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1 STATEMENT OF CONFIDENTIALITY

APEX Consulting acknowledges that the information contained in this document is confidential and proprietary to Company USA. APEX Consulting agrees to use the same level of care to protect the confidentiality of this information as it uses to protect its own.

This document contains processes, techniques, and methodologies that are proprietary to APEX Consulting and are provided to the customer with the understanding that this information will be used for planning, executing, controlling, and closing the project described in this document. 

Each recipient of this document is expected to treat this information with the strictest confidence and is responsible for ensuring that there is no unauthorized duplication, distribution, or application of this material, unless expressly stated in this SOW.

2  INTRODUCTION

2.1 Purpose

The purpose of this Contract Statement of Work (CSOW) is to document the service to be delivered, the price of the requested service, and the rights and responsibilities of the various parties responsible for delivery. This service has been requested by Company USA to meet its objective of improving profitability on its projects by determining its current level of project management maturity and identifying areas for improving the processes and procedures currently being used to manage projects. This document also addresses the specific requirements of Company USA, as well as the specific requirements of APEX Consulting to deliver the requested services properly.

Upon acceptance by both Company USA and APEX Consulting, any changes or modifications to the SOW must follow the change control process defined in Section 5.1 of this SOW. All approved changes will become attachments to the original approved CSOW, which will then form the new baseline upon which future changes will be measured.

2.2 Description of Work

APEX Consulting will perform a project management maturity analysis for Company USA, an engineering and design firm headquartered in Atlanta, GA, to assist Company USA in identifying areas for improving the processes and procedures used for managing projects. This analysis will consist of reviewing Company USA’s current project management processes, procedures, tools, and documents. The information gathered from this review will then be used to develop an initial maturity rating of Company USA’s project management skills. A detailed description of the maturity analysis is provided in Section 3.0 of this SOW.

2.3  Assumptions

1.
APEX Consulting will adhere to the standards of conduct as defined in Company USA’s and APEX Consulting’s Standard Code of Conduct 

2.
Company USA will provide APEX Consulting with the required office space for performing the analysis, as defined in Section 7 of this SOW

3.
Company USA will provide on-site parking for all APEX Consulting personnel performing analysis work outside the standard hours of operation, as defined in Section 6 of this SOW.

4.
Company USA will be responsible for all costs incurred by APEX Consulting for obtaining all necessary security clearances required by Company USA, including the cost of background checks and drug screening.

Lessons Learned: This section is typically reserved for assumptions that cover more than one service being provided to a client. In situations like this where there is only one service being delivered it is important that only those assumptions that are general in nature and not specific to the service be addressed. One way to make this determination is to ask the questions: Would the assumption apply regardless of the service being offered? Or is it specifically required to deliver a particular service? If the assumption is specific to the service, then it should be covered in Section 3; otherwise, it should be covered here as a general assumption.

2.4 Constraints

1.
Security access required at Company USA’s office could delay the APEX Consulting personnel in obtaining the necessary information for the analysis.

2.
APEX Consulting will not be allowed to perform any due diligence prior to execution of the contract.

3.
Company USA has requested that the analysis be conducted as expeditiously as possible, which may limit the detail to which some of the areas may be analyzed.

3 SERVICES PROVIDED

3.1 Project Management Maturity Analysis

3.1.1 Description

APEX Consulting will perform a project management maturity analysis of Company USA to determine the organization’s level of maturity in managing projects. This analysis will also identify areas for improving processes and procedures currently being used to manage projects. The analysis will be conducted in four phases: 

· Phase 1: Planning

· Phase 2: Data Collection

· Phase 3: Data Analysis

· Phase 4: Reporting.

During the Planning phase, APEX Consulting and Company USA will jointly define the scope and develop a plan for performing the analysis. Once the scope has been defined and the planning is completed, the analysis will then move into the Data Collection phase. During this phase, APEX Consulting will collect data on Company USA’s current project management processes, procedures, and tools. The data collection will be conducted through questionnaires and interviews of a select number of employees, as determined during the planning phase. It is anticipated that the number of employees receiving the questionnaires and being interviewed will not exceed 20% of the total base number of employees at the time of project initiation. APEX will also gather data by reviewing Company USA’s administrative and project documents. 

After all the data have been collected, the analysis will move into the Data Analysis phase, during which APEX Consulting will aggregate the information and analyze it to develop the initial maturity rating for Company USA. The maturity rating will be based on APEX Consulting’s proprietary five-level project management maturity model:

· Level 1 - Emerging

· Level 2 - Standardization

· Level 3 - Acceptance

· Level 4 - Cultural

· Level 5 - Optimizing.

Once the data have been analyzed, APEX will develop a report of its findings and submit it to Company USA as the final project deliverable. This report will be titled the Project Management Maturity Analysis Report. Development and delivery of the report to Company USA will be conducted in the fourth and final phase of the analysis, Reporting.

At the request of Company USA, the maturity analysis must be completed within two months after initiation of the planning phase.

3.1.2 Key Assumptions

1.
Company USA will provide personnel to assist APEX Consulting in defining the scope and developing the plan for performing the analysis.

2.
Company USA will provide a current list of all employees, including their functional title, years of experience, phone number, and e-mail address. To ensure the confidentiality of the information gathered, APEX Consulting will not use the names of the employees in the analysis.

3.
APEX Consulting will not be held to the scheduled completion date of the analysis when delays are attributed to Company USA or its employees.

4.
Company USA will provide all information requested by APEX Consulting to conduct the maturity analysis properly.

5.
The number of employees receiving questionnaires and being interviewed will not exceed 20% of the total base number of employees at the time of project initiation.

6.
The maturity analysis will be completed within two months after initiation of the planning phase.

3.1.3 Roles and Responsibilities

The roles and responsibilities of both Company USA and APEX Consulting in performing the project management maturity analysis are as follows:

	
	PM Maturity Analysis - Roles and Responsibilities
	APEX
Consulting
	Company
USA

	1.
	Define the scope and develop a plan for performing 
	
	

	
	the maturity analysis
	3
	3

	2.
	Provide a list of all employees, including functional title, 
	
	

	
	years of experience, phone number, and e-mail address
	
	3

	3.
	Provide office space for APEX Consulting’s review team, 
	
	

	
	as defined in Section 7 of the SOW
	
	3

	4.
	Perform the PM maturity analysis
	3
	

	5.
	Develop the PM Maturity Analysis Report
	3
	


3.1.4 Service Level Agreements (SLAs)

Not Applicable

Lessons Learned: This service offering does not have established service levels for determining the performance of the service provider. When the CSOW is finalized, the sections that are identified as not applicable (N/A) can be deleted. However, these sections should be included in the initial draft to show reviewers that they were not overlooked.

3.1.5 Deliverables

APEX Consulting will deliver a Project Management Maturity Analysis Report to Company USA as the final deliverable for this project. This report will document the findings of APEX Consulting’s analysis and will provide an initial rating of Company USA’s project management maturity. The report will also provide recommendations for areas of improvement required for Company USA to move up to the next level of maturation. 

4 GENERAL ROLES AND RESPONSIBILITIES

4.1 Corporate Responsibilities

4.1.1 Company USA’s Responsibilities

· Company USA will provide the necessary access to its office, including security access, employee/visitor badges, and parking passes.

· Company USA will provide all information and access to knowledge holders required for APEX Consulting to fully perform the maturity analysis described in Section 3 of this SOW.

4.1.2 APEX Consulting

· APEX Consulting will perform the project management maturity analysis of Company USA within the mutually agreed upon time frame defined in Section 9 of this SOW.

· APEX Consulting will comply with the standards of conduct defined in both Company USA’s and APEX Consulting’s Standard Code of Conduct.

· APEX Consulting will be responsible for selecting and managing APEX Consulting personnel required to perform the maturity analysis.

5 MANAGEMENT PROCEDURES

5.1 Change Control Process

A Change Order Request Form must be completed for all changes requested by either APEX Consulting or Company USA that impact or deviate from the approved SOW. The APEX Consulting Project Manager will be responsible for managing all change order requests submitted on the project in accordance with the following process:

1.
All change order requests must be submitted in writing to the APEX Consulting Project Manager either by e-mail or hard copy to be recognized as a formal request. Verbal requests or voice mails will not be considered formal change order requests. The Change Order Request Form, shown in Section 12.1 of this SOW, should be used to document in detail the change and provide justification for why it is needed. The initial submission must also document the estimated work effort and cost specifically for investigating what it would take to implement the change if approved. The cost of any investigation APEX Consulting conducts related to any change requests submitted by Company USA will be billed to Company USA on a time and materials basis, unless otherwise noted or agreed to.

2.
Based on the estimated work effort and cost, representatives from both Company USA and APEX Consulting will jointly determine whether to proceed with the investigation. The approval levels established for both Company USA and APEX Consulting are as follows:

APEX Consulting- Approval Limits

	Title:
	Changes Up to:

	Project Manager
	$10,000

	Regional Director of Services
	$50,000

	Senior VP of Services
	Over $50,000


Company USA- Approval Limits

	Title:
	Changes Up to:

	Chief of Engineering
	$50,000

	President
	Over $50,000



  If the investigation is rejected, then the change order request is considered rejected, and no further action is required. If it is accepted, then the requester (or its assignees) will then determine the impact of implementing the change on the project. 

3.
In investigating the impact of the change on the project, the requester (or its assignees) will determine the impact on the cost, schedule, and manpower originally estimated for the project. The requester will also determine the impact on the SOW and any revisions to the language that may be required, as well as the estimated work effort and cost to implement the change. Once the investigation has been completed, the requester will complete the Change Order Request Form with the information gathered in this step and resubmit it to the project manager for coordinating the review and approval. 

4.
Based on the estimated work effort and cost, representatives from both Company USA and APEX Consulting will jointly determine whether to proceed with implementing the change. The approval levels required for both Company USA and APEX Consulting are shown in step 2 above. If the implementation is rejected, then the change order request is considered rejected, and no further action is required. If the implementation is accepted, the change order request is considered approved. Once all appropriate signatures have been obtained, the approved change order will then be attached, as an amendment, to the SOW. The amended SOW will become the new baseline document upon which any new changes will be based.

5.2 Meetings

Company USA and APEX Consulting will jointly participate in various meetings to review the progress of the project. The following table identifies the type of meeting, frequency, and proposed attendees.

	Type of Meeting
	Frequency
	Company USA Attendees
	APEX Consulting Attendees

	Project Kick-off
	Once at the beginning of the project
	President/Chief of Engineering/other invited Company USA employees
	Regional Director of Services/Project Manager/maturity analysis team members

	Weekly Status Meeting
	Every Tuesday from 9:00 a.m.- 11:00 a.m.
	Chief of Engineering/other invited Company USA employees
	Project Manager/team members (as necessary)


5.3 Billing Process

The billing process for this engagement is as follows:

· APEX Consulting will invoice Company USA on a time and materials basis as incurred in arrears. Invoices will be submitted to Company USA’s Accounts Payable in electronic or paper form on the 2nd Monday of the month. 

· Travel and other related expenses will be invoiced as defined in Section 10.3 of this SOW.

· Company USA’s accounts payable representative(s) will process the checks for the services rendered and will mail them to APEX Consulting’s headquarters office in Atlanta, GA.

· Invoices will be paid on a net thirty (30) day basis. Company USA will pay a one (1) percent per month charge on all past due invoices.

5.4 Dispute Resolution Process

Any disputes that may arise between Company USA and APEX Consulting during delivery of the requested services will be addressed through the following process:

Step 1: All issues or disputes that cannot be resolved by those involved will be escalated to APEX Consulting’s project manager and Company USA’s Chief of Engineering.

Step 2: If the parties identified in step 1 cannot resolve the issue or dispute, then it will be escalated to APEX Consulting’s Regional Director of Services and Company USA’s President.

Step 3: If the parties identified in step 2 cannot resolve the issue or dispute, then an independent party will be brought in to mediate and arbitrate the resolution of the issue or dispute.

Step 4: If the independent arbitrator fails to reach a resolution, then the parties may choose to proceed to litigation. This is the least desirable option, and it should be avoided if at all possible.

5.5 Reports

APEX Consulting will be responsible for producing the reports identified below. A sample of each report is provided in Section 12.2 of this SOW. APEX Consulting will produce customized or ad hoc reports only upon written request from Company USA. The time required to design and develop the customized or ad hoc reports will be charged to Company USA on a time and materials basis. 

	Report Type
	Frequency

	Project Status Report
	Weekly

	Project Management Maturity Analysis Report [Final Project Deliverable]
	Once at the end of the project


6 HOURS OF OPERATION

The standard hours of operation for the project management maturity analysis of Company USA are from 8:00 a.m. to 5:00 p.m. Eastern Standard Time (EST), Monday through Friday. This also defines the standard business day for APEX Consulting. 

APEX Consulting will observe all Company USA holidays listed below. Company USA will be responsible for notifying APEX Consulting, in writing, prior to initiation of the planning phase of the dates on which each of these holidays will be observed.

· New Year’s Day

· Martin Luther King Day

· Presidents Day 

· Memorial Day

· Independence Day

· Labor Day

· Veterans Day

· Thanksgiving Day and the day after

· Christmas Day.

If Company USA’s office is closed for any reason, such as weather, health concerns, safety, or special events, then APEX Consulting will be relieved of its obligation to deliver the final findings report at the scheduled completion date. Company USA will also be responsible for reimbursing APEX Consulting for any costs or expenses incurred due to an unscheduled closing.

7 FACILITIES/TOOLS/EQUIPMENT REQUIREMENTS

The following are the minimum facility requirements APEX Consulting needs to deliver the services identified in this SOW properly. Company USA will be responsible for ensuring that these facilities are provided to APEX Consulting prior to work being initiated and that the facilities will be at least equivalent to those provided to Company USA’s own employees. Company USA will also be responsible for all costs associated with acquisition and use of the facilities, including all charges for the installation and use of phones and modem lines. All facilities provided to APEX Consulting must meet the minimum handicap requirements as defined by the Americans with Disabilities Act of 1990 and the Occupational Safety and Health Act of 1970. Failure to meet these minimum facility requirements will inhibit APEX Consulting’s ability to perform the project management maturity analysis within the desired time frame.

Facilities provided to APEX Consulting will only be accessible to its employees and authorized Company USA personnel. To ensure the confidentiality of the information collected, the office areas provided will be fitted with locks, card key entry, and/or electronic security pads for security purposes. Company USA will also provide APEX Consulting with access to conference rooms, cafeterias, parking, health club facilities, and other similar facilities at no charge or at a charge commensurate with that charged to Company USA’s own employees. No specific tools are required for the work. 

APEX Consulting requires the following facilities and equipment to perform the requested maturity analysis properly:

	Facility/Tool/Equipment
	Description

	Management Office Space
	One enclosed office, minimum 100 sq. ft., for the Project Manager. Office to include, at a minimum, a desk, chair, trash can, lights (desk and overhead), two visitor chairs, and two 3-drawer filing cabinets.

	Analysis Team Office Space
	A separate cubicle, minimum of 64 sq. ft., for each member of the analysis team. Cubicle to include, at a minimum, a desk, chair, trash can, desk light, and 3-drawer filing cabinet.

	Interview Rooms
	Two rooms, minimum 81 sq. ft. each, to conduct employee interviews. Each room to include, at a minimum, a desk or table and 4 chairs.

	Analog Data Lines
	Minimum of one modem line for each enclosed office and cubicle provided.

	Telephone Lines w/ Phones
	Minimum of one phone line with phone for each enclosed office and cubicle provided.

	Fax Machines
	Access to fax machine.

	Printers
	Access to laser jet printer (or equivalent).

	Copy Machines
	Access to copy machine.

	HVAC
	Heating and air conditioning available and working in all work areas being provided.

	Lights and Temperature Control
	Lights and temperature control available and working in all work areas.


8 SECURITY REQUIREMENTS

8.1 Facilities

Company USA will provide APEX Consulting with a list of all areas within Company USA’s office that require security access for its employees to perform the maturity analysis. The list will also address the type of security access required for each area identified.

8.2  Personnel

Company USA will provide security access to APEX Consulting personnel for all areas requiring it within five (5) business days of the assigned start date. If security clearance is not provided within the five (5) business days, Company USA will provide an escort for the APEX employee requiring access to a secure area. Company USA will cover all costs associated with obtaining the security clearances, including background checks, drug screening, and any other checks or tests required. 

9 SCHEDULE

The following table identifies the completion date of the major milestones identified in the initial schedule for performing the project management maturity analysis for Company USA. Upon approval of the CSOW and the contract, these dates will become the baseline schedule upon which future changes will be measured.

	Major Milestone
	Completion Date

	Contract and CSOW approved
	1 June 20XX

	Planning Phase Completed
	15 June 20XX

	Data Collection Phase Completed
	1 July 20XX

	Data Analysis Phase Completed
	15 July 20XX

	Reporting Phase Completed1 
	31 July 20XX


1. This milestone includes the completion and delivery of the Project Management Maturity Analysis Report to Company USA.

10 PRICING

10.1 Service Pricing Assumptions

Pricing for performing the project management maturity analysis for Company USA is based upon the following data and assumptions documented throughout this SOW:

1.
The number of employees to receive questionnaires and to be interviewed will not exceed 20% of the total base number of employees in Company USA at the time of project initiation.

2.
The Project Management Maturity Report will be the only deliverable provided to Company USA.

3.
Maturity analysis must be completed within two (2) months from initiation of the planning phase.

4.
APEX Consulting will not perform work outside the scope defined in this document to correct deficiencies found during the analysis. Company USA may, however, increase the scope to include this additional work by formally submitting a change order request.

Pricing for the delivery of the requested services is structured into the following categories: time and material rates, travel and expenses, shipping fees, and termination fees.

10.2 Time and Materials

The maturity analysis will be billed on a time and materials basis using the rates shown in the table below. APEX Consulting will also assist Company USA with special projects on a time and materials basis, contingent upon sufficient resources being available to meet the request.

	APEX Consulting Functional Role
	Hourly Rate

	Junior Consultant
	$65.00

	Senior Consultant
	$90.00

	Project Manager
	$150.00

	Regional Director of Services
	$225.00


10.3 Travel and Expenses

APEX Consulting will bill Company USA for all travel-related expenses incurred in the course of performing the analysis. Travel expenses to be reimbursed by Company USA are as follows:

· $0.36 per mile when using personal auto

· $150/day per diem (covers lodging and meals)

· Actual cost incurred for other travel related expenses, plus a 9% service charge. This includes expenses for phone calls, taxis, rental cars, dry cleaning, and airfares.

10.4 Shipping Fees

If APEX Consulting is required to use an overnight or express delivery service to perform the analysis, the cost for such services will be billed to Company USA as incurred. APEX Consulting will use Company USA’s preferred delivery vendor for the shipping services.

10.5 Termination Fees

If Company USA terminates the contract without cause or for convenience, the termination fee will be $100,000.

11 SIGNATURE BLOCK

APEX Consulting
Company USA

_______________________________
_______________________________

Date:__________________________
Date:__________________________

Senior VP of Services
President

_______________________________
_______________________________

Date:__________________________
Date:__________________________

Regional Director of Services
Chief of Engineering

12 ATTACHMENTS

12.1 Change Order Request Form

	Change Order Request Form


	Change Order No.

	
	

	Section 1 - Project Information

	Client Name:
	
	Project Name:
	

	Project Manager:
	
	Project Number:
	

	PMÆs Phone Number:
	
	
	

	Section 2 - Change Request Information

	Initiated by:
	
	Date Submitted:
	

	Initiator’s Phone Number:
	
	Date Completed:
	

	Description of Change Request:
	

	Justification for Change Request:
	

	Section 3 - Change Request Investigation Decision

	Estimated Work Effort to Investigate:
	
	Actual Work Effort to Investigate:
	

	Estimated Cost to Investigate:
	
	Actual Cost to Investigate:
	

	
	Investigation Accepted

Investigation Rejected


	Client 

Representative(s):
	
	Date:


	

	
	
	Service Provider 

Representative(s):
	
	Date:
	

	Reason for Rejection:
	

	Section 4 - Change Request Implementation Decision

	Impact of Change Request on SOW

	SOW Section
	Impact/Change

	
	

	
	

	

	Category of Change
	From
	To

	Cost
	
	

	Schedule
	
	

	Manpower
	
	

	Estimated Work Effort to Implement:
	
	Actual Work Effort to Implement:
	

	Estimated Cost to Implement:
	
	Actual Cost to Implement:
	

	
	Implementation Accepted

Implementation Rejected


	Client 

Representative(s):
	
	Date:


	

	
	
	Service Provider 

Representative(s):
	
	Date:
	


12.2 Sample Reports

12.2.1 Project Status Report

[Insert the customized Project Status Report for this project here.]

12.2.2 Project Management Maturity Analysis Report


[Insert the customized Project Management Maturity Analysis Report for this project here. Any additional reports that are required as part of this project should also be included in this section.]
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