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Overview

The Scope of Work Tool outlines a discrete task or set of tasks that produce a deliverable. Deliverables can be a standalone product or they can be part of a project (i.e. that contribute to the end result but which aren’t themselves directly used). A project is comprised of more than one work package and deliverable. 

The purpose of a work package is to provide an overview of the work to be carried out and the end result (product) to be achieved, this could include a program description, logic model, or stakeholder analysis tool.
Purpose
This section should state what purpose the deliverable will serve. It should include an indication of whether the product is stand-alone (for this deliverable) or if it contributes to a larger project. A summary of how the deliverable fits with a project as a whole should be provided.

Team or Person allocated
This should describe who is to carry out the deliverable. If specific people cannot be named, then the type of resource should be detailed.
Deliverable Tasks
This section should include the tasks that are required for completion of the deliverable.
Outputs to be delivered
Here you should detail what it is that the deliverable is going to produce. 
Constraints
This section should include details of any constraints.
Progress reporting arrangements
This section should set out how progress on the work package is to be reported: to whom, how often, by what means, etc.
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