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[bookmark: _Hlk19777870]ATTACHMENT 11 - 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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[bookmark: _Hlk55309247][bookmark: _Hlk55309248]TOSHIBA					Version 08/01/2023
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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 NASPO ValuePoint Master Agreement (“Master Agreement”) Authorized Dealers  (also 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. 
[bookmark: _GoBack]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. Costs shall not exceed Master Agreement pricing. 
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.
☐Statement of Services Addendum D – Project Plan.
☐Statement of Services Addendum E – Pricing Schedule.
☐Statement of Services Addendum F – Support Escalation Process.
☐Statement of Services Addendum G – Solutions Delivery and Acceptance.
☐Statement of Services Addendum H – Change Order Authorization.
☐Statement of Services Addendum I – Business Requirements Document.
☐Statement of Services Addendum J – Functional Design Document.


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, per the Master Agreement pricing, 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, upon approval from Client. 
· 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. 
[bookmark: _Hlk57649955][bookmark: _Hlk8822955]
Exhibit A: Referenced Documents Table

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

	☐
	Addendum A - Cloud Solution
	Supplemental project details providing guidance for all parties on project fees summary for cloud or SaaS-based solutions.

	☐
	Addendum B - On-Premises Solution
	Supplemental project details providing guidance for all parties on project fees summary for on-premise solutions.

	☐
	Addendum C - Hybrid Solution
	Supplemental project details providing guidance for all parties on project fees summary for hybrid cloud/on-premise) solutions.

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

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

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

	☐
	Addendum G - 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.

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

	☐
	Addendum I - 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.

	☐
	Addendum J - 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.
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Statement of Service Addendum A - Cloud Solution 

This addendum is hereby incorporated by reference as Addendum A to the Statement Of Service (“SOS”) by and between Toshiba America Business Solutions, Inc. (“Contractor”) and (“Client”).

[bookmark: Text1]Associated Project SOS Name: <Enter Associated Proejct SOS Name Here>
Associated Project MSSA Name: <Enter Associated Proejct MSSA Name Here>
[bookmark: _Toc114157995]Client Responsibilities
The following activities are the responsibility of Client.
The “Client Responsibilities – Details” is the Solution specific activities that are defined as the responsibility of Client. If any of these responsibilities either change or are incorrect a (COA) Change Order Authorization may be required, which may result in additional Professional Services fees.
· [bookmark: _Hlk135827147]Ensure that all applications and data are successfully backed up prior to Contractor beginning project services detailed in the SOS. 
· Provide technical and application support for configuration and testing of Client specific information. Contractor does not warrant Client applications.
· Provide systems personnel for the project familiar with all aspects of Client’s enterprise configuration – security, remote access, domain structure, WAN/LAN connectivity, applications used for this project – to work in conjunction with the Contractor team on this implementation. Additionally, a desktop technician may be required to perform Client -side duties.
· Make available all the appropriate resources, systems, network access, reports and any/all other data elements required for Contractor to complete the deliverables and other research necessary to complete this project as contained herein.
· [bookmark: _Hlk138326293]Provide a dedicated project manager or coordinator to provide management, reporting, day to day project tracking, move/add/change requirements, and cross-coordination of requirements.
· Network connectivity between all solution components.
· [bookmark: _Hlk138326540]Deploy Solution to Client end-user desktops (if required).
· Identify a Project Sponsor with sign-off authority and ability to facilitate Client stakeholder participation.
· Report on any Client technical or resource issues that would delay, hinder, or adversely affect the deployment of the solution or its performance in the Client environment.
· Allow for the distribution of Solution upgrades to Client PC's as needed. 
· Accept title and/or license upon delivery/installation for product and/or Solution purchased if applicable.
· Sign appropriate Contractor finance document for leased or financed transactions.
Contractor Responsibilities
The following activities are the responsibility of Contractor.
The “Contractor Responsibilities – Details” is the Solution specific activities that are defined as the responsibility of Client. If any of these responsibilities either change or are incorrect a COA may be required, which may result in additional Professional Services fees. 
· Solution license key.
· Technical specifications for implementation.
· Email and phone support for the duration of the contract.
· Technical Services included in the scope herein.
· Configuration of the Solution components.
· Solution training.
· Solution revisions, updates, and patches during the term of the agreement.
· Support for the Solution updates for any of the on-premises components of the solutions defined in this SOS is included in this Agreement.
[bookmark: _Toc99553229]Support
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, 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.
[bookmark: _Toc7611145][bookmark: _Toc7611146][bookmark: _Toc99553225]Professional Services and License Fees
[bookmark: _Hlk135810475]A checkmark incorporates the referenced table into this agreement.
☐ TABLE 1: SaaS FEES:
This is a fixed fee engagement. If applicable the Professional Services fees for this project are included in the terms of the lease agreement signed by Client. Any changes to this SOS will require a Change Order executed and agreed upon by both parties. Contractor cannot perform work outside of the scope of this SOS without an authorized Change Order signed by Client.
Services Fees
Initial Investment	$<Enter Initial Client’s Payment Here>
License Fees		$<Enter Licensing Fee Here> (renewable annually)
(includes M&S)
Taxes, if applicable, are not included and will be invoiced separately.
This document is valid for a period of 30 days from the cover date; after this date it may be revised upon consent by Contractor.

















	











Statement of Service Addendum B - On-Premises Solution 

This addendum is hereby incorporated by reference as Addendum B to the Statement Of Service (“SOS”) by and between Toshiba America Business Solutions, Inc. (“Contractor”) and (“Client”).

Associated Project SOS Name: <Enter Associated Proejct SOS Name Here>
Associated Project MSSA Name: <Enter Associated Proejct MSSA Name Here>
Client Responsibilities
The following activities are the responsibility of Client.
The “Client Responsibilities – Details” is the Solution specific activities that are defined as the responsibility of Client. If any of these responsibilities either change or are incorrect a COA may be required, which may result in additional Professional Services fees. Please review this section to make sure these responsibilities are correct.
· Ensure that all applications and data are successfully backed up prior to Contractor beginning work. Contractor is not responsible for any lost information.
· Provide original manufacturer documentation for all existing hardware and Solution.
· Provide Backup equipment and media.
· Provide UPS equipment and media.
· Provide technical and application support for configuration and testing of Client specific information. Contractor does not warrant Client applications.
· Provide systems personnel for the project familiar with all aspects of Client’s enterprise configuration – security, remote access, domain structure, WAN/LAN connectivity, applications used for this project – to work in conjunction with the Contractor team on this implementation. Additionally, a desktop technician may be required to perform Client - side duties.
· Make available all the appropriate resources, systems, network access, reports and any/all other data elements required for Contractor to complete the deliverables and other research necessary to complete this project as contained herein.
· Provide a dedicated project manager or coordinator to provide management, reporting, day to day project tracking, move/add/change requirements, and cross-coordination of requirements.
· Network configuration information to assist in solution design.
· Deploy Solution to Client end-user desktops (if required).
· Suitable hardware to host the Solution application components. 
· Suitable Operating Systems Solution and licenses for the above.
· Identify a Project Sponsor with sign-off authority and ability to facilitate Client stakeholder participation.
· Report on any Client technical or resource issues that would delay, hinder or adversely affect the deployment of the solution or its performance in the Client environment.
· Provide the appropriate physical and network access to onsite resources, including IT area and all necessary fees, licenses, and release forms, related to photos, logos, and imagery that are to be provided to Contractor.
· Provide a workspace for Contractor staff to use if on-site work is required.
· Allow for the distribution of Solution upgrades to Client PCs as needed. 
· Hardware and Solution maintenance for all servers.
· System Maintenance Tasks:
· Resolution of Solution system alerts as listed in the solution application.
· Daily monitoring of Server Health.
· Backup of all Solution data and system settings.
· Distribution of Solution upgrades to Client PCs as needed.
· Installation and deployment of Solution updates.
· Inclusion of Solution servers in routine maintenance activities (anti-virus, backup, etc.).
· Accept title and/or license upon delivery/installation for product and/or Solution purchased if applicable.
· Sign appropriate Contractor finance document for leased or financed transactions.
Contractor Responsibilities
The following activities are the responsibility of Contractor.
The “Contractor Responsibilities – Details” is the Solution specific activities that are defined as the responsibility of Contractor. If any of these responsibilities either change or are incorrect a COA may be required, which may result in additional Professional Services fees. 
· [bookmark: _Hlk135806988]Solution License Key.
· Technical specification for implementation.
· Installation of the Solution components.
· Email and phone support for the duration of the contract.
· Technical Services included in the scope herein.
· Configuration of the Solution components.
· Solution training.
· [bookmark: _Hlk135807153]Solution revisions, updates, and patches during the term of the agreement.
· Support for the download of Solution updates for the solutions defined in this SOS is included in this Agreement.
· Services associated with this installation and deployment of updates, patches, bug fixes and updates for the components of the solutions defined in this SOS are outside of this agreement and will require a separate project plan and SOS.
Support
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, 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.
[bookmark: _Hlk19814223]Note: If applicable, refer to the Statement of Services Support Escalation Process - Addendum F document referenced in this SOS for support details.
Professional Services and License Fees
A checkmark incorporates the referenced document into this agreement.
☐ TABLE 1: FIXED FEE ENGAGEMENT:
This is a fixed fee engagement. If applicable the Professional Services fees for this project are included in the terms of the lease agreement signed by Client. Any changes to this SOS will require a Change Order executed and agreed upon by both parties. Contractor cannot perform work outside of the scope of this SOS without an authorized Change Order signed by Client.
Professional Service Fees $XXXXXX.XX 	
Taxes, if applicable, are not included and will be invoiced separately.
This document is valid for a period of 30 days from the cover date; after this date it may be revised upon consent by Contractor.
Expenses associated with travel, overnight stays, etc. (“Administrative Expenses”), for the hours estimated in this SOS shall be itemized  in the estimate of this project. Further, Client must agree to all Administrative Expenses prior to project implementation, and Contractor shall provide additional documentation regarding such expenses, upon request from Client.
__________________________________________________________
☐ TABLE 2: TIME AND MATERIALS ENGAGEMENT:
This is a time and materials engagement. The Professional Services fees for this project are inclusive for up to XX hours. The hours are an estimate based upon our current understanding of the project. Any changes to this Statement of Service will require a Change Order executed and agreed upon by both parties. Contractor cannot perform work outside of the scope of this SOS without an authorized Change Order signed by Client.
Professional Service Fees $XXXXXX.XX 
Taxes, if applicable, are not included and will be invoiced separately.
This document is valid for a period of 30 days from the cover date; after this date it may be revised.
Expenses associated with travel, overnight stays, etc. (“Administrative Expenses”), for the hours estimated in this SOS shall be itemized  in the estimate of this project. Further, Client must agree to all Administrative Expenses prior to project implementation, and Contractor shall provide additional documentation regarding such expenses, upon request from Client.
_____________________________________________________________
☐ TABLE 3: BLOCK OF HOURS ENGAGEMENT:
This is a Block of Hours engagement. The Professional Services fees for this project are limited to XX hours. If additional hours are required, additional Block of Hours must be purchased using a Change Order executed and agreed upon by both parties. Contractor cannot perform work outside of the scope of this SOS without an authorized Change Order signed by Client.
Professional Service Fees $XXXXXX.XX 
Taxes, if applicable, are not included and will be invoiced separately.

This document is valid for a period of 30 days from the cover date; after this date it may be revised.

Expenses associated with travel, overnight stays, etc. (“Administrative Expenses”), for the hours estimated in this SOS shall be itemized in the estimate of this project. Further, Client must agree to all Administrative Expenses prior to project implementation, and Contractor shall provide additional documentation regarding such expenses, upon request from Client.















Statement of Service Addendum C - Hybrid Solution

This addendum is hereby incorporated by reference as Addendum C to the Statement Of Service (“SOS”) by and between Toshiba America Business Solutions, Inc. (“Contractor”) and (“Client”).

Associated Project SOS Name: <Enter Associated Proejct SOS Name Here>
Associated Project MSSA Name: <Enter Associated Proejct MSSA Name Here>
Client Responsibilities
The following activities are the responsibility of Client.
The “Client Responsibilities – Details” is the Solution specific activities that are defined as the responsibility of Client. If any of these responsibilities either change or are incorrect a (COA) Change Order Authorization may be required, which may result in additional Professional Services fees.
· Ensure that all applications and data are successfully backed up prior to Contractor beginning project services detailed in the SOS. 
· Provide technical and application support for configuration and testing of Client specific information. Contractor does not warrant Client applications.
· Provide systems personnel for the project familiar with all aspects of Client’s enterprise configuration – security, remote access, domain structure, WAN/LAN connectivity, applications used for this project – to work in conjunction with the Contractor team on this implementation. Additionally, a desktop technician may be required to perform Client -side duties.
· Make available all the appropriate resources, systems, network access, reports and any/all other data elements required for Contractor to complete the deliverables and other research necessary to complete this project as contained herein.
· Provide a dedicated project manager or coordinator to provide management, reporting, day to day project tracking, move/add/change requirements, and cross-coordination of requirements.
· Network connectivity between all solution components.
· Deploy Solution to Client end-user desktops (if required).
· Identify a Project Sponsor with sign-off authority and ability to facilitate Client stakeholder participation.
· Report on any Client technical or resource issues that would delay, hinder, or adversely affect the deployment of the solution or its performance in the Client environment.
· Allow for the distribution of Solution upgrades to Client PC's as needed. 
· Accept title and/or license upon delivery/installation for product and/or Solution purchased if applicable.
· Sign appropriate Contractor finance document for leased or financed transactions.

Specific to on-premises components - Client responsibilities:
· Suitable hardware to host the Solution application components. 
· Suitable Operating System Solution and licenses for the hardware provided.
· Network configuration information to assist in solution design.
· Deploy Solution with the assistance of Client IT Personnel to Client desktops (if required).
· [bookmark: _Hlk138327406]Provide a workspace for Contractor staff to use if on-site work is required.
· Provide Backup equipment and media.
· Provide uninterrupted power supply equipment and media.
· Hardware and Solution maintenance for all servers.
· System Maintenance Tasks:
· Resolution of Solution system alerts as listed in the solution application.
· Daily monitoring of Server Health.
· Backup of all Solution data and system settings.
· Distribution of Solution upgrades to Client PC's as needed.
· Installation and deployment of Solution updates.
· Inclusion of Solution servers in routine maintenance activities (anti-virus, backup, etc.).
Contractor Responsibilities
The following activities are the responsibility of Contractor.
The “Contractor Responsibilities – Details” is the Solution specific activities that are defined as the responsibility of Contractor. If any of these responsibilities either change or are incorrect a COA may be required, which may result in additional Professional Services fees. 
· Solution license key.
· Technical specifications for implementation.
· Email and phone support for the duration of the contract.
· Technical Services included in the scope herein.
· Configuration of the Solution components.
· Solution training.
· Solution revisions, updates, and patches during the term of the agreement.
· Support for the Solution updates for any of the on-premises components of the solutions defined in this SOS is included in this Agreement.
Support
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, 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.
Professional Services and License Fees
A checkmark incorporates the referenced table into this agreement.
☐ TABLE 1: SaaS FEES:
This is a fixed fee engagement. If applicable the Professional Services fees for this project are included in the terms of the lease agreement signed by Client. Any changes to this SOS will require a Change Order executed and agreed upon by both parties. Contractor cannot perform work outside of the scope of this SOS without an authorized Change Order signed by Client.
Services Fees
Initial Investment	$<Enter Initial Client’s Payment Here>
License Fees		$<Enter Licensing Fee Here> (renewable annually)
(includes M&S)
Taxes, if applicable, are not included and will be invoiced separately.
This document is valid for a period of 30 days from the cover date; after this date it may be revised upon consent by Contractor.
Expenses associated with travel, overnight stays, etc. (“Administrative Expenses”), for the hours estimated in this SOS shall be itemized  in the estimate of this project. Further, Client must agree to all Administrative Expenses prior to project implementation, and Contractor shall provide additional documentation regarding such expenses, upon request from Client.






[bookmark: _Hlk121647477]Statement of Services Addendum D – Project Plan
This addendum is hereby incorporated by reference as Addendum D to the Statement Of Service (“SOS”) by and between Toshiba America Business Solutions, Inc. (“Contractor”) and (“Client”).

Associated Project SOS Name: <Enter Associated Proejct SOS Name Here>
Associated Project MSSA Name: <Enter Associated Proejct MSSA Name Here>

Note: Project duration is estimated based on current project scope. The actual project start and end dates and duration details will be determined during project kickoff between Contractor and Client.
SAMPLE
	[bookmark: _Hlk54946552]Task Name
	Duration
	Projected Start Date
	Projected End Date

	<enter Client Name> - <Enter Project Name> Implementation Project Plan
	40d
	TBD
	TBD

	Initiating and Planning
	20d
	TBD
	TBD

	Initiating
	10d
	
	

	Develop Project Documents
	3d
	TBD
	TBD

	Internal Contract-Signed Kick-Off Call
	2d
	TBD
	TBD

	Client Kickoff Call and Other Requirements
	5d
	TBD
	TBD

	Planning
	10d
	
	

	Environment Settings Confirmation
	2d
	TBD
	TBD

	Training Preparation
	2d
	TBD
	TBD

	Milestone - Initiation and Planning Complete
	0d
	TBD
	TBD

	Executing
	15d
	TBD
	TBD

	Site Readiness Confirmed
	1d
	TBD
	TBD

	Software Deployment and Configuration
	5d
	TBD
	TBD

	Install Software or Activate SaaS
	2d
	TBD
	TBD

	Configure Software or SaaS components
	2d
	TBD
	TBD

	Install Software License (For on-prem)
	2d
	TBD
	TBD

	User Training 
	1d
	TBD
	TBD

	Milestone – Executing Complete
	0d
	TBD
	TBD

	Monitoring/Controlling
	1d
	
	

	Action Items and Issues Log
	1d
	TBD
	TBD

	Communicate Support and Issue Escalation Process
	1d
	TBD
	TBD

	Milestone – Monitoring and Controlling Complete
	0d
	TBD
	TBD

	Closing
	2d
	
	

	Partnership Review Deliver Final Documents
	2d
	TBD
	TBD

	Review and Approval Sign - Solutions Delivery and Acceptance
	5d
	TBD
	TBD

	Project Closure Meeting
	1d
	TBD
	TBD

	Milestone – Solution Delivery and Acceptance Complete
	0d
	TBD
	TBD

	Milestone – Project Complete
	0d
	TBD
	TBD


Statement of Services Addendum E – Pricing Schedule

This addendum is hereby incorporated by reference as Addendum E to the Statement Of Service (“SOS”) by and between Toshiba America Business Solutions, Inc. (“Contractor”) and (“Client”).

Associated Project SOS Name: <Enter Associated Proejct SOS Name Here>
Associated Project MSSA Name: <Enter Associated Proejct MSSA Name Here>

Pricing Schedule 
If Applicable, Insert actual pricing schedule referenced in this SOS. 
Remove these highlighted notes prior to submission of this SOS to Client.




Statement of Services Addendum F - Support Escalation Process 

This addendum is hereby incorporated by reference as Addendum F to the Statement Of Service (“SOS”) by and between Toshiba America Business Solutions, Inc. (“Contractor”) and (“Client”).

Associated Project SOS Name: <Enter Associated Project SOS Name Here>
Associated Project MSSA Name: <Enter Associated Project MSSA Name Here>

Note: Replace the sample Support Escalation Diagram with specific project details. Remove these notes prior to submitting this addendum to the Client.

[image: Diagram

Description automatically generated]



Statement of Services Addendum G – Solutions Delivery and Acceptance
	
This exhibit is hereby incorporated by reference to the Statement of Service (“SOS”) and by and between Toshiba America Business Solutions, Inc. (“Contractor” and (“Client”).

Associated Project SOS Name: <enter Associated Proejct SOS Name here>
Associated Project MSSA Name: <enter Associated Proejct MSSA Name here>

CLIENT NAME: <Enter Client Legal Name>


	PROJECT NAME/Description
     
	[bookmark: CompanyName]Project Location ADDRESS
     

	NAME AND TITLE OF AUTHORIZED PERSON
     
	CITY, STATE, ZIP
     

	[bookmark: AddressPerson]E-MAIL ADDRESS
     
	PHONE
     
	FAX
     

	SERVICE AGREEMENT INFORMATION 

	
	Service Agreement Type:
	[bookmark: Text2]Statement of Services   If other, specify:      




	DELIVERABLE / MILESTONE / PROJECT INFORMATION

	
<Enter Key Project Deliverables>



	Acknowledgement.  By signing below, Client acknowledges and confirms that the deliverable, milestone and/or project referenced above has been completed, and all testing and acceptance criteria have been satisfied in all respects as of the date of this Form.  Accordingly, Contractor is authorized to invoice Client for all unpaid or outstanding fees and charges relating thereto, which shall be due and payable in accordance with the terms of the Service Agreement.


[bookmark: Text3]___        ________ 		 ______________________________________________________________________________                           _                 __   _______            _                
        DATE                                       AUTHORIZED CLIENT REPRESENTATIVE SIGNATURE 			 TITLE







Statement of Services Addendum H – Change Order Authorization

This exhibit is hereby incorporated by reference to the Statement of Service (“SOS) and by and between Toshiba America Business Solutions, Inc. (“Contractor” and (“Client”).

Associated Project SOS Name: <enter Associated Proejct SOS Name here>
Associated Project MSSA Name: <enter Associated Proejct MSSA Name here>

Change Order Number:		[0001]
This Statement of Services Change Order Authorization (“COA”) is made and entered into by and between Toshiba America Business Solutions, Inc. (“TABS”), including its division Toshiba Business Solutions (“Contractor”), located at 25530 Commercentre Drive, Lake Forest, CA 92630, and <enter Client Legal Name here> [CLIENT], located at <enter Client Address here> (“CLIENT ADDRESS”), collectively “parties”. This COA is hereby incorporated by reference into the Statement of Services (“SOS”) between the Parties as of the Effective Date below.  This COA shall continue in effect until the termination or expiration of the SOS, unless sooner terminated in accordance with the terms of the SOS or as indicated herein.  Parties agree that this COA hereby amends and/or modifies the referenced SOS as follows:

	Effective Date:

	Purpose of Change:

	Change Description (if attachments are necessary, please number sequentially as Appendices)  


	Pricing:  

	Facsimile and electronic signatures shall have the same effect as written signatures.
The Parties have caused this COA to be executed and each individual whose signature appears below hereby warrants that they are duly authorized to execute this COA on behalf of the Party they represent: 

	TOSHIBA

	
	CLIENT

	Printed Name:
	
	Printed Name:


	Signature:

	
	Signature:

	Title:

	
	Title:

	Date:

	
	Date:



Statement of Services Addendum I – Business Requirements Document

This addendum is hereby incorporated by reference as Addendum I to the Statement Of Service (“SOS”) by and between Toshiba America Business Solutions, Inc. (“Contractor”) and (“Client”).

Associated Project SOS Name: <Enter Associated Proejct SOS Name Here>
Associated Project MSSA Name: <Enter Associated Proejct MSSA Name Here>


[image: A red and white sign

Description automatically generated with low confidence]
BUSINESS REQUIREMENTS DOCUMENT ("BRD")
for
Client - <enter Client Legal Name>

	Client
	
	Contractor


	<Enter Client Principal Contact Name>
	
	<Enter Contractor Rep Contact Name>

	Printed Name
	
	Printed Name

	<Enter Client Principal Title>
	
	<Enter Contractor Rep Title>

	Printed Title
	
	Printed Title

	

	
	

	Signature 
	
	Signature

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

	Date 
	
	Date



This Business Requirements Document (“BRD”) for <enter Client Legal Name>  outlines the details of the business solution for a project including the documentation of Client needs and expectations. 
This document has been approved as the official Business Requirements Document for <Enter Client Legal Name>, and accurately reflects the current understanding of the Business Requirements, Project Scope, Requirements, Assumptions, Constraints, and Risks. 
Following approval of this document and execution of the Agreement, requirement changes will be governed by the project’s change management process, including impact analysis, appropriate reviews, and approvals.
Upon completion of the BRD process, the parties shall execute an Agreement that governs the execution of the BRD.  The parties have no obligations until a final Agreement is executed by both parties.








	Revision History

	Version
	Date
	Revised By
	Notes

	1.0
	<enter Date>
	<enter Name>
	<enter Notes Here>

	
	
	
	





	Document Approval

	Approver
Name
	Project Role
	Signature or Electronic approval
	Date

	<Client Approver Name>Here>
	<Client Approver's Project Role>
	
	<Approval Date>

	
	
	
	




1. [bookmark: _Toc25163798]Introduction
Contractor has prepared the following BRD to detail the requirements for the Solution Implementation Project for Client. Contractor has outlined the project scope for the project. Requirements outlined in this document are based on preliminary information received from Client.  

The information in this BRD supersedes all previous verbal discussions on the project. The BRD shall remain confidential unless parties agree to distribute to a third party.

2. [bookmark: _Toc25163799]Location
The following location(s) is(are) included in the scope of this project.  
Enter Project Location Here. Remove this note prior to submitting to Client

3. [bookmark: _Toc163449926][bookmark: _Toc182888881][bookmark: _Toc25163800]Project Summary
3.1. [bookmark: _Toc25163801]Project Objectives
Enter Project Objectives here.
See the Comments section for the Project Objectives definition and sample text.
Remove this note prior to submitting to Client

3.2. [bookmark: _Toc25163802]Business Drivers
Enter the Business Drivers ere.
See the Comments section for the Business Drivers definition, and sample text.
Remove this note prior to submitting to Client

4. [bookmark: _Toc25163803]Project Scope
Enter the Project Scope here. 
See the Comments section for the Project Scope definition, and sample text.
Remove this note prior to submitting to Client

5. [bookmark: _Toc25163804]Business Requirements
5.1. [bookmark: _Toc25163805]Current Business Process (As-Is)
Enter the Current Business Process here. 
See the Comments section for the Project Business Requirements, and sample text.
Remove this note prior to submitting to Client
Include diagrams if available (Sample In Scope Functionality)

5.2. [bookmark: _Toc25163806]New Process Requirements (Future-State)
5.2.1. [bookmark: _Toc25163807]Mandatory proposed solutions functionality
Enter the mandatory Requirements here. 
See the Comments section for sample text.
Remove this note prior to submitting to Client

5.2.2. [bookmark: _Toc25163808]Optional proposed solutions functionality
Enter the Optional Requirements here. 
See the Comments section for the Mandatory Functionality definition, and sample text.
Remove this note prior to submitting to Client





Statement of Services Addendum J – Functional Design Document

This addendum is hereby incorporated by reference as Addendum J to the Statement Of Service (“SOS”) by and between Toshiba America Business Solutions, Inc. (“Contractor”) and (“Client”).

Associated Project SOS Name: <Enter Associated Proejct SOS Name Here>
Associated Project MSSA Name: <Enter Associated Proejct MSSA Name Here>

[image: A red and white sign

Description automatically generated with low confidence]
FUNCTIONAL DESIGN DOCUMENT ("FDD")
for
Client - <enter Client Legal Name>
Services - <Enter Solution Name>


	Client
	
	Contractor


	<Enter Client Principal Contact Name>
	
	<Enter Contractor Rep Contact Name>

	Printed Name
	
	Printed Name

	<Enter Client Principal Title>
	
	<Enter Contractor Rep Title>

	Printed Title
	
	Printed Title

	

	
	

	Signature 
	
	Signature

	
<enter Client FDD Signing Date>
	
	
<enter Contractor FDD Signing Date>

	Date 
	
	Date






This document has been approved as the official Functional Design Document for <Enter Client Legal Name>, and accurately reflects the current understanding of functional requirements. Following approval of this document and execution of the Agreement, requirement changes will be governed by the project’s change management process, including impact analysis, appropriate reviews, and approvals.

The Functional Design Document 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. 



	Revision History

	Version
	Date
	Revised By
	Notes

	1.0
	<enter Date>
	<enter Name>
	<enter Notes>

	
	
	
	





	Document Approval

	Approver Name
	Project Role
	Signature or Electronic approval
	Date

	<Client Approver Name>
	<Client Approver's Project Role>
	
	<Approval Date>

	
	
	
	




[Description: The Overview of Design Concepts section should provide the high-level design of the proposed solution.  This design should include mock-up screen shots for the proposed user interface, and a plain English description of the programming logic proposed, as well as the anticipated process flow.  The purpose of the solution design is to allow the customer to approve the concepts before committing resources to the technical design.]

Remove these highlighted notes prior to submitting this document to client.
1. Introduction
Subsection text 
1.1. Paragraph Heading 7
Paragraph text

1.2. Paragraph Heading 7
Paragraph text

1. Solution Architecture
[Description: The Solution Architecture section should provide an overview of how the proposed design fits into the overall solution structure.  This section should include any interactions or integrations with other solution processes or with other applications.  This section should also include any solution configuration changes that will be required to develop and implement the proposed solution.]

Remove these highlighted notes prior to submitting this document to client.
2. Introduction
Subsection text 
2.1. Paragraph Heading 7
Paragraph text

2.2. Paragraph Heading 7
Paragraph text
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