Figure 7-4. SOW Review Checklist

	
	Checklist Item
	Yes
	No
	If “No”, provide
explanation

	1)
	Does the SOW follow the firm’s approved format?
	
	
	

	2)
	Has a multi-decimal or alphanumeric coding structure been used in the SOW?
	
	
	

	3)
	Is the SOW specific enough to estimate the human and nonhuman resources required to deliver the project?
	
	
	

	4)
	Did a multi-disciplined TIGER team develop the SOW?
	
	
	

	5)
	Have all sections of the SOW been satisfactorily addressed?
	
	
	

	6)
	If a section of the standard SOW format didn’t apply, was it marked as not applicable (N/A)?
	
	
	

	7)
	Is the SOW specific enough to price the project?
	
	
	

	8)
	Has each product or service being delivered to client been addressed in a separate subsection in the SOW?
	
	
	

	9)
	Are the requirements and obligations of both the service provider and the client clearly identifiable?
	
	
	

	10)
	Have all service levels been clearly defined and quantified?
	
	
	

	11)
	Are the deliverables to be provided and their acceptance criteria clearly defined?
	
	
	

	12)
	Have documents referenced in the SOW been properly described and cited?
	
	
	

	13)
	Have quality requirements been clearly defined to determine whether the service provider has complied with all contractual requirements?
	
	
	

	14)
	Have appropriate industry standards been researched and referenced in the SOW, if necessary?
	
	
	

	15)
	Have all extraneous references and materials been eliminated?
	
	
	

	16)
	Has the SOW been checked for format and grammar?
	
	
	

	17)
	Are all supplemental data requirements referenced in the SOW and attached to the document?
	
	
	

	18)
	Has the change order process been clearly defined?
	
	
	

	19)
	Are all terms clearly defined, including “industry-wide” accepted terms?
	
	
	

	20)
	Does the SOW conflict with or contradict the language in the contract to be used?
	
	
	

	21)
	Does the review team have knowledge or experience about the type of project being supported by the SOW?
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