VENDOR CONTRACT COVER SHEET

Appropriate Use of this Form 
· Use this approved Vendor Contract template when the College is engaging an independent contractor to perform a service for the College.

· Contractor means – an individual, or company that is not considered an agent, servant or employee of the College. 
· A Contractor must affirm that it has:

· The necessary expertise and experience to perform its obligations.

· All applicable approvals, licenses, certifications, and other qualifications needed to conduct business in Ohio.

How to Fill Out this Form

· Prior to completing the form, be prepared to provide the following information:

· Name of the Contractor and full address

· Term of the Agreement (start date/time and end date/time)

· Compensation amount

· Intervals that the College will submit invoices for services

· Scope of work (details of the service(s) and product(s) to be provided)

· This form is in a Word document format with restricted editing.  This means that you can only edit the highlighted areas in the document.

· Guidance for filling out the form is listed in blue text throughout the document.  When you fill out the form, please replace the blue text with the appropriate information, or remove the blue text as applicable.     

Things to Remember About Routing Contracts

· If a contract is grant related, you must contact the Grants Office prior to the contract routing process.
· If a contract is technology related, you must contact IT Asset Management prior to the contract routing process. IT Asset Management may review the contract for sensitivity of data accessed and the need for use of a non-disclosure agreement.
· After a contract is created, a Contract Routing and Approval Form should be completed and attached to each contract.    

· When using an approved CSCC contract template found on the Columbus State Employees Forms Page under the Legal Office heading, there is no need to send the agreement to Legal for review.  However, the College’s legal counsel must review all non-standard agreements (not an approved CSCC contract template).    

· Please follow your department’s signature protocol developed according to the College’s Purchasing Authorizations and Signature Approval Protocol.

· Please send the fully executed contract, contract routing form, and any supporting documentation to:

· The assigned grant accountant for contracts involving grants; or

· Purchasing/Accounts Payable for contracts that are not grant related.

· Keep a copy of the contract in your department for records retention purposes.

AGREEMENT
BETWEEN  
COLUMBUS STATE COMMUNITY COLLEGE
AND

INSERT NAME OF CONTRACTOR
PURPOSE STATEMENT
This Agreement (“Agreement”) is between Columbus State Community College, a state community college district,   (“College”) 550 East Spring Street, Columbus, Ohio 43215, and insert name of Contractor, (“Contractor”) insert full address of Contractor.
College pursuant to Ohio Revised Code (R.C.) Chapter 3358 is empowered to do all things necessary for the proper maintenance, successful and continuous operation of the College. 

The parties agree as follows:

ARTICLE 1:   NATURE OF AGREEMENT
1.1 Contractor shall be employed as an independent contractor to fulfill the terms of this Agreement add for personal services contract: “and to act as an expert.”. Contractor shall not be considered an agent, servant or employee of the College or the State for any purpose whatsoever.  Contractor expressly acknowledges and agrees that neither the Contractor, subcontractor nor any person acting on behalf of them shall at any time, or for any purpose, be considered public employees for the purpose of Ohio Public Employees Retirement System benefits. 
1.2 Services to be rendered are of a specific nature add “and unique” for speakers. The College is the sole judge of the adequacy of such services. 
1.3 College enters into this Agreement in reliance upon Contractor’s representations that it has the necessary expertise and experience to perform its obligations. Contractor warrants that it possesses the necessary expertise and experience to perform its obligations.
1.4 Contractor affirms that it has all of the approvals, licenses, or other qualifications needed to conduct business in Ohio and that all are current.  If at any time during the term of this Agreement Contractor, for any reason, becomes disqualified from conducting business in the State of Ohio, Contractor will immediately notify College in writing and will immediately cease performance of the Work.
1.5 Contractor shall perform the services to be rendered under this Agreement. The Contractor shall not hire, supervise or pay any assistants to Contractor in its performance of services under this Agreement without express written approval by the College. In the event Contractor employs any assistants or employees, same are bound fully by all the Agreement’s provisions to the extent applicable. 

1.6 College shall not be required to provide any training to Contractor to enable it to perform services.

1.7 It is expressly agreed by the parties that none of the rights, duties and obligations herein shall be binding on either party if award of this Agreement would be contrary to the terms of R.C. Chapter 102 (Ohio Ethics statute) or the College’s policies and procedures.
ARTICLE 2:   SCOPE OF WORK
2.1 Contractor shall perform the services (“Work”) set forth in Exhibit A, Scope of Work, attached hereto and made a part hereof.

ARTICLE 3:   TIME OF PERFORMANCE
3.1 The Work shall be commenced on insert date and concluded on or before insert date. Issues related to the biennium must be considered here. Alternative language: “This contract shall terminate June 30, 2019. At that time, College may renew this Agreement on the same terms and conditions by giving written notice to the contractor prior to expiration.”
3.2 This Agreement shall remain in effect until the Work is completed to the satisfaction of College and until Contractor is paid in accordance with Article 4, Compensation, or until terminated as provided in Article 6, Termination of Contractor Services, whichever is sooner.  
ARTICLE 4:   COMPENSATION
4.1 College shall pay Contractor no more than a total amount of $amount for the Work.
4.2 Use this provision if applicable The total amount due shall be computed according to the following cost schedule: Cost Schedule.
4.3 Contractor shall not be reimbursed for travel, lodging or any other expenses incurred in the performance of this Agreement unless specifically provided herein.  Any such pre-approved reimbursement for expenses shall be paid per College’s then existing reimbursement policy. 
4.4 Contractor shall submit an invoice for services on a weekly/monthly/as agreed basis. Each invoice shall contain an itemization of the Work performed, and the sum due at that time pursuant to this Agreement. All invoices shall contain the Contractor’s name and address and shall reference College.   Upon receipt and approval of the invoice by College a voucher for payment shall be processed. 
4.5 In the event that any customer of Contractor negotiates a lower fee structure for the Work or comparable services, Contractor shall promptly notify College and shall extend the lower negotiated rate to College retroactively to the first date the lower rate was offered to another customer.

ARTICLE 5:   CERTIFICATION OF FUNDS
5.1 None of the rights, duties and obligations described in this Agreement shall be binding on either party until all relevant statutory provisions of the Ohio Revised Code, including, but not limited to, R.C. 126.07, have been complied with and until such time as all necessary funds are available or encumbered and, when required, such expenditure of funds is approved by the College’s Board of Trustees. ADD if grants involved: “In the event that grant funds are used the Agreement is not effective until such time that the College gives Contractor written notice that such funds have been made available to the College by the College’s funding source.”
5.2 This Agreement is contingent upon the College treasurer’s certification that sufficient appropriated funds are available as required pursuant to R.C. 3358.06.
ARTICLE 6:   TERMINATION OF CONTRACTOR SERVICES

6.1 College may at any time prior to the completion of Work by Contractor suspend or terminate this Agreement with or without cause by giving written notice to Contractor.
6.2 In the event that the Work includes divisible services, College may, at any time prior to completion of the Work, by giving written notice to Contractor, suspend or terminate any one or more such portions of the Work.

6.3 Contractor upon receipt of notice of suspension or termination shall do as follows: cease work on the suspended or terminated activities under this Agreement; suspend or terminate all subcontracts relating to the suspended or terminated activities; take all necessary or appropriate steps to limit disbursements and minimize costs; and, if requested by College, furnish a report as of the date of receipt of notice of suspension or termination describing the status of all Work under this Agreement, including without limitation, results, conclusions resulting there from, and any other matters College requires.

6.4 Contractor shall be paid for services rendered up to the date Contractor received notice of suspension or termination, less any payments previously made, provided  Contractor has supported such payments with sufficient factual data specifying Work performed and hours worked. In the event of suspension or termination, any payments made by College for which Contractor has not rendered services shall be refunded.
6.5 If Agreement is terminated prior to completion of the Work, Contractor shall deliver to College all work products and documents which have been prepared by Contractor in the course of performing the Work.  All materials shall become and remain the property of College, to be used in such manner and for such purpose as College may choose. 
6.6 Contractor waives any right to, and shall make no claim for additional compensation or damages against the College by reason of any suspension or termination.
6.7 Contractor may terminate this Agreement upon thirty (30) days prior written notice to College.
ARTICLE 7:   RELATIONSHIP OF PARTIES

7.1 College and Contractor agree that during the term of this Agreement Contractor shall be engaged by the College solely as an independent contractor, and neither Contractor nor its personnel shall at any time, or for any purpose, be considered as agents, servants, or employees of College.
7.2 Contractor shall be responsible for all its business expenses including, but not limited to, computers, email and internet access, software, phone service and office space. Contractor will also be responsible for all licenses, permits, employees’ wages and salaries, insurance of every type and description and all business and personal taxes including income and Social Security taxes and contributions for Workers’ Compensation and Unemployment Compensation coverage, if any.  
7.3 Contractor agrees to comply with all applicable federal, state and local laws in the conduct of the work hereunder. 
7.4 Nothing in the Agreement or services performed pursuant to the Agreement shall be construed to imply that College shall have or may exercise any right of control over Contractor with regard to the manner or method of Contractor’s performance of services.
7.5 Neither party shall have the right to bind or obligate the other party in any manner without the other party’s prior written consent.

ARTICLE 8:   RECORD KEEPING

8.1 During performance of this Agreement and for a period of four (4) years after its completion Contractor shall maintain records of all charges that are suitable for audit. Contractor shall make such records available as College may require. add for grants: “and as may be required under terms of the grant.”
ARTICLE 9:   SUBCONTRACTS/OTHER AGREEMENTS     9.1, 9.2, 9.3, and 9.4 may not apply and may be deleted if not applicable.  Contact Legal Office for questions
9.1 The work contemplated in this Agreement is to be performed by Contractor who may subcontract without the College’s approval for the purchase of articles, supplies, components or special mechanical services that do not involve the type of work or services described in Exhibit A, Scope of Work, but which are required for its satisfactory completion.  
9.2 Contractor shall not enter into other than the above subcontracts without prior written approval by the College. All subcontracted work shall be at Contractor’s expense.

9.3 Contractor shall provide to the College a list of all subcontractors indicating addresses, tax identification numbers and the dollar amount of each subcontract.

9.4 Contractor shall bind its subcontractors to the terms of this Agreement as applicable. Contractor shall not agree to any provision with its subcontractors which seeks to bind College to terms inconsistent with this Agreement.
9.5 Contractor warrants that it has not entered into nor shall it enter into other agreements without prior written approval of the College to perform substantially identical work for another Ohio state supported college or university or the State of Ohio if the work product contemplated duplicates the work called for by the other agreements.
ARTICLE 10:   RIGHTS IN DATA AND COPYRIGHTS/PUBLIC USE This provision may be negotiated; it may not apply or party may not agree.  Contact Legal Office for questions.
10.1 College shall have unrestricted authority to reproduce, distribute and use in whole or in part any reports, data or materials prepared by Contractor pursuant to this Agreement.  No such documents or other materials produced in whole or in part with funds provided by the College shall be subject to copyright by Contractor in the United States or any other country.
10.2 This provision should generally be used.  Contact Legal Office for questions Contractor agrees that all original works created under this Agreement shall be made freely available to the general public to the extent permitted or required by law until and unless specified otherwise by College.  Any requests for distribution received by Contractor shall be promptly referred to College.
ARTICLE 11:   CONFIDENTIALITY

11.1 College is subject to R.C. 149.43, the Ohio Public Records Act. Any record kept by the College that is deemed a public record is subject to release if a proper request is made.
11.2 Contractor shall not discuss or disclose any information or material obtained pursuant to its obligations under this Agreement without the prior written consent of College.

11.3 Contractor understands that it may, pursuant to this Agreement, generate or otherwise be in possession of confidential education records regarding College’s students, and that these records are protected by federal law including, inter alia, the Family Educational Rights and Privacy Act (“FERPA”), 20 U.S.C.A. 1232g.  Contractor further understands that it may not share or disclose these education records with any party other than the College, without both College’s and the relevant student’s consent.

11.4 All provisions of this Agreement relating to “confidentiality” remain binding upon Contractor in the event of cancellation.
ARTICLE 12:   LIABILITY  Contractor may be unwilling to agree to 12.1 and/or 12.2.  Contact Legal Office for questions
12.1 Contractor agrees to indemnify and to hold the College and the State of Ohio harmless and immune from any and all claims for injury or damages arising from this Agreement which are attributable to it’s own actions or omissions or those of its trustees, officers, employees, subcontractors, suppliers and third parties utilized by it while acting under this Agreement.  Such claims shall include any claims made under the Fair Labor Standards Act or under any other federal or state law involving wages, overtime or employment matters and any claims involving patents, copyrights and trademarks.  
12.2 Contractor shall bear all costs associated with defending the College and the State of Ohio against any claims.
12.3 In no event shall either party be liable to the other party for indirect, consequential, incidental, special or punitive damages or lost profits.

12.4 This provision may not apply.  Contact Legal Office for questions Liability insurance shall be maintained as provided herein: Contractor agrees, at its own cost, to procure and continue in force at all times that this Agreement is in effect general liability insurance against any and all claims for injuries to persons or damage to property occurring or arising out of Contractor's obligations set forth herein.  Such insurance shall at all times be at a minimum Five Hundred Thousand Dollars ($500,000) on account of bodily injury to or death of one (1) person and One Million Dollars ($1,000,000) on account of bodily injuries or death of more than one person as a result of any one accident or disaster and Two Hundred Fifty Thousand Dollars ($250,000) for property damage in any one accident.  

Such insurance shall be written by a company or companies authorized to engage in the business of general liability insurance in Ohio with an A.M. Best rating of at least "A" or be otherwise approved in writing by the College.  Such insurance shall name College and the State of Ohio as additional insureds.   Prior to the effective date of this Agreement, Contractor shall provide College with (1) a copy of such endorsement and (2) a certificate reflecting the coverage of the policy, each in a form acceptable to College in its sole discretion.  Contractor shall provide written notice to College no less than thirty (30) days prior to a cancellation, non-renewal, expiration or material alteration of the coverage contained in any policy required hereunder, and shall provide to College evidence of continuing coverage of any required policy no less than thirty (30) days prior to its expiration.
ARTICLE 13:   ANTITRUST ASSIGNMENT  This provision may not apply
13.1 Contractor assigns to College all State and Federal antitrust claims and causes of action that relate to all goods and services provided for in this Agreement.
ARTICLE 14:   COMPLIANCE WITH LAWS

14.1 Contractor agrees to comply with all applicable federal, state and local laws, rules, regulations and ordinances in the execution of duties and obligations under this Agreement.

ARTICLE 15:   DRUG FREE WORKPLACE AND TOBACCO FREE CAMPUS 
15.1 Contractor agrees to comply with all applicable federal, state and local laws regarding smoke-free and drug-free work places. Contractor shall make a good faith effort to ensure that none of its employees or permitted subcontractors engaged in the work being performed hereunder purchase, transfer, use, or possess illegal drugs or alcohol or abuse prescription drugs in any way.
15.2 Contractor agrees to comply with the College’s policy governing tobacco free College property.  The use of all types of tobacco products is prohibited in all Columbus State owned or leased buildings and properties including parking lots, garages, and outside areas.  Contractor will notify its employees or permitted subcontractors engaged in the work being performed hereunder of the tobacco free policy. 
ARTICLE 16:   NONDISCRIMINATION OF EMPLOYMENT  
16.1 Contractor agrees that it, any subcontractor and any person acting on behalf of Contractor or a subcontractor shall not discriminate by reason of sex, race, color, religion, national origin, ancestry, age, disability, genetic information (GINA), military status, sexual orientation, pregnancy, status as a parent of a young child, status as a nursing mother, status as a foster parent, and gender identity and expression against any citizen of this state in the employment of any person qualified and available to perform the work under this Agreement.
16.2 Contractor agrees that Contractor, any subcontractor and any person acting on behalf of Contractor or a subcontractor shall not in any manner discriminate against, intimidate or retaliate against any employee hired for the performance of work under this Agreement on account of sex, race, color, religion, national origin, ancestry, age, disability, genetic information (GINA), military status, sexual orientation, pregnancy, status as a parent of a young child, status as a nursing mother, status as a foster parent, and gender identity and expression.
ARTICLE 17:   DISABILITIES LAW COMPLIANCE
17.1 Contractor acknowledges and warrants that all products and services offered as part of the Work done for this Agreement are currently in compliance, and shall remain in compliance during the Term of this Agreement, with all applicable state and federal disabilities laws and regulations, including but not limited to, the newest currently released version of the Web Content Accessibility Guidelines to a minimum of Level AA, in compliance with Title II of the Americans with Disabilities Act, the accessibility requirements of Section 508 of the Rehabilitation Act of 1973, as amended (29 U.S.C. 794d), and its implementing regulations set forth at Title 36, Code of Federal Regulations, Part 1194.  Contractor agrees to promptly respond (within 30 business days of notification), resolve and remediate any violation or complaint regarding accessibility of its products or services in a timely manner and provide an updated version to College at no cost.  College reserves the right to request, from Contractor, a timeline by which accessibility standards will be incorporated into any products and services included in the Work and Contractor shall provide such a timeline within a commercially reasonable duration of time. Contractor further agrees to indemnify and hold harmless College from any claims arising out of its failure to comply with the requirements of this section.  Failure to comply with these requirements may constitute a material breach and be grounds for termination of this contract.
17.2 These warranties will not apply if the products or services are: (i) modified or altered in any way (other than by Contractor or with the specific prior written consent of Contractor); (ii) not updated with the corrections, patches, fixes, updates, improvements or enhancements that Contractor may make available from time to time; (iii) used in any manner or for any purpose not specifically permitted by this Agreement or the documentation.
ARTICLE 18:   CONFLICTS OF INTEREST

18.1 No personnel of Contractor who exercise any functions or responsibilities in connection with the review or approval of the Agreement or carrying out of any of the Work shall, prior to the completion of the Work, voluntarily acquire any personal interest, direct or indirect, which is incompatible or in conflict with the discharge and fulfillment of his or her functions and responsibilities with respect to the carrying out of the Work.  Any such person who acquires an incompatible or conflicting personal interest on or after the effective date of this Agreement, or who involuntarily acquires any such incompatible or conflicting personal interest, shall immediately disclose his or her interest to College in writing.  Thereafter, he or she shall not participate in any action affecting the Work, unless College shall determine in its sole discretion that, in light of the personal interest disclosed, his or her participation in any such action would not be contrary to the public interest.

ARTICLE 19:   ETHICS COMPLIANCE
19.1 Contractor represents, warrants and certifies that it and its employees engaged in the administration or performance of the Agreement are knowledgeable of and understand the Ohio Ethics and Conflict of Interest laws.  Contractor further represents, warrants, and certifies that Contractor and any of its employees will comply with the ethics and conflict of interest 
provisions of R.C. Chapter 102, R.C. 2921.42 and 2921.43, and any other requirements of law or Board of Trustees policy.
ARTICLE 20:   CAMPAIGN CONTRIBUTIONS
20.1 Contractor hereby certifies that neither Contractor nor any of Contractors partners, officers, directors or shareholders, nor the spouse of any such person, has made contributions in excess of the limitations specified in R.C. 3517.13
ARTICLE 21:   FINDINGS FOR RECOVERY  This provision may not apply
21.1 Contractor warrants that it is not subject to an “unresolved” finding for recovery under R.C. 9.24. 

ARTICLE 22:   DEBARMENT

22.1 Contractor represents and warrants that it is not debarred from consideration for contract awards by the Director or the Department of Administrative Services, pursuant to either R.C. 153.02 or 125.25.

ARTICLE 23:   OHIO RETIREMENT SYSTEM RETIRANT
23.1 If Contractor is PERS retirant, as such term is defined by R.C. 145.38, Contractor shall notify College of such status in writing prior to the commencement of Work.  Notices pursuant to this paragraph shall be sent to College’s Director of Human Resources by mail.

ARTICLE 24:   OHIO SERVICES AND OFFSHORE SERVICES

24.1 The Contractor affirms to have read and understands Executive Order 2019-12D and shall abide by those requirements in the performance of this Agreement.  Notwithstanding any other terms of this Agreement, College reserves the right to recover any funds paid for services the Contractor performs outside of the United States for which it did not receive a waiver.  College does not waive any other rights and remedies provided College in this Agreement.
ARTICLE 25:   BOYCOTT RESTRICTIONS

25.1 Pursuant to R.C. 9.76(B) Contractor warrants that Contractor is not boycotting any jurisdiction with whom the State of Ohio can enjoy open trade, including Israel, and will not do so during the contract period.
ARTICLE 26:   REPAYMENT

26.1 If the representations and warranties in Articles Findings for Recovery or Debarment are found to be false, this Agreement is void ab initio and Contractor shall immediately repay to College any funds paid under this Agreement.
ARTICLE 27:   CONTROLLING LAW

27.1 This Agreement and the rights of the parties hereunder shall be governed, construed, and interpreted in accordance with the laws of the State of Ohio. Only Ohio courts shall have jurisdiction over any action or proceeding concerning the Agreement. Contractor consents to jurisdiction in a court or proper jurisdiction in Franklin County, Ohio. 

ARTICLE 28:   WAIVER

28.1 A waiver by any party of any breach or default by the other party under this Agreement shall not constitute a continuing waiver by such party of any subsequent act in breach of or in default hereunder.
ARTICLE 29:   SURVIVAL

29.1 The provisions of the Articles regarding Compensation, Termination of Contractor’s Services, Relationship of Parties, Rights in Data and Copyrights/Public Use, Confidentiality, Liability, Antitrust Assignment, Controlling Law, Severability and Entire Agreement hereof shall survive the termination or expiration of this Agreement.
ARTICLE 30:   SUCCESSORS AND ASSIGNS
30.1 Neither this Agreement nor any rights, duties and obligations hereunder may be assigned or transferred in whole or in part by Contractor without the prior written consent of the College.
ARTICLE 31:   NOTICES
31.1 Except to the extent expressly provided otherwise herein, all notices, consents and communications required hereunder (each, a “Notice”) shall be in writing and shall be deemed to have been properly given when: 1) hand delivered with delivery acknowledged in writing; 2) sent by U.S. Certified mail, return receipt requested; 3) sent by overnight delivery service (Fed Ex, UPS, etc.) with receipt, or 4) sent by fax or email.  Notices shall be deemed given upon receipt by the receiving party.  Any party may change its address for receipt of Notices upon notice to the other party.  If delivery cannot be made at any address designated for Notices, a Notice shall be deemed given on the date on which delivery at such address is attempted.  
ARTICLE 32:   CONFLICT

32.1 In the event of any conflict between the terms and provisions of the body of this Agreement and any exhibit hereto, the terms and provisions of the body of this Agreement shall control.
ARTICLE 33:   HEADINGS

33.1 The headings in this Agreement have been inserted for convenient reference only and shall not be considered in any questions of interpretation or construction of this Agreement.
ARTICLE 34:   SEVERABILITY

34.1 The provisions of this Agreement are severable and independent. If any provision shall be determined to be unenforceable in whole or in part, the remaining provisions and any partially enforceable provision shall, to the extent enforceable in any jurisdiction, nevertheless be binding and enforceable.

ARTICLE 35:   ENTIRE AGREEMENT

35.1 This Agreement contains the entire agreement between the parties and shall not be modified, amended or supplemented, or any rights herein waived, unless specifically agreed upon in writing by the parties.

35.2 This Agreement supersedes any and all previous agreements for the Work, whether written or oral, between the parties.

ARTICLE 36:   EXECUTION

36.1 This Agreement is not binding upon the College unless executed in full, and is effective as of the last date of signature by College.
ARTICLE 37:   COUNTERPARTS

37.1 This Agreement may be executed in any number of counterparts, each of which shall be deemed an original, and all of which shall constitute but one and the same instrument. 

ARTICLE 38:   FACSIMILE SIGNATURES

38.1 Any party hereto may deliver a copy of its counterpart signature page to this Agreement via fax or e-mail.  Each party hereto shall be entitled to rely upon a facsimile signature of any other party delivered in such a manner as if such signature were an original.

(remainder of this page intentionally left blank)
The parties signing below are duly authorized officers of their respective entities.
	
	

	Contractor/Vendor        

Address
Address



	Columbus State Community College

550 East Spring Street

Columbus, OH 43215

	
	

	By _______________________________       
	By _______________________________

	
	

	Printed Name _______________________
	Printed Name _______________________

	
	

	Title ______________________________
	Title ______________________________

	
	

	Date  _____________________________           
	Date  ___________________________ __           

	Contractor 
   
	Columbus State Community College        

	
	

	
	By _______________________________ 

	
	

	                                                                  
	Printed Name _______________________

	
	

	                                                                  
	Title ______________________________

	
	

	                                                      
	Date  _____________________________

	
	


EXHIBIT A
Scope of Work
Insert details of terms and conditions of service.  This section will vary for each Contractor.  Include all desired deliverables, quantities, measurement tools and timetables.  This Exhibit should include only the scope of work and should not include additional terms and conditions.
1. Project Statement 
Succinctly describe what this agreement will address (1 or 2 sentences is fine). 

2. Objective of the Agreement/Deliverables 


Complete this section with the objectives of the project, which are things that will be measurable or knowable at the end of this agreement—this is where the deliverables should be listed. Deliverables are comprised of a task and an end product.

3. Administration 


If there are meetings, calls, conferences, or other “soft” deliverables, they should be outlined in the administration portion of the SOW. Any requirement that is not an end product of a specific task, but is required of the performing party, needs to be described in the administration section of the Scope of Work.

4. Timeline 


This section lays out all dates for the project. It states dates for the tasks and deliverables. It also covers the dates for the administration portion of the Scope of Work.
2
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