
    

Scope of Work Template   

SCOPE OF WORK

	
ARTIST INFORMATION    
      

	Company name

	

	Name(s) of artists/artist team members

	

	Mailing address

	

	Phone number

	

	Email address

	

	Web page

	



	
PROJECT INFORMATION 


	Project Lead

	

	Project Title

	

	Date

	

	Project Location

	

	Project Goals and Objectives

	






	
TIMELINES 

	
	DATES
	Details

	STAGE ONE (CONTRACTING)
	
	

	STAGE TWO (PLANNING)
	
	

	Engagement / Community Outreach 
	
	

	Research
	
	

	Concept Design 
(Includes: approval of concept)
	
	

	STAGE THREE (DESIGN)
	
	

	Detailed Design (mostly if the artwork is structural and requires any engineering support)
	
	

	STAGE FOUR (FABRICATION)
	
	

	Ordering materials / purchase of materials
	
	

	Fabrication / Construction begins
	
	

	Installation and all site work (e.g. site remediation) complete
	
	

	STAGE FIVE (COMPLETION)
	
	

	Maintenance agreement; Warranty Statement
	 
	



*Timelines can change, so clarify what happens if timelines aren’t met, what the approval process is for formally adjusting the timelines and what happens if they aren’t met.

	Project Budget
	This is the overall amount that is dedicated to all aspects of the project
· Include whether the organizing body or the artist is managing the overall budget.
· How are the funds being distributed? Does the artist make purchases and bill them back to the company, or does the company pay expenses directly?

	Payment Delivery Schedule
	How is the artist being paid for their work?  How do they bill you for the steps in their process?  How long will payment take to be received? Is GST included or added?  

	Contingency
	Who manages the contingency and what happens if it isn’t used?  What is the approval process for using the contingency fund?

	Maintenance and/or removal
	Who keeps the reserved funding for care and maintenance of the artwork?  What is the approval process for when it is removed?




SIGNATURES_________________________________
Project Lead
Date:
_________________________________
Artist Name
Date:
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