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Project Life Cycle

Project scope statement

In the project life cycle, the project scope statement follows the proposal process. The approved proposal could lead to a number of projects or activities. Each will have its own scope statement. 

The scope statement provides a documented basis for making future project decisions and for developing and confirming a common understanding of the project scope among the stakeholders (“what’s in, what’s out”). As the project progresses, the scope may need to be revised or refined to reflect approved changes to the scope of the project. Changes to the project scope may be reflected in revised project plans, work breakdown structure (WBS), and other project documents.

This scope statement template is a flexible document designed to assist project managers in articulating the detailed information necessary to define the project scope. Not all sections of the template are appropriate for all projects; you may also add sections, if necessary.

Note: If a formal proposal led to the approval of this project, you can draw much of the initial information for the scope statement from the proposal. Discuss the scope template elements with sponsors, stakeholders and team members, so that the scope statement accurately reflects all parties’ expectations and understanding of the project.

Scope statement

Project name: 
Project manager: 

Date:
	Chief sponsor
	The individual with ultimate authority, accountability, and responsibility for the project. Usually a senior team member.

	Other sponsors
	The Sponsors are responsible for facilitating acquisition of resources (including staff) and for providing insight and feedback to the project manager throughout the duration of the project. Sponsors are usually directors or senior team members.

	Stakeholders
	Individuals and groups whose interests may be affected as a result of project execution.

	Service
	Is this a new service or a change to an existing service? State any OIT service(s) to which the project is related.

	Service objectives
	State the objectives of the service. 

	Service manager (technical)
	Individual principally responsible for end-to-end management of a service, including day-to-day operations and defining and implementing any necessary functional and technical changes to the service. Usually a manager or senior manager. The service manager does the following:

· Manages the end-to-end lifecycle of a service
· Understands the complex relationships between inter-dependent and supporting services.

· Sets up Operating Level Agreements (OLAs) that function coherently, and monitors the targets within these agreements.

	Service owner (functional)
	The service owner does the following:

· Is responsible to the customer for initiation, transition and ongoing maintenance and support of a particular service.

· Is the primary customer contact for all service-related inquiries and issues.

· Understands the complex relationships between inter-dependent and supporting services.

· Sets up Service Level Agreements (SLAs) that function coherently, and monitors the targets within these agreements.

	Project description
	Provide a detailed description of the project.

	Project constraints
	Describe any constraints (for example, time or budget). Constraints are factors that will limit the project team’s options. 

	Project assumptions 
	Describe any assumptions regarding this project. Assumptions are factors that, for planning purposes, are considered to be true, real, or certain. 

	Project exclusions
	Describe any specific items that the project will not address.

	Initial defined risks
	Identify risks associated with the project. To assist the team with risk identification, use a SWOT analysis, the Common Project Risk Checklist, or other tools.

	High-level project goals
	Project goals should be quantifiable and measurable.

	Cost estimate
	State the estimated cost for the project, including labor, equipment, facilities, and any other identified costs. In addition to project costs, estimate the ongoing maintenance costs (for example, hardware and software support), if any. 

	Schedule
	State the anticipated schedule for the project. You may wish to indicate the schedule in terms of quarters (e.g. Q1 2010), semesters (e.g. Spring 2009), or calendar dates. 

	Success indicators 
	Discuss how success will be measured. What metrics might be used to determine project completion and success? 

	Other
	

	Project deliverables:
	List and describe the tangible, quantifiable products of the project. Deliverables should include the documents you will produce as a result of the project (requirements, communications plan, test plan, OLA/SLA, etc.).

	Deliverable A 
	Indicate the deliverable and provide a name for it.

	Deliverable B
	Indicate the deliverable and provide a name for it.

	Deliverable C 
	Indicate the deliverable and provide a name for it.

	Deliverable D 
	Indicate the deliverable and provide a name for it.

	Project milestones
	Identify the project milestones. Project milestones represent the completion of an important deliverable or accomplishment of a critical task.

	Sponsor/stakeholder acceptance process
	Identify the method(s) by which sponsors and stakeholders will approve each deliverable. For example, the team may decide that the Sr. Manager of News and Information will review and approve the communication plan.

In addition, indicate how sponsors and stakeholders will provide closure on the project and transition the service to normal operations. For example, you may plan to hold a “closure meeting” and ask that the service manager formally acknowledge that the project is over and normal service operations have begun. 

	Initial project organization
	Identify the project team members and describe their roles and responsibilities.

	Scope control
	Describe the process for managing scope throughout the project. Do suggested changes need to be documented or simply discussed with the project team? Who approves changes in scope? 

	Distribution
	List the individuals with whom this document is being shared. If any feedback is received, incorporate changes as appropriate and re-distribute.
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