Upwork Milestone SOW
GigRadar
Upwork Milestone Statement of Work
For fixed-price Upwork contracts — your milestone split is your change order
	How to use this template
1. Paste this into the Upwork contract terms or attach it as a file. Replace every [blue placeholder].
1. Fund each milestone in Upwork escrow before that milestone’s work starts. The milestone IS your change order.
1. Keep the Acceptance and Change-Order clauses as written; set the numbers in the Key Terms.



This SOW supports the Upwork contract titled [CONTRACT TITLE] between [AGENCY NAME] (“Agency”) and [CLIENT NAME] (“Client”), effective [EFFECTIVE DATE]. It supplements, and does not supersede, the Upwork Terms of Service.
Key Terms
	Deliverable
	[MAIN DELIVERABLE]

	Total funded scope
	[$ TOTAL] across the milestones below

	Revision rounds
	[2] per milestone

	Acceptance window
	[5] business days (aligned to Upwork’s review timer)

	Out-of-scope / rush
	New funded milestone at $[RATE]/hour, rush (< 48h) + [50]%


1. Deliverable & Scope
Agency will deliver: [main deliverable — with counts and formats]. Included: only the items listed above and in the milestone table. Excluded: everything else, handled as a new funded milestone (Section 5).
1. Out of scope: [list the obvious exclusions a first-time client might assume are included].
2. Milestones (Your Built-In Change Order)
Work on any milestone begins only after that milestone is funded in Upwork escrow. No milestone is started on the promise of later funding.
	Milestone
	Deliverable
	Acceptance
	Amount (USD)

	Example — M1
	Wireframe
	Matches brief; client-approved
	$[X]

	M1 — [name]
	[deliverable]
	[criteria]
	[$X]

	M2 — [name]
	[deliverable]
	[criteria]
	[$X]

	M3 — [name]
	[deliverable]
	[criteria]
	[$X]


3. Acceptance & Deemed Acceptance
A milestone is Accepted when its deliverable meets the acceptance criteria above. Client has [5] business days from submission to accept or return one consolidated list of in-scope Defects. If Client does not respond within [5] business days, the milestone is deemed Accepted and the escrow is released. Restate this window in the Upwork milestone notes so the timers line up.
4. Revisions
[2] round(s) of revisions are included per milestone. A “round” means one consolidated set of feedback returned in a single message. Additional rounds are added as a new funded milestone at $[RATE]/hour or a flat $[AMOUNT].
5. Out-of-Scope & Change Orders
Any request not listed in Sections 1–2 is out of scope. It is added as a new Upwork milestone titled “[Name] — Added Scope” with its own deliverable, acceptance criteria, and fee, and work starts only when that milestone is funded. Accommodating one small request for free does not waive this for future requests.
6. Fees, Pass-Through & Ad Spend
All fees flow through the Upwork milestones above; total funded scope is [$ total]. Out-of-scope and rush (under 48 hours’ notice) work is quoted as a new milestone at $[RATE]/hour plus a [50]% surcharge. Large external costs (ad/media spend, stock, software) are handled as their own funded milestones labelled as Pass-Through, billed at actual cost [or + [X]% markup], non-refundable, and require Client preapproval above [$ THRESHOLD]. Do not route ad spend or other payments off-platform in a way that conflicts with Upwork’s terms.
7. IP, Confidentiality & Independent Contractor
Agency owns the deliverables until each milestone’s escrow is released; on release of full payment, Agency assigns the delivered work product to Client, excluding Agency’s pre-existing tools, templates, and know-how (Background Materials) and any third-party or open-source assets, which remain governed by their own licenses. Each party keeps the other’s non-public information confidential and uses it only for this project. The parties are independent contractors; Agency controls how the work is done and may serve other clients.
8. Liability & Platform Terms
To the maximum extent permitted by law, neither party is liable for indirect or consequential damages, and each party’s total liability under this SOW will not exceed the total fees paid through Upwork for this contract. The parties’ relationship is also governed by the Upwork Terms of Service; for payments, escrow, and disputes arising from Upwork-funded work, the Upwork Terms prevail over any conflicting term here. For scope, IP, and confidentiality between the parties, this SOW governs to the extent consistent with the Upwork Terms.
9. Acceptance of this SOW
The parties accept this SOW by approving it within the Upwork platform interface or by signing below. Electronic acceptance has the same effect as a handwritten signature to the fullest extent permitted by law.
	Agency
	Client

	[AGENCY LEGAL NAME]
	[CLIENT LEGAL NAME]

	By: ____________________________
	By: ____________________________

	Name: [SIGNATORY]
	Name: [SIGNATORY]

	Title: [TITLE]
	Title: [TITLE]

	Date: [DATE]
	Date: [DATE]



About GigRadar
GigRadar runs your Upwork new-business pipeline through our own staffed Business Manager account, so your team wins better-fit clients without ever touching your agency login. Fewer mismatched projects means fewer scope fights in the first place. Full guide and a free interactive SOW builder: gigradar.io/blog/sow-template  ·  Get a free agency audit →
Disclaimer: this template is provided by GigRadar for convenience and is a starting point, not legal advice. Laws vary by country and state (interest caps, liability limits, non-solicitation enforceability, IP formalities). Have a qualified lawyer review and adapt it before you rely on it.
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