Scope of Work – [Instructional Designer Name]
[Project Title] Project Work
The overall scope of work that [DESIGNER] is asked to perform for [YOUR FIRM] on the [PROJECT TITLE] reflects [N] days of work at [$RATE] per day ([$PROJECT TOTAL, but you can use an hourly or running rate with a cap, if desired]).
Project 1: Design and Development of [COURSE1 TITLE]
Description: Design and develop an instructor-led training module on the topic of delegation techniques to meet the specific requirements described by [YOUR FIRM].

Deliverables: Produce three drafts of instructional materials: (1) for internal review, (2) for a pilot delivery, and (3) for final production. Each draft will include:

.

· Facilitator guide written in the standard format and to the required level of detail.

· Participant material set (workbook, any handouts and supporting materials) written in the standard format.

· PowerPoint presentation file prepared in the standard presentation template.

· Module packing list that lists the items included in a delivery of the program.

The review draft may meet a less detailed standard than the pilot-ready or final drafts. [YOUR FIRM] staff members will be available to help create, edit, and produce the drafts.
Timing and Fees: The contract will be effective [START DATE] through [END DATE], although the specific milestones and deliverable dates will occur at different points within that timeframe. The overall work for this project is expected to take [N] days of effort at [$RATE] per day ([$TOTAL]).

Project 2: Design and Development of [COURSE2 TITLE]
Description: Help lead a design conference to gather perspectives and input around the topic of developing others from key [YOUR FIRM] stakeholders. Use the results of the design conference/needs assessment to design and develop an instructor-led training module to meet the specific requirements described by [YOUR FIRM].

Deliverables: Produce three drafts of instructional materials: (1) for internal review, (2) for a pilot delivery, and (3) for final production. Each draft will include:

.

· Facilitator guide written in the standard format and to the required level of detail.

· Participant material set (workbook, any handouts and supporting materials) written in the standard format.

· PowerPoint presentation file prepared in the standard presentation template.

· Module packing list that lists the items included in a delivery of the program.

The review draft may meet a less detailed standard than the pilot-ready or final drafts. [YOUR FIRM] staff members will be available to help create, edit, and produce the drafts.

Timing and Fees: The contract will be effective [START DATE] through [END DATE], although the specific milestones and deliverable dates will occur at different points within that timeframe. The overall work for this project is expected to take [N] days of effort at [$RATE] per day ([$TOTAL]).

Ownership of Product/Work for Hire: [YOUR FIRM] and [DESIGNER] are entering a contracting relationship in which [DESIGNER] is being engaged to produce these deliverables under a work-for-hire agreement. [YOUR FIRM] will retain the rights of ownership and copyright without limitation of the work produced.
Confidentiality: In performing the services described in this statement of work, [DESIGNER] will have access to trade secrets and other sensitive or confidential information of [YOUR FIRM] and/or our customers. [DESIGNER] agrees to hold in strict confidence and not to disclose any confidential information, directly or indirectly, to anyone, nor to use them in any way, either during the term of the statement of work or at any time after its termination, except as may be required in the course of your performing services hereunder, or if we give our prior written consent.

All files, records, reports, programs, manuals, tapes, card decks, listings, software, systems, drawings, specifications, agreements, equipment and similar items or enhancements, modifications, or improvements, relating to our or our customers' business, whether prepared by you or through some other source, will remain our exclusive property or the exclusive property of our customers and you will not remove from our or our customers' premises any such items under any circumstances without the prior written consent of the party (us or our client) owning such item.

