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1. Executive Summary

2. Statement of Work 
Definition of Fixed-Price Contract
Work Location 
Describe where the work must be performed.
Period of Performance
Specify when the work is expected to start and end, working hours, number of hours that can be billed per week, and where the work must be performed. 
Deliverables Schedule
List specific deliverables, describe them in detail, and specify when they are due.
Quality Standards
Specify any company- or industry-specific standards that are relevant to performing the work.
Acceptance Criteria
Describe how the buyer organization will determine if the work is acceptable.
Special Requirements
Specify any special requirements such as hardware or software, level of personnel experience, travel requirements et cetera.
3. Project Management Plan
(You can use MS Project Schedule in this section.)
4. Change Management Plan
5. Organization Structure and Definition
6. Client Team Roles and Responsibilities
7. Constraints, Dependencies, and Assumptions
8. Communications Plan
9. Resource Plan
10. Risk Assessment Plan
11. Training and Technical Requirements
12. Quality Plan
13. Project Handover
14. Problems After Client Acceptance
15. Client Inputs and Other Comments
16. Glossary and Terminology List
17. Appendices
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