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[bookmark: _Hlk19777870]STATEMENT OF SERVICES ("SOS")
for
[bookmark: Text43][bookmark: SolutionName]Client - <enter Client Legal Name>
Services - <enter Solution Name>

	Client
	
	Contractor


	[bookmark: Text7]<enter Client Principal Contact Name>
	
	[bookmark: Text6]<enter Authorized Contractor name>

	Printed Name
	
	Printed Name

	[bookmark: Text8]<enter Client Principal Title>
	
	[bookmark: Text9]<enter Authorized Contractor Title >

	Printed Title
	
	Printed Title

	

	
	

	Signature (Authorized Client)
	
	Signature (Authorized Contractor)

	
<enter Client SOS Signing Date>
	
	
<enter Authorized Contractor SOS Signing Date>

	Date 
	
	Date



[bookmark: _Hlk58500656]

[bookmark: Text4]This Statement of Services (“SOS”) is made by and between Toshiba America Business Solutions, Inc. (“TABS”), including its division Toshiba Business Solutions (“TBS”), with its headquarters located at 25530 Commercentre Drive, Lake Forest, CA 92630 (collectively or individually TABS and TBS shall be referred to as the “Contractor”), and <enter Client Legal Name> located at <enter Client Location> (the “Client”).
This SOS describes the project and details the services and deliverables (hereinafter collectively known as “Project Services”) associated with the <enter Solution Name> project (the “Project”).
Project Services shall be provided pursuant to the “Project Contract” which consists of (i) this SOS together with (ii) the Master Software and Services Agreement (“MSSA”) <enter Specific MSSA Name> between Contractor and its Client (the “Services Agreement”). This SOS is subject and subordinate to the MSSA. To the extent the terms and conditions of the Services Agreement and SOS conflict, the SOS shall prevail.
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Page 1 of 19					    Customer Initials
1. [bookmark: _Toc99553217][bookmark: _Toc15293849]Project Contacts
	Contractor Office Details
	

	Contractor Region
	[bookmark: Text12]     

	Address Line1
	     

	Address Line 2
	     

	City, State, ZIP City, State. ZIP
	     

	Phone Number
	     

	Fax Number
	     

	Contractor Sales Rep. Name
	     

	Contractor Consultant Name
	     

	Contractor Analyst Name
	     

	Client Number
	     

	Contract Number
	     



	Client Details

	Client Name
	     

	Client Contact Person
	     

	Client Address Line-1
	     

	Client Address Line-2
	     

	City, State, ZIP
	     

	Telephone #:
	     
	Ext:
	     

	Fax Number:
	     

	Email Address:
	     

	Client Number:
	     

	Contract Number:
	     





2. [bookmark: _Toc99553218]Introduction
[bookmark: _Hlk57627260]Client’s acceptance of this SOS shall be authorization for Contractor’s performance of the Project Services set forth in this SOS. Contractor reserves the right to utilize subContractors and sub-subContractors (collectively known as “Sub-Contractors”) in performance of the Project Services.  Contractor represents that all its Sub-Contractors (i) will be competent to perform the Project Services; (ii) will exercise commercially reasonable standards in performing these Project Services; and (iii) will comply with all terms and conditions applicable to Contractor in the performance of the Project Services. 
The purposes of the SOS are to (i) specify the work to be completed by the Contractor during phases of the Project; (ii) detail the obligations of the Contractor and the Client; and (iii) set forth the Project schedule and fees. 
Contractor has prepared this SOS to detail the scope of Project Services and costs for the Project Services. The costs stated were derived by drawing from Contractor’s experience with similar engagements and using preliminary information received from Client.  
3. [bookmark: _Toc99553219][bookmark: _Hlk57632636]Project Objective
[bookmark: _Hlk24102986][bookmark: _Hlk24102849]Based on the agreed upon business requirements, Contractor will provide design, implementation, training, and support services to the following locations:

	[bookmark: Text10]<enter "SaaS" if Cloud Hosted or enter the Client's physical Address Location for On-Premises hosted solutions>


4. [bookmark: _Toc8821750][bookmark: _Toc455742054][bookmark: _Toc15293852][bookmark: _Toc99553224]SOS Addendums
The SOS Addenda are supplementary documents that detail the specific deliverables and responsibilities by party. The relevant addendum is predicated upon whether your solution is a cloud solution, non-cloud solution, or mix of both. The SOS Addenda describe the Project Deliverables, Client and Contractor Responsibilities, Professional Services and Licensing Fees, Project Plan, Support Escalation Process, Pricing Schedule, Business Requirements, Functional Design, Change Order Authorization, and Solution Delivery and Acceptance.

A checkmark incorporates the referenced document into this agreement.

☐Statement of Services - Addendum A (Cloud Solution). 
☐Statement of Services - Addendum B (On-Premises Solution).
☐Statement of Services - Addendum C (Hybrid Solution).


Project Deliverable(s)
Based on the agreed upon business requirements, Contractor will provide the following:
· Statement of Service (SOS).
· Master Software and Services Agreement (MSSA).
· Professional Services as defined in the SOS.
· Software documentation is provided with the Contractor provided Software.
· User and Administration manual.
· User Acceptance Testing Recommendations.
NOTE: For the on-premises components of the deployed solution, it is the responsibility of the Client to meet the minimum installation pre-requisites provided to them prior to the installation of the software.
5. [bookmark: _Toc15293854]Services
[bookmark: _Hlk19804136][bookmark: _Hlk19800061][bookmark: _Toc15293855]Contractor will provide the following services:
· Consult with Client personnel to implement the solution.
· Inform the Client IT personnel on the features of the solution. 
· Deployment, configuration, and integration of solution. 
· Training:
· Administrative training.
· End user to use the solution.
Provide Details of the Services being rendered for the specific solution implemented. Remove these highlighted notes prior to submission of this SOS to Client.
[bookmark: Text44]<Replace this line with details of the services being provided for this solution>
6. [bookmark: _Toc8821757][bookmark: _Toc8821758][bookmark: _Toc7611131][bookmark: _Toc7611132][bookmark: _Toc7611133][bookmark: _Hlk19813340]Project Milestones
Notes: The milestones table below is intended as a sample. Update as needed. Remove the highlighted notes prior to submission of this SOS to Client.
	[bookmark: _Hlk19813582][bookmark: _Toc8821761]Milestone Description
	[bookmark: _Toc8821763]Milestone Date

	<enter Solution Name>
	[bookmark: _Toc8821767][bookmark: _Toc8821768]

	1. [bookmark: _Toc8821771]Initiating and Planning complete
	[bookmark: _Toc8821773]Mutually established between Client and Contractor

	2. [bookmark: _Toc8821776][bookmark: _Toc8821791]Executing complete
	[bookmark: _Toc8821793]Mutually established between Client and Contractor

	3. [bookmark: _Toc8821796]Monitoring and Controlling complete
	[bookmark: _Toc8821798]Mutually established between Client and Contractor

	4. [bookmark: _Toc8821801][bookmark: _Hlk7769135]Solution Delivery and Acceptance complete
	[bookmark: _Toc8821803]Mutually established between Client and Contractor

	5. [bookmark: _Toc8821836]Project Complete
	[bookmark: _Toc8821837][bookmark: _Toc8821838]Mutually established between Client and Contractor


7. [bookmark: _Toc8821841][bookmark: _Toc99553227]Completion Criteria
[bookmark: _Hlk19813631][bookmark: _Toc8821843][bookmark: _Toc8821844][bookmark: _Toc7611137][bookmark: _Toc7611138][bookmark: _Toc7611139][bookmark: _Toc7611140][bookmark: _Toc7611141][bookmark: _Toc7611142]When the services detailed in this SOS have been completed and demonstrated, the project will be considered complete, and Contractor will request Client signoff of the Solutions Delivery and Acceptance document referenced in this SOS within 15 days of Project Plan completion.
8. [bookmark: _Toc99553228]Change Management
[bookmark: _Hlk19813700]This SOS is intended to provide, as much as possible, a clear understanding of the responsibilities of the parties concerning these Project Services. Changes to the scope, assumptions, personnel, environment, dependencies, timeline, Software or Deliverables post execution of this SOS will be communicated in writing and agreed to by both Contractor and Client via Contractor’s Project Management personnel. A Change Order Authorization ("COA”) form will be added to this agreement to amend and set forth the effective date, purpose, description, and price, if applicable.
The work required to address these changes will be scoped and presented to Client as a COA with any additional time, materials, or cost. The following list provides a detailed process to follow if changes to the scope of this SOS are required.
· A COA will be the vehicle for communicating change and will be prepared by the Contractor lead Solutions Analyst assigned to this project. The COA must describe the change, the reason for the change, and the effect the change will have on the project.
· Both Client and Contractor will review the proposed change and approve. The review will determine the effect the COA will have on price, schedule, and other terms and conditions of this SOS. 
· Both parties must sign a written COA to authorize the implementation of any changes. 
9. Support
[bookmark: _Hlk19814190]Contractor will provide implementation support for this project through to its completion. This includes but is not limited to ensuring installed applications are performing to manufacturer’s specifications. 
Upon completion of the project, and provided client is up to date with their maintenance and support payments, Client will have access to a Contractor support engineer for technical issues. Support will continue to be available throughout the term of the contract and upon renewal of the contract.
10. [bookmark: _Toc520987346][bookmark: _Toc99553230][bookmark: _Toc473722342]SOS - Assumptions
[bookmark: _Toc520987347]The following are the general assumptions on which this SOS and Professional Services Fee are based. If any of these assumptions either change or are incorrect a COA may be required, which may result in additional Professional Services fees. 
· Building environmental conditions that are within equipment specifications for airflow, temperature, humidity, and electrical quality.
· [bookmark: _Hlk137630970]Project work will be performed during normal business hours Monday through Friday 8 a.m. to 5 p.m. local time, excluding holidays. Client will provide unimpeded access to equipment and facilities. If access delays occur, work performed outside of normal business hours may incur an overtime premium. 
· Contractor:
· [bookmark: _Hlk58504681][bookmark: _Hlk57649505]Is not responsible for any conflicts with existing hardware or software that is no longer supported by the manufacturer. 
· Is only responsible for integration tasks outlined in this proposed SOS. 
· [bookmark: _Hlk137630703]At Contractor’s discretion project work may be provided remotely in whole, or in part.
· All systems will be installed in US English (other localized language configurations can be provided at an incremental cost). 
[bookmark: _Hlk57649955][bookmark: _Hlk8822955]
Exhibit A: Referenced Documents Table

A checkmark incorporates the document into this agreement.
	Applicable
	Document Title
	Document Description

	☐
	Project Plan
	Project Plan describes the execution, management, and control of the project

	☐
	Pricing Schedule
	Provides pricing and line-item details as necessary.

	☐
	Solutions Delivery and Acceptance
	Acknowledgement form: client acknowledges and confirms that the deliverable, milestone and/or project referenced has been completed, and all testing and acceptance criteria have been satisfied.

	☐
	Change Order Authorization
	Document to be executed when the original project scope has changed post SOS authorization by client.

	☐
	Support Escalation Process
	Describes steady state user-support escalation process.

	☐
	Business Requirements Document
	The BRD outlines the details for a project including the documentation of Client needs and expectations. The BRD is intended to highlight the project Scope, Requirements, Assumptions, Constraints, and Risks.

	☐
	Functional Design Document
	The FDD provides an overview of the business issue to be addressed, a mock-up of the User Interface (UI) design, and a plain English synopsis of the logic anticipated. This document provides the Client with the opportunity to approve the high-level design before the effort is made to develop a detailed or technical design.


[bookmark: _GoBack]
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