PROJECT SCOPE TEMPLATE

Project # Project Name:
Project alignment with the Business:
[l [l [l [l [l
Insert Company Insert Company Insert Company Business Insert Company Insert Company
Business Plan Business Plan Plan Objective Business Plan Business Plan
Objective Objective Objective Objective
Key Project Phase Dates Project Economics
Gate Date Status Expected Project Accuracy Est Benefit SM Finance Status
Phase 1 — Initiation Not Started +/- 50% Business Case
Phase 2 — Planning Not Started | +/- 25% Submitted
Phase 3 — Execution Not Started | +/- 10% Budgeted
Phase 4 — Monitoring Not Started | +/- 10% Unbudgeted
Phase 5 — Review Not Started Approved

Frame up the Project

Enter a short description as to why this project is being considered. It helps when an answer is provided as WHY again up to 5 times.

In Scope:

Document what the project will deliver

Out of Scope:

Document what the Project will not deliver

Explanation of baseline / or current situation (if known)

Assumptions & Benefit Estimate

When the project is complete what are the anticipated benefits and what are the assumptions used to state these benefits.

Roadblocks/Issues Encountered

List the perceived risks, roadblocks, or constraints that may impact the ability for the project to be delivered.

Key milestones Due date Assignee Completed date
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PROJECT SCOPE TEMPLATE

Project Lead

Key Contacts (Project Team) Key Contacts (Stakeholders)
Sponsor:
Steering Committee:

Phase 2 — Alternatives being assessed (Summarise)

Insert the document references to support the Phase 2 — Planning examples are:
- Project Management Plan

- Resource Plan

- Schedule

- Roles and Responsibility Matrix (RACI)

- Communications Plan

- Risk Management Plan

- Reporting Dashboard

Evidence to Support Phase 3 Evidence to Support Phase 4 Evidence to Support Phase 5
Insert document references to support Phase | Insert document references to support Insert document references to support Phase 5 —
3 — Execution. Phase 4 — Monitoring Review
- Kick off Meeting - Action Registers - Project repository location
- Steering Committee Approval - Project reporting data - Project learnings summary

- Working project Dashboard - Formal handover process
- EVM analysis

- Risk management registers
- Change Management registers
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