Scope Template
Business Need

Provide a brief overview and background information about the project. Explain at a high level what the project is to accomplish, who initiated the project and expected benefits. 
Project Goals

Identify the key project goals. (Improve, Increase, Reduce, etc.)
Project Customer, Project Sponsor, Project Manager

Identify the customer who will realize the benefits of this project. Identify the sponsor who will champion the project. Identify the project manager who will lead the project.

	
	Name
	Organization

	Project Customer 
	
	

	Project Sponsor  
	
	

	Project Manager  
	
	


Project Boundaries

The scope sets the boundaries of the project. Enter those items that are considered to be in and out of scope. This is a high level description of what is in and what is out of the boundaries of the project.

	In Scope

	

	

	

	


	Out of Scope

	

	

	

	


Critical Success Factors

Identify the critical success factors for the project. Critical success factors are outcomes that must be achieved in order for the project to be considered a success. A critical success factor that is not realized becomes a project risk. 

Example critical success factors: 

· Management critical success factors such a committed sponsorship, timely decision-making by the steering committee, periodic reviews of the project etc.

· Technical success factors such as a controlled and stable technical infrastructure. 

· Resource success factor such as dependency on hardware availability or the availability of appropriately skilled project staff.

Project Assumptions

List any assumptions made in defining the project. Assumptions can affect any area of the project including scope, stakeholders, business objectives and functional requirements.  

Project Constraints

Summarize the key constraints that will serve as limitations and boundaries for the project team in their decision making.

Project Deliverables

Enter the key deliverables of the project with a short description.
	Deliverable
	Description

	
	

	
	

	
	

	
	

	
	


Scope Example - Sample Language
Business Need

The Cost Containment project is an initiative of process improvement efforts at DOC, which is sanctioned by DOC executive management through “Project Management at DOC – A Cost Containment Initiative.”  This project will initiate actions to improve cost containment practices at DOC.  The following are some anticipated benefits of the project management initiative:

· Greater …

· Increased consistency… 

· Better understanding …

· Enhanced communication…

· Greater management control of DOC budget, timeline, and staff resource allocations

· Ability to measure continuous improvement of project initiative through the establishment of baseline data

Project Goals

Goal 1: Improve DOCs organizational competency in …

Goal 2: Establish and implement mechanisms for continuous improvement of project management competencies, providing for measurable cost containment strategies in the near and long term

Goal 3: Model best practices in cost containment by …

Project Description

Effective project management involves multiple components.  This project will deliver all components in multiple phases, thereby producing gradual improvements in cost containment and project outcomes.  

· List all components

Project Boundaries

In Scope

· Developing and continuously refining a rollout strategy for project management improvements

· Coordinating phased development and implementation of a project management framework and supporting tools

· Coordinating efforts to improve project management competencies and behaviors 

· Measuring usage and improvements in project management practices

Out of Scope
· Managing any projects that are not part of project management improvements
Critical Success Factors

· Project management gaps closed at DOC per project management measurement

· Quick and early prioritized success

· Success of on-going communications

· Successful peer feedback

· Successful customer evaluation and feedback

· Firm foundation for continuous improvement

Project Assumptions

· The goals of this project support the vision, mission, and goals of DOC,

· DOC management actively supports improvements in …

· The timeline is reasonable and doable. The phased rollout supports early success and continued improvement.  The project includes a lengthy implementation as components are developed and implemented, followed by sustained competency and improvements in the seven component areas. 

· DOC management assigns key project roles for the development and implementation of this project. 

· Effective, adequate, and appropriate levels of communication occur between DOC management, the sponsor, and the project team during all phases of the project. 

Project Constraints

· Show definite project management improvement in XX months

· Deliver results within the project management capability level of the organization

· Use peer reviews/feedback to ensure successful roll-out

Project Deliverables

Key deliverables for this project are:

	Deliverable
	Description

	Phase 1
	

	Phase II
	

	Phase III and Thereafter
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Scope Statement



Project Name:


Department:


Project Manager:


Date:




Prepared By

	Document Owner(s)
	Project/Organization Role

	
	

	
	

	
	


Project Closure Report Version Control

	Version
	Date
	Author
	Change Description

	
	
	
	Created document.

	
	
	
	

	
	
	
	


Project Justification


Project Product


Project Deliverables


Project Objective


Assumptions/Limitations


	Overall Project Priority:

 FORMCHECKBOX 
High     FORMCHECKBOX 
Medium      FORMCHECKBOX 
Low


	Comments:


	Approved By: 
_____________________________


Project Manager :
_____________________________
Date: ____/____/______
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