Project Scope Document 

Introduction

The purpose of the Project Scope Document is to communicate to all stakeholders the deliverables that the project will produce.  The scope statement must be clearly understood and agreed upon by all project stakeholders.  

The scope should provide adequate measurements and metrics to allow the stakeholders to determine whether the project team is producing the deliverables (and only the deliverables) agreed upon.  It is from the scope statement that the work breakdown process and subsequent planning processes are developed.
Although the scope of the project CAN change, documenting the original scope allows greater control during project execution. Even though scope changes occur with an element of risk, the impact of any project change should be weighed carefully against the benefits of making the change.
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 REMEMBER:  
If something relevant is NOT going to be included the project, document it in the assumptions/constraints log.
If you don’t know where you are going, how do you know when you’re there?
Project Scope Document 

Definition of fields

	Project Goals and Objectives
	Why the project is being done: the qualitative and quantitative benefits to be achieved by the project

For example: 
· Product quality will improve by 15% after the process reaches steady state

· Incremental revenue of $10,000 per quarter 

Whenever possible, provide measurable, trackable objectives 

	Deliverables
	What will be the results (tangible or intangible) from the project:

For example:

· Revised operational processes that eliminate redundancy in data entry

· The ability for electronic exchange of information from entity A to entity B according the requirements specified by entity B. (Be careful not to say HOW in the scope, Instead say WHAT we’re going to deliver).

	Key Milestones
	Dates that a deliverable must be available.  These key milestones may be the result of external requirements (regulatory or market requirements) or target dates established by the sponsor or customer

	Assumptions and Constraints
	Known resource (time, money, staff) availability or restrictions, quality requirements and metrics, organizational policies, regulatory compliance – any situation that will limit the decisions and actions of the project team to accomplish their tasks.

	Known Risks
	Any risks that the project manager, sponsor and client have identified that could impact the project. 

	Additional Information
	Any information that is relevant to the definition and continuation of the project.  

This may include the criteria used at the end of a phase that will determine a “go – no go” decision to continue the project.

Project Success Criteria should be part of the project plan either in the scope or in the integrated project plan.

	Key Stakeholders
	The decision makers, both internal and external to the organization and project, which will be most impacted by or impact the project.
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Acceptance Criteria

 Additional information
	KEY STAKEHOLDERS

	Name
	Project Role or Title
	Phone

	
	
	

	
	
	

	
	
	

	
	
	


Project Scope reviewed and approved BY:
	
	Name / Title
	Date

	Client

	
	

	Sponsor

	
	

	Project Manager
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