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Statement of Work

In reference to Order Acknowledgement (OAF) #########

1. Summary of Scope of work

This SOW covers the itemized services required for the delivery of training and services related to the implementation of the SedonaOffice Cloud Services platform, estimated based on system requirements provided by  XYZ (Client), wherein specified Bold Group resources will be assigned to provide specifically the services in this SOW documented scope. 

2. Client Summary
	Client

	Client Name
	

	Client Phone
	

	Client Email
	

	Client Mailing Address
	

	Client Legacy System(s)
	

	Client Install Site Address
	

	Client Desired Go Live Date
	



3. Delivery Objective

	Objective Owner
	#
	Objective

	Client
	1
	Ensure minimum Hardware requirements are met

	
	2
	Provide current convertible dataset for conversion

	
	3
	Resource(s) dedicated to auditing current data

	
	4
	Resource(s) to receive admin and application training 

	
	5
	Resource(s) dedicated to conduct User Acceptance Testing (UAT)

	Bold Technologies
	1
	Installation of full system scope of core system

	
	2
	Data conversion from legacy system into SedonaOffice ecosystem based on scope definition

	
	3
	Deliver admin training to enable customer usage of system 

	
	4
	Application Training based on customer subject selection

	
	5
	Application configuration based on scope definition






4. Project Scope Definition

The project scope definition serves as a guideline for both project parties to provide an accepted proof of record around the various possible scope expectations. The “In Scope” section is a representation of all agreed on expectations captured in the project delivery. The “Out of Scope” section summarizes important limitations to the project scope but is not limited to those. 

	In Scope

	System installation of most current version based on full system purchase list in Bold’s Communal AWS Hosted Communal Environment

	Create a single SedonaOffice Cloud Services environment on BOLDs AWS Hosted Communal environment for CUSTOMER which will consist of one (1) master database and 1 sandbox environment.

	Configuration of TSPlus RDP access and whitelisting of listed users provided by the Client

	Data conversion of prepared migration data into SedonaOffice system, including Customer, Site and System account information in SedonaOffice Master Template

	3 test conversions in a sandbox environment prior to production conversion

	Delivery of Learning Management System training collateral for application use

	SedonaOffice Data conversion items 



	Out of Scope

	Training on custom workflows/processes not included

	Custom configuration or features

	Custom Development, Reports and any third-party vendor integration that is not currently integrated with the existing platform

	Additional data points that do not currently exist in SedonaOffice Master Template, Porting of credit card or ACH data and Historical Items

	Data “clean up” of Clients’ legacy data by Bold Group

	Data Extraction or Entry in the SedonaOffice Master Template from Clients’ existing database

	Trial balances beyond 2 years back will not be included  

	Legacy system workflows will be subject to system limitations

	Training on custom workflows/processes not included

	 Data entry or data fixes of any kind



5. Training & Services Delivery Scope

	#
	Qty.
	Units
	Item
	Description

	1
	00
	Hrs.
	Application Consulting 
	 Virtual Training from Bold Group    Consultants 

	2
	00
	Hrs.
	Technical Consulting
	Data Conversion Services

	3
	00
	Hrs.
	System Consulting 
	Setup and Configuration of Applications Purchased

	4
	00
	Hrs.
	Project Management
	Project Planning, Budget Tracking and Main Project Lead



6. Hardware Specifications

Hardware prices are subject to change. To complete the purchase of hardware at the listed price, proposal must be signed, returned and initial payment received prior to the "Valid To" date on the order acknowledgement. If payment has not been received prior to the "Valid To" customer will be billed for any additional fees related to the purchase of the hardware.


7. Project Phases

	Phases
	Description

	Phase 1 - Initiation
	Definition of stakeholders & setup of project tools & introduction call

	Phase 2 - Planning
	Kickoff call, implementation process presentation, scope adjustments & signoff, creation of initial project timeline

	Phase 3 - Execution
	Installation of application, data conversion, trainings, integrations, add ons/modules. 

	Phase 4 – Acceptance & Transition
	UAT testing completed by customer, Sign off on production conversion, 30-day transition to customer support, post go live services delivery.

	Phase 5 – Project Close
	Project documentation finalized, hand over to corporate services, project retrospective. 



8. Planned Delivery Timeline


	Milestone
	Objective
	Target Date

	Intro Call
	Introduction to team / key stakeholder and high level project review
	1 to 2 weeks from PM assignment

	Planning Complete
	Define and document specifics around:
· Resources/Stakeholders
· Legacy system and data
· Financial Consultation concluded
· Team availability & tools
	1 week from Intro call 

	System Delivered
	Full core system scope installed and verified, and admin training delivered, data mapping, incl. documentation and access to LMS 
	4 to 6 weeks

	C1 Conversion and Application Training
	1st test conversion, audit data, application training begins, SedonaSync configuration, 
	4 to 6 weeks

	C2 Conversion
	Audit data, application training continued 
	6 to 8 weeks

	Production Conversion
	Final data pass and audit, enter new transactions and minor tweaks to data
	1 to 2 weeks

	Go Live 
	Client cut-over to SedonaOffice, Closing Books Review, Journal Entries Entered 
	1 to 2 days

	Post Go Live Support 
	30 days post-production conversion support via the project team. During this time the team continues being the main point of contact and facilitates in parallel a handover to support and provides required Client portal training. 
	2 to 3 weeks




9. RAID

	Type
	Description
	Owner
	Prob-ability
	Severity
	Resolution

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	





10. Weekly Project Calls
Project calls will be scheduled during the planning phase of the project.  
· Attendees: Core project team members executing the project plan, Project Managers, SMEs as needed. 
· Duration: To be decided during planning phase. Half hour – one hour expected. 
· Convener: The Bold Group Project Manager will be responsible for creating the meeting, facilitating the meeting, ensuring appropriate resources are in attendance, and sending meeting recap. Microsoft Teams is the “standard” meeting platform. Other options can be discussed during the planning phase if required.  

11. Acceptance and Transition
When the deliverables are completed, the project will be considered complete. 
 
Notwithstanding the above, any software used in production by Customer will be deemed accepted.  
 
When the project has been completed, the Customer support process will begin.  
· Customer Support review 
· Touch base scheduled with Customer Support team 
· Four-Weeks: project team overlap 
· Project closure 

12. Additional Customer Responsibilities
· Provide an identified Project Manager to provide Project Management internally and serve as the primary point of contact for all project related issues. 
· Create and empower an internal team of Core Users who will be proficient with SedonaOffice Enterprise Cloud Services, add-on modules, integrations and SedonaSync functions.
· Provide required hardware and software environment(s) to run perquisite software as listed in the attached document entitled “SedonaOffice Minimum Hardware and Software Requirements”
· Perform extensive testing during the implementation process including, but not limited to:
· Participating in Conference Room Pilots and User Acceptance Testing
· Documenting test results
· Identifying gaps in system configuration and set up
· Signing off on final business processes as configured in the system
· Take ownership of writing work instructions and documenting business process flows. 
· Maintain valid licenses for all software in use for this project. 
· [bookmark: _Toc80772859]CUSTOMER will provide promotional testimonial video and case study post-go live of the SedonaOffice application

Sample Responsibility Matrix Position Responsibilities 
Your employees assigning roles to your staff is important for setting up and maintaining stable system operations. The suggested roles described below will facilitate a smooth transition to SedonaOffice Enterprise Cloud Services. For additional information about assigning duties by employee roles, refer to the chart shown below. 
	Position
	Responsibilities

	System Administrator
	· Adding new users 
· Maintaining setup tables 
· Maintaining user security 

	Department Managers
	· Generating departmental reports 
· Auditing work of data entry or clerical staff 
· Creating/maintaining departmental policies and procedures as they pertain to the SedonaOffice Cloud Services application

	Data Entry / Clerical
	· Entering new account information 
· Handling edit requests 
· Miscellaneous clerical duties 


· 
13. Project Assumptions

· All estimates are provided based on Bold Group current understanding of project scope and conditions.  Should the scope or conditions require a change or reinterpretation, the Change Control process shall be initiated. 
· Bold Group is responsible for performing only the tasks and delivering only the deliverables specifically set forth in this SOW.
· The customer and Bold Group will jointly manage project scope, duration, project plans and resource responsibilities.  The customer will work with Bold Group to determine the impact of scope changes on timelines and resources. The customer understands   that   changes   in   scope   may   impact   the   timeline, resource requirements and budget.
· The implementation will be based on the current GA release of the Bold Group product selected. 
· Conversion protocol includes up to 2 major passes of data and final audit. If additional passes are needed, the Bold Group project manager will issue a change request. 
· If updates of the Bold Group software become available during the implementation of the project, these updates will follow the change control procedure and will not be applied without approvals from the customer and Bold Group Project Managers.
· Timelines are based on Master Template completion by Customer. 
· Client has an identified Project Manager to provide Project Management internally and serve as the primary point of contact for all project related issues. 





14. Special Terms






Perennial Software, LLC dba Bold Group
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