Scope Statement Structure and Explanations v2020
[bookmark: _GoBack]Your scope statement sub-headers are provided in bold text below.  Everything in regular (non-bold) font is for instruction and should be deleted for your submission.

The Scope documents a description of the project, including the objectives, planned deliverables, and requirements.  It is distributed to the key project stakeholders for their approval.  Then it serves as the baseline that can only be changed through the process outlined in the Scope Management Plan.
---------------------------------------------------------------------------------------
Date: 
Project Name: 
Project Manager:

Project Business Need
This is the reason the project is being undertaken and should summarize the info from the textbook introducing the POM + project. You have to understand the “why” before you can develop the “what is the team going to do.”
· Provide a short narrative (sentence format) to put the project into context to support the rest of the scope, i.e. why do we need to do this project?
· Provide justification in terms of the problems the project will address and/or the improvements it will implement.  
· Explain any compliance or financial reasons. Specific information is required so that the key stakeholders have a frame of reference to approve or question the scope statement.
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Project Assumptions
In building the project scope, you depend on certain things happening or being available once the project starts. This is where you list them so if something beyond your control happens, you can use it as a possible excuse for not getting the project done. Use your imagination for this. 
· Assumptions describe details that are considered to be true or certain that impact the success of the project. Examples would be available critical personnel or funding.  
· This may also include any factors that may impact the project such as getting approval on restrictive government regulations.

Project Description/ Objectives
· In 50 words or less, describe the project in terms of goals, timing, and cost.  Define “what your project team will accomplish” by “when” and with “how much” budget.
· Sentence/paragraph format; do not use bullets.  
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Project Deliverables
These are the expected “major” outputs of the project. They need to be substantial and make the approver understand what they're getting for the project budget. I like to say a deliverable is something that the customer can review or inspect and be able to approve.
· Describe in detail so each deliverable is self-explanatory and may “stand on its own.”
· Need to be expanded from just a WBS task statement
· Bulleted format; in order of importance
Project Milestones
· Define the important task completions (i.e. end dates) or events during the project that will be used by management to track the project progress from a high level. 
· Bulleted statements with dates, in chronological order.
· This is not a duplication of the WBS; the end of the project is not a milestone.

Project Product/Technical Requirements
· If a deliverable needs more explanation or description so the project team may understand the objective better, add it here. This section is used to clarify what the project team needs to create a deliverable.

Limits and Exclusions
· Limits establish the boundaries of the project and are intended to put a “fence” around stakeholder expectations.
· Exclusions are specific areas that the project will not address/work on/complete that the project team feels may be an expectation of the stakeholders.

Signature Section
· Create a Word table for Signature blocks 
· For an internal company project, this will include space for the project sponsor, the project manager, and the primary resource managers from organizations.
· For an external project, it will be the person(s) that will approve the deliverables and authorize payment at the conclusion of the project.
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Change Control
· Create a Word table at the end so that any changes can be tracked via "scope control."
· You do not track changes to the preliminary scope elaboration process
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