


Project Scope


Scope Statement
To
 implement ProductName Module 1, Module 2, ... Module n at CustomerName on or before 12/09/2005 and to provide three months of system commencement support at a price of $99,999.99.

Objectives

Objectives
 are high-level statements that explain exactly what the desired results of this project are.
· Install the ProductName server and workstation components on the appropriate computers.

· Train the implementation team on all features and functionality necessary to make implementation and setup decisions.

· Provide… 
· Replace…
· Develop…

· Convert… 

Constraints

Constraints are a list of limitations of the successful completion of the project. This section should acknowledge any feasibility concerns of anyone on the project team. Common constraints are found in the following areas: technical, financial, operational, geographic, time, resource, legal, political, and ethical.

· Technical
· Financial
· Operational
· Geographic
· Time
· Resource
· Legal
· Political
· Ethical
Project Structure
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Roles Definition
Executive Sponsor
· Provide senior management support for the project team

· Sign off on all deliverables and objectives

· Approve or rejects change requests and therefore the budget for the project
· Resolve resource, legal and political disputes
· Oversee the Project Manager

Project
 Manager
· Oversee all aspects of the project

· Maintenance of the project documentation including updates to the project plan, the issues list, Microsoft Project file, et al
· Communicate progress of project deliverables, budget and timeline in relation to the scope document and project plan

· Provide expertise and guidance in either the business or data processing area of the project

Project
 Owner
· Oversee all aspects of the project

· Communicate progress of project deliverables, budget and timeline in relation to the project plan
· Ensure that CustomerName resources are available as needed, including providing requirements, user acceptance testing, and training

· Provide expertise and guidance in either the business or data processing area of the project

Module
 Team Leader
· Resource and task management

· Communicate system information to the project team members

· Test the system

· Validate and accept any converted or manually entered data for their module

· Develop and implement the required user processes and procedures to support the new system

· Providing information regarding their areas of responsibility to the Project Leader

Module Team Member
· Learn the new functions and procedures of the system

· Test the system

· Provide system information to the Module Team Leader

Project Advisor
· Provide business and/or data processing expertise to the project team

ProductName System Administrator
· Responsibility for the system maintenance, upgrades and security

· Principle system commencement technical contact

CustomerName Project Team

Executive Sponsor
	Name
	Email address or phone number

	
	


Project Manager
	Name
	Email address or phone number

	
	


Project Owner
	Name
	Email address or phone number

	
	


Module 1
	Name
	Email address or phone number

	
	

	
	

	
	


Module 2
	Name
	Email address or phone number

	
	

	
	

	
	


Module n
	Name
	Email address or phone number

	
	

	
	

	
	

	
	


Project Advisors

	Name
	Email address or phone number

	
	

	
	

	
	


System Administrator

	Name
	Email address or phone number

	
	


Assumptions

Assumptions
 are statements that are beliefs that serve as the starting point for project definition. 
· As always this project is subject to the three standard consulting assumptions, which are: Problem solving requires valid data, decision making requires free choice, and effective implementation requires collaboration.

· In order for success to be attained the relationship between scope, cost and time (commencement date) must be maintained. A change to any one of these three interrelated variables will affect the other two. For example, adding to the scope of the project will require an adjustment to either the cost of the project or the commencement date.

· ProductName is the licensed property of CustomerName. All data is the exclusive property of CustomerName.

· Employees of CustomerName could perform all tasks on this project. Use of PartnerName personnel is at the discretion of CustomerName because PartnerName has knowledge and experience that is of value to the CustomerName and will reduce the workload on CustomerName staff and enhance the probability for success.

· Failure of CustomerName to note and communicate desired functionality or properly test system functionality as required will result in a system that does not perform as needed.
· The following table lists the percent of time a person will need to commit on any given week to the project based on the role(s) they assume. Times are cumulative, meaning if a person is the project manager and a member of a team, they will need to commit 75% of their time to the project.

	Role
	% of time

	Executive Sponsor
	10%

	Project Manager/Project Owner
	50%

	Team Leader
	50%

	Team Member
	25%

	System Administrator
	10%

	Project Advisor
	5%


Deliverables

Deliverable are the documents used by the project team to insure the achievement of the objectives and functional requirements. As such, they are not the results of the project itself. It is agreed that all deliverables will be presented and accepted by CustomerName. 
· The project plan

· A training schedule

· Current business process documentation

· Training manuals

· The issues list

· List and describe additional deliverables here
Functional Requirements 
	Module 1
	Quality requirement

	Manual
 input

	· 
	

	Data
 converted

	· 
	

	Required
 reports/inquires

	· 
	

	Interfaces


	· 
	

	Procedure changes


	· 
	


	Module 2
	Quality requirement

	Manual input

	· 
	

	Data converted

	· 
	

	Required reports/inquires

	· 
	

	Interfaces

	· 
	

	Procedure changes

	· 
	


	Module n
	Quality requirement

	Manual input

	· 
	

	Data converted

	· 
	

	Required reports/inquires

	· 
	

	Interfaces

	· 
	

	Procedure changes

	· 
	


Project Change Control
Any changes effecting project deliverables will require signed approval through the change control process. A Change Request Form must be always completed.

Future Projects

Authorization

We have examined this document. We agree with and understand the necessary tasks, responsibilities, and milestones needed to complete this project successfully. 
	
	
	

	Authorized Representative of CustomerName
	
	Project Manager

	
	
	

	Title
	
	Title

	
	
	

	Date
	
	Date


Change History

This document will undergo a sequence of changes through the duration of the project. This section documents those changes.

	Version
	Date
	Author
	Brief description of revision

	0.5
	MM/DD/YY
	AuthorName
	First draft








�The project goal statement should support both the mission statement of the customer and by tied to a strategic objective of the company. Great consultants will identify these before drafting this document.





The project goal statement needs always to address three specific critical success factors: 1) what is being done, 2) when will it be done by and 3) how much is it going to cost. 


�Every effort should be made to have the objectives be specific, measurable, attainable, relevant and time sensitive. They should begin with verbs as they are actions. There should be no more than 8 objectives. If there are it means you should probably spilt the project. 


�This is a Visio Organization Chart. To edit it you must have Visio installed.


�The most successful project are always the one which the customer takes responsibility for. As such it is recommend that the Project Manager be employed by the customer not the partner. This of course is not always possible. 


�The owner of the project is a partner team member. They are really the senior advisor on the project. If there is no one at the customer who can assume the role of Project Manager than this position is usually eliminated.


�This plan assumes that software projects can be broken into modules or common code functionality. 


�Every person who is listed in this section should receive a copy of the report. It is the project manager responsibility to make sure this happens.


�Read these carefully they are the beliefs about your relationship with your customer. In most cases they are left unstated and that is where consultant get into trouble.


�As the objectives are the verbs of the project. The deliverable are the nouns. They are usually things you can physically touch, but are NOT the end results of the implementation.


�What data will be manually entered?


�What data will be converted?


�List each required report and include a copy in an appendix to this document. If a report does not exist, ask the customer to sketch an example out on paper.


�What other external systems need to interface with the new system? What is the frequency of this occurring?


�Identify any know issues for this module. This will be carried forward to an issues list.


�If any additional projects are identified during the creation of this document, they should be listed here. These are the future success of a consultant. 
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