable for the life of the engagement. Deliverable references are cited in invoices, acceptance certificates, milestone claims and the change log — renumbering them mid-engagement breaks the audit trail. ]
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Appendix C — Schedule of Rates
All rates are in [Insert currency code], exclusive of applicable transaction taxes, and inclusive of all overheads, on-costs, profit, standard information technology, communications, insurance and local travel. Rates apply to Variations, additional services and any time-charged component of the Fee.
	Role
	Year 1
	Year 2
	Year 3
	Year 4

	Project Director / Principal
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	Senior Project Manager
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	Project Manager
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	Assistant Project Manager
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	Contract Administrator / Superintendent's Representative
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	Senior Cost Manager / Quantity Surveyor
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	Cost Manager / Quantity Surveyor
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	Planner / Scheduler
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	Design Manager
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	Site Superintendent / Clerk of Works
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	HSE Advisor
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	Risk Manager
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	Specialist Advisor / Technical Expert
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	Document Controller / Project Administrator
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	Graduate / Cadet
	[Insert]
	[Insert]
	[Insert]
	[Insert]



C.1  Rate conditions
	RATE CONDITIONS

	Currency
	[Insert currency code]

	Rate validity period
	Fixed to [dd-mmm-yy], then adjusted under clause 11.9

	Escalation mechanism
	[Insert index] capped at [Insert]% per annum

	Minimum charging increment
	[Insert, e.g. 0.25] hours

	Standard working day
	[Insert, e.g. 7.6] hours

	Overtime multiplier
	[Insert, e.g. 1.5] — prior written authorisation required

	Weekend / public holiday multiplier
	[Insert, e.g. 2.0] — prior written authorisation required

	Travel time
	[Chargeable at Insert% of rate / not chargeable]

	Daily rate
	[Insert basis, e.g. hourly rate × standard working day]

	Mark-up on subcontracted specialists
	[Insert %, or 'nil']

	Mark-up on Reimbursables
	Nil



C.2  Resource allocation forecast
	Role
	Stage 1
	Stage 2
	Stage 3
	Stage 4
	Stage 5
	Stage 6
	Stage 7
	Total hours

	Project Director / Principal
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	Senior Project Manager
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	Project Manager
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	Assistant Project Manager
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	Contract Administrator / Superintendent's Representative
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	Senior Cost Manager / Quantity Surveyor
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	Cost Manager / Quantity Surveyor
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	Planner / Scheduler
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	Design Manager
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	Site Superintendent / Clerk of Works
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	Total hours
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]
	[Insert]



[ A resource forecast turns a fee proposal into something that can be tested. Compare the hours here against the allocations in clause 9.3 — if the percentages and the hours do not reconcile, one of them is wrong. ]
Appendix D — Milestone and Payment Schedule
This schedule links the Milestones in clause 7.1 to the fee schedule in clause 11.2. Every payment milestone must be objectively verifiable by reference to an Accepted Deliverable or a defined event. Percentages must total 100%.
	Ref
	Milestone
	Evidence of achievement
	Planned date
	Payment linked?
	% of Fee
	Amount
	Cumulative %

	M-01
	SOW mobilisation complete
	Team mobilised, PEP and governance charter Accepted
	[Insert date]
	Yes
	5%
	[Insert]
	[Insert]

	M-02
	Baseline programme and control budget Accepted
	Baseline programme and control budget approved by the Client
	[Insert date]
	Yes
	5%
	[Insert]
	[Insert]

	M-03
	Concept design stage complete
	Concept design review report Accepted and cost plan reconciled
	[Insert date]
	Yes
	10%
	[Insert]
	[Insert]

	M-04
	Developed design stage complete
	Developed design Accepted, cost plan within control budget
	[Insert date]
	Yes
	10%
	[Insert]
	[Insert]

	M-05
	Statutory approval obtained
	Principal development or building approval issued
	[Insert date]
	Yes
	5%
	[Insert]
	[Insert]

	M-06
	Tender documentation issued to market
	Issued-for-tender package released for the main works
	[Insert date]
	Yes
	10%
	[Insert]
	[Insert]

	M-07
	Main works contract awarded
	Evaluation report Accepted and contract executed
	[Insert date]
	Yes
	10%
	[Insert]
	[Insert]

	M-08
	Site possession and construction commencement
	Contractor granted access and works commenced
	[Insert date]
	No
	—
	[Insert]
	[Insert]

	M-09
	Construction 25% complete
	Certified value of work done reaches 25% of contract sum
	[Insert date]
	Yes
	8%
	[Insert]
	[Insert]

	M-10
	Construction 50% complete
	Certified value of work done reaches 50% of contract sum
	[Insert date]
	Yes
	8%
	[Insert]
	[Insert]

	M-11
	Construction 75% complete
	Certified value of work done reaches 75% of contract sum
	[Insert date]
	Yes
	8%
	[Insert]
	[Insert]

	M-12
	Commissioning commenced
	Commissioning readiness report Accepted and testing started
	[Insert date]
	No
	—
	[Insert]
	[Insert]

	M-13
	Practical completion achieved
	Certificate of practical completion issued for the main works
	[Insert date]
	Yes
	10%
	[Insert]
	[Insert]

	M-14
	Handover and operational readiness complete
	Handover register closed, O&M audit Accepted, occupation achieved
	[Insert date]
	Yes
	5%
	[Insert]
	[Insert]

	M-15
	Final account agreed
	Final account report Accepted for all contracts
	[Insert date]
	Yes
	4%
	[Insert]
	[Insert]

	M-16
	Defects liability period expired and project closed out
	Final completion certified, closeout report Accepted
	[Insert date]
	Yes
	2%
	[Insert]
	[Insert]

	
	TOTAL
	
	
	
	100%
	[Insert]
	100%



	Front-loaded milestone payments transfer risk to the Client and remove the Service Provider's incentive to finish. Test the profile: at any point in the engagement, the cumulative percentage paid should not materially exceed the percentage of the Services actually performed.



D.1  Payment conditions
A Milestone payment may be claimed only after the Acceptance Certificate for every linked Deliverable has been signed under clause 6.7.
Where a Milestone is partially achieved, no payment is due unless the Client agrees a partial payment in writing.
Milestone dates adjust automatically where the Milestone is delayed by a cause for which the Client is responsible under clause 7.5.
The final Milestone must represent at least [Insert, e.g. 5]% of the Fee and must not be claimable until Deliverable D-26 is Accepted.
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Appendix E — RACI Matrix
R = Responsible (does the work) · A = Accountable (owns the outcome, exactly one per activity) · C = Consulted (two-way input before the decision) · I = Informed (told afterwards) · — = no role. Where this matrix differs from clause 9.2, this matrix prevails.
	Activity
	Client Sponsor
	Client PM
	SP Project Director
	SP Project Manager
	Design Lead
	Cost Manager
	Contractor
	Contract Admin
	HSE Advisor
	Stakeholder Lead

	Approve the Project business case and control budget
	A
	C
	I
	I
	I
	R
	—
	[Insert]
	[Insert]
	[Insert]

	Prepare and maintain the Project Execution Plan
	A
	C
	A
	R
	C
	C
	I
	[Insert]
	[Insert]
	[Insert]

	Establish and maintain the master programme
	I
	A
	A
	R
	C
	C
	C
	[Insert]
	[Insert]
	[Insert]

	Maintain the cost plan and anticipated final cost
	I
	A
	A
	C
	I
	R
	I
	[Insert]
	[Insert]
	[Insert]

	Manage the design programme and design reviews
	I
	A
	A
	R
	R
	C
	I
	[Insert]
	[Insert]
	[Insert]

	Approve design at each stage gate
	A
	R
	C
	C
	C
	C
	I
	[Insert]
	[Insert]
	[Insert]

	Develop the procurement and packaging strategy
	A
	C
	A
	R
	C
	C
	—
	[Insert]
	[Insert]
	[Insert]

	Prepare and issue tender documentation
	I
	A
	A
	R
	C
	C
	—
	[Insert]
	[Insert]
	[Insert]

	Evaluate tenders and recommend award
	A
	C
	A
	R
	C
	C
	—
	[Insert]
	[Insert]
	[Insert]

	Execute the construction contract
	A
	R
	C
	I
	I
	I
	R
	[Insert]
	[Insert]
	[Insert]

	Administer the construction contract
	I
	A
	A
	R
	C
	C
	C
	[Insert]
	[Insert]
	[Insert]

	Assess and certify progress claims
	I
	A
	A
	C
	I
	R
	C
	[Insert]
	[Insert]
	[Insert]

	Assess variations and claims
	A
	A
	R
	R
	C
	R
	C
	[Insert]
	[Insert]
	[Insert]

	Manage the risk register and risk workshops
	I
	A
	A
	R
	C
	C
	C
	[Insert]
	[Insert]
	[Insert]

	Deliver HSE performance on Site
	I
	I
	C
	C
	I
	I
	A
	[Insert]
	[Insert]
	[Insert]

	Provide client-side HSE assurance
	I
	A
	A
	R
	I
	I
	C
	[Insert]
	[Insert]
	[Insert]

	Deliver quality and close out non-conformances
	I
	C
	C
	C
	C
	I
	A
	[Insert]
	[Insert]
	[Insert]

	Provide quality surveillance and ITP review
	I
	A
	A
	R
	C
	I
	C
	[Insert]
	[Insert]
	[Insert]

	Prepare and issue the monthly report
	I
	A
	A
	R
	C
	C
	I
	[Insert]
	[Insert]
	[Insert]

	Manage commissioning and operational readiness
	A
	A
	A
	R
	C
	I
	R
	[Insert]
	[Insert]
	[Insert]

	Manage completion, handover and warranties
	I
	A
	A
	R
	C
	C
	R
	[Insert]
	[Insert]
	[Insert]

	Manage the defects liability period
	I
	A
	A
	R
	I
	I
	R
	[Insert]
	[Insert]
	[Insert]

	Agree the final account
	A
	A
	A
	C
	I
	R
	R
	[Insert]
	[Insert]
	[Insert]

	Prepare the closeout and lessons learned report
	I
	A
	A
	R
	C
	C
	I
	[Insert]
	[Insert]
	[Insert]



[ Check three things before you issue this: exactly one A per row; no row where the same party is both A and the only R for an approval activity; and no activity in Appendix A that is missing from this matrix. ]
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Appendix F — Change Request Form
Use one form per change. Raise it under clause 12.2 and record the outcome in the change log at clause 12.5. Do not commence varied work before Part 4 is signed.
	Change request number
	CR-[Insert]

	Project / SOW reference
	[Insert]

	Date raised
	[dd-mmm-yy]

	Raised by
	[Insert name, organisation, role]

	Change title
	[Insert a short descriptive title]



Part 1 — Description of the change
	Description of the change
	[Describe what is changing, in enough detail that a person who was not present can price it]

	Reason for the change
	[Client instruction / failed assumption (state ref) / statutory change / design development / other]

	Origin
	[Client / Service Provider / Contractor / Authority / Other]

	Clauses, Deliverables and Milestones affected
	[Insert references]

	Urgency and the consequence of not deciding
	[Insert, with the date a decision is required]



Part 2 — Service Provider assessment
	Role
	Hours
	Rate
	Amount
	Notes

	[Insert role]
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	[Insert role]
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	[Insert role]
	[Insert]
	[Insert]
	[Insert]
	[Insert]

	Reimbursables
	—
	—
	[Insert]
	[Insert]

	Total (excluding taxes)
	
	
	[Insert]
	



	Effect on Milestones
	[State each Milestone affected and the revised date]

	Effect on other Deliverables
	[Insert]

	Effect on assumptions and risks
	[Insert]

	Validity period of this assessment
	[Insert, e.g. 20 Business Days from the date below]

	Assessed by / date
	[Insert name, role, date]



Part 3 — Client review
	Reviewed by / date
	[Insert name, role, date]

	Budget source and availability
	[Contingency / additional funding / reallocation — state the source]

	Within delegation? (clause 10.5)
	[Yes — approver: Insert / No — escalate to: Insert]

	Comments
	[Insert]



Part 4 — Decision
	Decision
	[Approved / Approved with conditions / Rejected / Deferred to: Insert date]

	Conditions (if any)
	[Insert]

	Approved value
	[Insert amount and currency]

	Revised total Fee after this change
	[Insert amount and currency]

	Cumulative change as a % of the original Fee
	[Insert]%

	Approved by (name and position)
	[Insert]

	Signature
	

	Date
	[dd-mmm-yy]



	No work on this change may commence until Part 4 is completed and signed by a person holding the relevant delegation under clause 10.5. Work performed before that is at the Service Provider's risk and is not payable (clause 12.4).



Appendix G — Deliverable Acceptance Certificate
Issue one certificate per Deliverable submission. A signed certificate is a condition precedent to any Milestone payment linked to the Deliverable (clause 6.7).
	Certificate number
	AC-[Insert]

	Project / SOW reference
	[Insert]

	Deliverable reference and title
	[Insert, e.g. D-07 Monthly Project Report]

	Revision submitted
	[Insert]

	Date submitted
	[dd-mmm-yy]

	Date review period expires
	[dd-mmm-yy]

	Submitted by
	[Insert name, role]



Assessment against the acceptance criteria (clause 6.1)
	Ref
	Criterion
	Met?
	Comment / deficiency relied on

	AC-1
	Complete
	[Yes / No]
	[Insert]

	AC-2
	Compliant with format, template and naming
	[Yes / No]
	[Insert]

	AC-3
	Accurate and reconciled
	[Yes / No]
	[Insert]

	AC-4
	Current and dated
	[Yes / No]
	[Insert]

	AC-5
	Traceable, with working files provided
	[Yes / No]
	[Insert]

	AC-6
	Decision-ready
	[Yes / No]
	[Insert]

	AC-7
	Quality assured (prepare / check / approve)
	[Yes / No]
	[Insert]

	AC-8
	Timely
	[Yes / No]
	[Insert]



	Outcome
	[Accepted / Accepted with comments / Not accepted — resubmit / Not accepted — fundamental]

	If not accepted, resubmission due by
	[dd-mmm-yy]

	Milestone linked to this Deliverable
	[Insert Milestone ref, or 'none']

	Payment released by this certificate
	[Insert amount, or 'nil']

	Acceptance authority (name and position)
	[Insert]

	Signature
	

	Date
	[dd-mmm-yy]



Acceptance does not relieve the Service Provider of liability for any error, omission or non-compliance in the Deliverable, and is not a waiver of the standard of care in clause 17.6.
Appendix H — Monthly Report Structure
The monthly report required by Deliverable D-07 must contain the following sections, in this order. A section that has no movement in the period must still be reported, confirming that it was reviewed. "No change" without confirmation of review is not acceptable.
	§
	Section
	Minimum content

	1
	Executive summary and RAG dashboard
	One page: overall status, top three issues, top three decisions required

	2
	Health, safety and environment
	Incidents, near misses, lost time injury frequency rate, audits, statutory notices, environmental events

	3
	Progress this period
	Narrative of work completed by discipline and package, with photographs

	4
	Look-ahead
	Planned activities for the next period and the next quarter, with constraints

	5
	Programme status
	Percent complete, critical path narrative, float position, milestone tracker, delay events and recovery actions

	6
	Cost status
	Control budget, approved changes, commitments, expenditure to date, anticipated final cost, contingency drawdown and remaining

	7
	Cash flow
	Actual versus forecast expenditure, revised forecast to completion

	8
	Change and variation
	Approved, pending and potential variations with values and programme effect

	9
	Claims and contractual notices
	Notices issued and received, extension of time positions, time bars pending

	10
	Risk and opportunity
	Movement in the top risks, new risks, closed risks, quantified exposure versus contingency

	11
	Design status
	Design deliverables tracker, outstanding comments, unresolved coordination issues

	12
	Procurement status
	Package tracker, tenders in market, awards, long-lead item status

	13
	Quality
	ITP surveillance, hold and witness points, open non-conformances and ageing

	14
	Approvals and conditions
	Statutory approval status and outstanding conditions with owners and dates

	15
	Stakeholder and communications
	Engagement undertaken, complaints and issues, media and community matters

	16
	Sustainability and ESG
	Rating scheme progress, waste diversion, energy and carbon, social procurement outcomes

	17
	Resourcing
	Actual versus committed effort by Key Personnel, changes proposed

	18
	Decisions and actions required
	Specific decisions sought this period, with owner, date required and consequence of delay

	19
	Action register
	Open actions, owners, due dates and overdue items

	20
	Appendices
	Programme extract, cost report, risk register, change register, photographs, minutes



H.1  Report standards
The report must be issued by the 5th Business Day of each month, with a data cut-off no earlier than the last day of the preceding month.
Every figure must reconcile to its source system, and any movement from the previous period must be explained.
The report must be self-contained: a reader who has attended no meetings must be able to understand the position from the report alone.
Every issue raised must have a named owner, a date and a requested decision. A report that describes problems without asking for decisions is a record, not a management tool.
The executive summary must not contradict the detail. Where the detail shows a problem, the summary must say so.
The report must be issued through the CDE, in PDF for distribution and in native format for the Client's records.

[ Agree the report template with the Client in the first month and lock it. Changing the structure between periods destroys comparability and is the most common complaint clients make about consultant reporting. ]
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