Statement of work
Reporting pack setup
Parties Harbour Advisory and Koru Design
Reference REPORT-01 / version 1 / 5 October 2026
Governing terms Services agreement dated 1 October 2026
Purpose and deliverables
Give the client three consistent management report views from one supplied dataset, with a review and handover so its team can use the pack.
	Deliverable
	Acceptance criteria
	Due

	D1  Three management report views in an editable workbook
	The three layouts agreed at kickoff are present; totals reconcile to the supplied dataset; the independent reviewer has checked the output.
	16 October 2026

	D2  One consolidated revision round and a handover
	Agreed in-scope feedback is addressed, and the client receives the workbook, short operating notes and one handover call.
	16 October 2026



Client inputs and assumptions
Client inputs The client supplies one complete dataset for one entity by 6 October, confirms the three report layouts at kickoff and nominates Sam Patel to consolidate feedback.
Assumptions Familiar report layouts, routine data checks and minor preparation. Source-data exceptions and more complex mapping are covered by the hours cap; substantial historic corrections need a separate agreement.
Exclusions
Historic bookkeeping cleanup, a fourth report view, weekly forecasts and ongoing monthly report production.


Reviews and timing
One consolidated revision round. Client feedback is due within two working days of the draft. Corrections needed to meet the agreed acceptance criteria remain part of the original scope. New layouts or additional review rounds need a change request.
Start 5 October; finish 16 October 2026, subject to the agreed client inputs and feedback. If an input is late or incomplete, agree the effect on dates and any additional work before proceeding with that work.
Fees and payment
Fee basis Hourly with an agreed cap
Actual time at NZ$185 per hour, recorded in decimal hours with no additional billing increment. The original cap is 28 hours / NZ$5,180. This is a maximum, not a fixed charge; unused hours are not invoiced. The cap includes time spent on the original deliverables and review.
Fees are in NZD and exclude any applicable tax. No expenses are included or chargeable unless separately agreed in writing.
Invoice actual time on completion, up to the agreed cap. Payment is due 14 days after the invoice date.
Changes to this agreement
Use a separate change request referencing this SOW and version. Set out changed deliverables, exclusions, client inputs, hours, fees and dates, including zero or reduced fees where agreed. Both authorised contacts record their decision through the agreed acceptance method before the changed work starts. A pending request does not change this SOW.
Extra services, an inaccurate estimate, internal rework and missing client inputs have different causes. Review the cause and the existing agreement before proposing additional charges.
Acceptance
Service provider Alex Taylor, Harbour Advisory
Client Sam Patel, Koru Design
Record Written acceptance by both named approvers on 5 October 2026; reference REPORT-01 v1.
This is a starting point, not legal advice. Have your contract terms reviewed for your jurisdiction.


Change request
Reporting pack setup
Reference REPORT-01 / version 1; Change 01
Parties Harbour Advisory and Koru Design
Request Sam Patel, Koru Design; 9 October 2026
Requested change
Add a fourth report view showing revenue by service line, using the same dataset and entity. Include its checks, one consolidated review and handover within the additional three hours.
Reason The client wants to compare service lines at its next management meeting. The fourth view is outside D1's three agreed views.
Effect on hours fees and dates
	Measure
	Original
	Change
	Revised

	Hours cap
	28
	+3
	31

	Fee cap (NZD)
	NZ$5,180
	+NZ$555
	NZ$5,735

	Completion
	16 October 2026
	See below
	20 October 2026



Timing and inputs Two additional working days for the extra view and review. The client confirms service-line mappings by 12 October.
Fee basis Actual additional time at NZ$185/hour, up to 3 hours / NZ$555; unused hours are not invoiced.
Scope and terms One entity and one dataset. Historic cleanup, weekly forecasts and ongoing production remain excluded. Original acceptance criteria, tax basis and payment terms continue.
Decision and authority
Decision Approved; effective 9 October 2026
Approvers Alex Taylor, Harbour Advisory; Sam Patel, Koru Design
Acceptance record Both approvers accepted by email on 9 October 2026, before the extra work started; reference REPORT-01 / Change 01.
A request alone does not authorise changed work. Record agreement before it starts. 




