Project Scope Statement

This document help you define exactly what needs to be done. It covers everything that you will
complete as part of the project, and everything that you know won’t be done (these things are called
‘out of scope’).

Project Name:
Today’s Date:
Project Scope Description

Two or three sentences describing what your project is going to achieve and deliver. For example: My
project will launch a new family meal tracker app for iOS targeting working mothers of preschool
children. The app will include printable meal plans, searchable recipes and a community for members
to share great ideas.

Project Deliverables

List the tangible items that your project will deliver. For example: app, training documents, user
guide, presentation to be used as marketing materials in local school, promo video, app Facebook

page.

How | Know | Have Been Successful

These are your project acceptance criteria: what it looks like when you’re at the end of your project
and have completed the work successfully. Write down what you have to do, for each component or
the project overall, to know that it has turned out as you wanted. For example: app has no bugs, app
launched to 300 parents in first quarter, 50% of reviews are 4* are more.

Exclusions

These are the items that are out of scope, that you know you definitely are not going to include in
this project. For example: printable recipes.
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Constraints

Constraints determine the boundaries of what you can and can’t do. You might have a fixed budget
or a requirement to finish the work by a certain date. For example: app must use HTML5 and be
mobile responsive. It must cost less than 510k and be launched by September.

Assumptions

Finally, write down anything that you are guessing at or making assumptions about. You can check
them later and make adjustments to your plan if they turn out not to be exactly as you had thought.
For example: | assume Clarrie is available to help with the promo video for free so this hasn’t been
budgeted. | assume | can get app store approval within 3 weeks to get it on sale in time.
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