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Service Agreement 
This Statement of Work (“SOW”) is made on < date> (the “SOW Effective Date”) between Silver Cloud HR, 
Stourwod House, Wrabness Road, Essex, CO12 5ND and <client name and address> (the “Client”).  

 

Scope of Work 
The purpose of this Statement of Work (“SOW”) is to communicate the objectives, deliverables, activities 
and resources required to assist each client with the selection of a new HR Digital solution. The goals of this 
engagement are to select the new solution, which should comprise the functional areas below. 

 

Functionality in Scope  
The scope will outline the high-level functionality that the organisation either wants to replace and/or 
tender for. Please refer to the Silver Cloud Taxonomy in Appendix 5 for further detail on each functional 
area and what processes we include as standard.  

High-Level Functional Area 

Managing Recruitment & Onboarding  Manage Payroll & Pensions 

Managing Absence  Managing Compensation 

Managing Time Scheduling  Managing Benefits 

Managing HCM (Core Records) Manage Expenses 

Managing Training  Payroll Reports & Analytics 

Managing Learning  Managing Performance 

 

The following section will list the operating countries in scope of this project and any in-country locations, if 
there are multiple sites. 

Operating Countries/Locations 
  

 

Out of Scope  
The following functionality and tasks fall outside of this scope of works. These would include all the 
functional areas excluded from those in-scope.  

Tasks 
Additional RFP exercises  
Additional Information gathering workshops  
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High-Level Functional Area 

Managing Recruitment & Onboarding  Manage Payroll & Pensions 

Managing Absence  Managing Compensation 

Managing Time Scheduling  Managing Benefits 

Managing HCM (Core Records) Manage Expenses 

Managing Training  Payroll Reports & Analytics 

Managing Learning  Managing Performance 

 

Project Approach & Responsibilities 
The project will be a collaboration between Silver Cloud HR and the client project team. The following table 
outlines the key activities and the roles involved from either side at each stage. 

Please refer to Appendix 4 for a detailed overview of Silver Cloud’s selection methodology, including 
suggested project roles and responsibilities for the combined Silver Cloud and Customer teams.   

Below is an outline of the key project activity  

Selection support 
Phase Activity Role 

In
iti

at
io

n 
&

 

In
fo

rm
at

io
n 

ga
th

er
in

g 

Project initiation SC Consultant 
Facilitate kick-off meeting and produce project plan SC Consultant 
Coordinate & book Information gathering workshops  As agreed 
Attend Information gathering workshops As agreed 
Complete Information gathering questionnaire Client Project Team 
Facilitate Information gathering workshops SC Consultant 
Produce System Requirements document for all functional areas 
in scope.  SC Consultant 

Review System Requirements document for all functional areas 
in scope. Client Project Team 

Produce a long list of suitable vendors  SC Consultant 

Pr
oc

ur
em

en
t 

Produce RFP Pack and issue to agreed vendors  SC Consultant 

Sign- off RFP Pack & vendor list (Inc Requirements) Client Project Team 
& Sponsor 

Act as point of contact for vendor sales managers including 
manage calls with all vendors to discuss the project and 
suitability to meet requirements.  

SC Consultant 

Collate, Analysis and evaluate shortlisted vendors against 
requirements & produce a summary report.  SC Consultant 

Conduct high-level due diligence on vendor  Client  
 
Sign-off vendors to take forward to demonstrations  
 

Client Project Team 
& Sponsor 

Draft demo day agenda & coordinate vendor demo day SC Consultant 
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Se
le

ct
io

n 

Provide SME support for onsite demo workshops SC Consultant 
Attend demo day workshops  As agreed 
Provide Post-Demo support in gaining clarifications by facilitating 
questions/ attending further vendor meetings  SC Consultant 

Attend clarification workshops/meetings  As agreed 
Create a Summary Selection Report to include functionality, 
costings & recommendations & present options back to the 
steering group to facilitate a decision. 

SC Consultant 

Sign-off preferred vendor to start contract negotiations Client Project Team 
& Sponsor 

Provide feedback on unsuccessful vendors  Client Project Team 
& Sponsor 

Issue feedback to unsuccessful vendors SC Consultant 
Enter into contract negotiation Client  
Conduct detailed due diligence on vendor Client 
Provide SME advice and guidance, when required, for vendor 
subscription agreement & implementation statement of work 
review contract 

SC Consultant 
 

 

Information Gathering Workshops    
  
The table below outlines the topics and time requirements for the information gathering stage. These will 
vary based on the number of functional areas in scope.  
 
These will be discussed and finalised during the project scoping meeting.   
  

Workshop   Topics Covered  Estimated Effort  
HR Function SME’s  All functional areas in scope  

Reporting & Analytics  
Data Integrity & Quality   

Up to 2 workshops (1.5hrs 
each) depending 
on the complexity of current 
processes   

Finance/payroll provider   Links to payroll, HMRC, BACS, 
General Ledger & Costings   

1 meeting up to 1 hour   

CIO/IT  Data Security, Data 
warehousing & Integrations  

1 meeting up to 1 hour.    

Strategic Leadership   Future strategy & needs  1 meeting up to 1 hour.    
 

Deliverables 
The deliverables for this project include:  

Phase Deliverables 
Initiation & 
Information gathering  

Project plan & Scope of Works 
Key stakeholders interviewed. Documentation, forms and systems 
reviewed.  

Procurement Functional Requirements documented and prioritised  
A long list of suitable vendors created and shared with the panel.  
Documentation completed in full by vendors for the procurement 
process.  
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Shortlist of three vendors shared with the panel. 
Selection Presentation/demo agendas shared with the panel.  

A summary document to enable the selection of a vendor for the 
system. 
Vendor contracts reviewed and areas to negotiate highlighted.  
Unsuccessful vendors contacted.  

 

Project Fee Structure 
We will deliver the selection process on a fixed-cost basis of £9,500 + VAT and expenses*. payable in 
arrears in 3 instalments, each payment being conditional upon the deliverables.  
 
*Expenses are estimated to be zero cost during the CoVid pandemic    

 

Phase   Amount   

Initiation &   
Information   
gathering    

£4,000.00 

Procurement   £2,400.00 

Selection   £1,600.00 

 

Project Timelines 
The table below and the Plan in Appendix 2 shows the indicative high-level timescales for each phase of the 
selection project. A detailed project plan will be created in conjunction with Project Sponsor/Lead following 
the project kick-off meeting.  

The high-level timeline for this project is estimated at ten (10) weeks.  

Silver Cloud will work with the client to determine a project schedule with these durations in mind. Once the 
project schedule is mutually agreed upon, delays caused by the client, which result in a longer overall project 
timeline or period of performance may require a Change Order for additional support. 

 

Deliverable Acceptance Criteria 
The following section defines the expected durations for the acceptance of deliverables.  
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The client will have five (5) business days from receipt of document(s) for acceptance unless an alternative 
period has been agreed before the documentation being issued. Notice of non-acceptance of a deliverable 
due to its failure to materially conform to the acceptance criteria must be provided in writing to Silver Cloud 
HR. Silver Cloud HR will edit the documentation to remediate such failure and deliver to the client for review 
within five (5) business days of receipt of notice of non-acceptance. The client will have five (5) business days 
from receipt of the revised document for acceptance of the previously non-conforming areas of the 
document. 

 

Issue Management 
The goal of Issue Management is to prevent issues from having an adverse effect on the project.  The 
resolution of an issue could impact any aspect of the project, including scope, costs, benefits, risks, project 
organisation and schedule. It is critical to identify and document issues as early as possible, assign ownership, 
define follow-up dates, and track issue resolution.   

Silver Cloud HR will track issues using a project Issues Log. 

High impact issues could have an adverse impact on the project schedule and overall success. Should an issue 
reach a point of escalation the client and Silver Cloud project team agree to escalate according to the project 
structure, as detailed below.  Every effort will be made to resolve it.  

 

Selection Governance model  
 

 

 

 

 

 

Change Control Process 
Throughout a project, new information may surface that may necessitate a change in business requirements. 
These changes may result in a change in project scope and therefore impact the estimated level of effort, 
project timeline, or Service features.  

 

Any such changes will require a Change Order (Appendix 1), which either Silver Cloud HR or a client team 
member will complete. Change Orders may result in additional fees.  Silver Cloud HR may also charge for the 
time required to scope complex requests.  Silver Cloud HR will advise Customer of the estimate if a charge 
applies.  
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A completed Change Order form includes the requested change, the impact on the current engagement, 
and the estimated resources, time, and fees to implement the Change Order. A party will submit the 
completed Change Order form to the other party for review and approval.  

Authorisation 
1. This contract is made up of the following: 
2.  

a) The contract  
b) The Statement of work 
c) The conditions 

3. If there is any conflict or ambiguity between the terms of the Statement of work and the 
conditions, the terms of the scope of work shall prevail. 

This contract has been entered into on the date stated at the beginning of it. 

 
Client authorised 
signature 

 

Name  
 

Position  
 

Date  
 

 
Silver Cloud 
authorised signature 

 
 

Name Helen Armstrong 
Position CEO 
Date  
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Appendix 1      

Change Order Form 
Change Number:  Request Initiator:  

   

Request Date: 

 

 

Change Request:  

Description:  

Rationale:  

Implications:  

Project Impact: High, Medium, Low 

Scope:  
Time:  

Cost:  

Resources:  

Resolution:  

 

 

Silver Cloud HR  Client 

By:  By:  

Printed 
Name: 

 Printed 
Name: 

 

 

Title: 

  

Title: 

 

Address:  Address:  

Date:  Date:  

 



 
                                                                                                     

Appendix 2 

Typical Project Plan  
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Appendix 3 

Project Roles & Responsibilities  

Role Role Description  

 Client Project Sponsor/lead 

  

The Sponsor’s (or Project Owner’s) role is to ensure that the project is focussed throughout its 
lifecycle on achieving its objectives and delivering products that will achieve the projected benefits. 

• Provide overall direction and management support for the project team 
• Allocates necessary resources 
• Participate in executive updates and checkpoints 
• Addresses project escalations in a timely manner  

 Silver Cloud Lead Consultant • Develops, maintains and tracks progress against the project plan and associated logs (risk log, 
issues log, etc.)  

• Manages Silver Cloud project team resources and deliverables  
• Report on project status through meetings and reports, including project risks and issues with 

mitigation plans  
• Act as a central point of contact for all day-to-day activities  
• Lead and manage change control activities 

 Client Functional Workstream SMEs  

  

• Completes the information gathering questionnaire for their area of expertise 
• Contributes their knowledge during the Information gathering workshops  
• Reviews and prioritises the requirements for their area of expertise 
• Attends and contributes during the vendor demonstration  

 Client Technical SME 
• Inputs into the data security & Integration design requirements.  
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Appendix 4  
  

 



 
Appendix 5  

HR Process Taxonomy 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CLICK HERE TO VIEW LARGER IMAGE 

https://www.silvercloudhr.co.uk/wp-content/uploads/2020/12/Process-Taxonomy-Image.pdf
https://www.silvercloudhr.co.uk/wp-content/uploads/2020/12/Process-Taxonomy-Image.pdf
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