Scope of work: worked example
Ashcombe Joinery website, by Penwick Studio. Both businesses are fictional and all figures are illustrative.
1. Parties and reference
	Item
	Details

	SOW number and version
	SOW-014, version 1

	Date
	2 November 2026

	Supplier
	Penwick Studio Ltd, 4 Mill Yard, Leeds. company number 00000000 (fictional)

	Client
	Ashcombe Joinery Ltd, Unit 7, Ashcombe Road, Harrogate (fictional)

	Project name
	Ashcombe Joinery website

	Quote this SOW prices
	Quote Q-0142, 26 October 2026

	Contract it sits under
	Penwick Studio terms of business, version 3 (May 2026)



2. Background
Ashcombe Joinery makes fitted kitchens and staircases. Its current website is a single page built in 2017 that the team cannot edit, and most enquiries arrive by phone. The client wants a site it can update itself, with a page for each service.
3. Objectives
Give each of the three services (kitchens, staircases, bespoke joinery) its own page.
Let the client's team edit text and photos without a developer.
Send enquiries from a contact form straight to the client's sales inbox.
4. Scope of work
	Phase
	What we will do
	Days

	Discovery
	Kick-off call; agree the sitemap of 8 pages
	2

	Design
	Home page and 3 page templates, desktop and mobile; 2 rounds of changes
	4

	Build
	Build the 8 pages in WordPress with a contact form
	6

	Content
	Load the client's copy and photos into the 8 pages
	1

	Testing and launch
	Browser and device testing, fixes, launch on the client's hosting, 30-minute editor training
	2

	Total
	
	15



5. Deliverables
	#
	Deliverable
	Format
	Due

	D1
	Sitemap listing the 8 pages
	PDF
	End of week 1

	D2
	Designs for the home page and 3 templates
	Figma link
	End of week 3

	D3
	The 8-page site on a staging address
	Web link
	End of week 6

	D4
	Live site on the client's hosting, with a one-page editing guide
	Website and PDF
	Week 8



6. Out of scope
Copywriting and photography. The client supplies all text and images.
Hosting, domain and email accounts. The client buys and pays for these.
Online shop, payments or booking systems.
More than 8 pages or 3 page templates.
Moving content from the old website.
Search engine optimisation beyond page titles and descriptions, and paid advertising.
Support after the 30-day fix period in section 10, unless agreed separately.
7. Assumptions
The client's logo files and brand colours already exist.
The site uses WordPress with standard plugins; no custom integrations.
If an assumption proves wrong, we will raise a change request under section 11 before doing extra work.
8. Client responsibilities
Name one decision-maker who gives consolidated feedback within 3 working days of each review.
Provide all copy and photos by the end of week 3.
Buy hosting and a domain, and give us access, by the end of week 5.
If any of these is late, the launch date moves back by the same number of working days.
9. Timeline and milestones
	Milestone
	Who
	When

	Start date
	Both
	Monday 16 November 2026 (week 1)

	Sitemap signed off
	Client
	End of week 1

	Designs approved
	Client
	End of week 3

	Copy and photos received
	Client
	End of week 3

	Staging site ready for testing
	Penwick Studio
	End of week 6

	Launch
	Penwick Studio
	Week 8



10. Acceptance
D3 and D4 are accepted when: all 8 pages from the sitemap are live; the site displays correctly on the latest versions of Chrome, Safari, Edge and Firefox and on an iPhone and an Android phone; the contact form delivers to sales@ashcombejoinery.example; and there are no broken links.
Review period: 5 working days from delivery. The client lists any defects in writing; we fix them and redeliver.
A deliverable is accepted when the client confirms in writing, or when 5 working days pass with no defects listed.
Fix period: we fix defects against these criteria free of charge for 30 days after launch.
11. Change control
Either party can ask for a change in writing (email is fine).
We reply within 3 working days with the extra days, the cost at £550 a day plus VAT and the effect on the launch date.
Work on a change starts only when the client approves it in writing. Approved changes are added to this SOW as a numbered change note.
12. Fees and payment
	Payment
	Due
	Net
	VAT
	Total

	Deposit (40%)
	On signature
	£3,300.00
	£660.00
	£3,960.00

	Stage payment (40%)
	Designs approved
	£3,300.00
	£660.00
	£3,960.00

	Final payment (20%)
	Launch
	£1,650.00
	£330.00
	£1,980.00

	Total
	
	£8,250.00
	£1,650.00
	£9,900.00



Pricing basis: fixed fee for the scope above, from 15 days at £550 a day (Quote Q-0142). VAT at 20%. Invoices are due within 14 days by bank transfer. Late payments carry statutory interest under the Late Payment of Commercial Debts (Interest) Act 1998.
13. Ownership of the work
On payment in full, Penwick Studio assigns to the client the copyright in the bespoke designs created for this project; this SOW, signed by both parties, is that assignment. Penwick Studio keeps its own starter theme and code library, and the client may use them on this website under a permanent licence. WordPress, plugins and fonts stay under their own licences.
14. Contract and governing law
This SOW is made under Penwick Studio's terms of business, version 3. If they conflict, this SOW takes priority for the work, deliverables, timeline and fees, and the terms of business take priority for everything else. This SOW is governed by the law of England and Wales. Prices are shown exclusive of VAT, with VAT added in section 12.
15. Sign-off
	
	Supplier
	Client

	Name
	Sam Penwick
	Priya Ashcombe

	Role
	Director, Penwick Studio Ltd
	Managing Director, Ashcombe Joinery Ltd

	Signature
	
	

	Date
	
	



Template from chatquote.app/guides/scope-of-work-template. Free to use and adapt.




