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1  Project Scope Statement
Insert Project Name

[bookmark: _Hlk503541289]This document will capture the scope of the project. Use it to describe the high-level scope of this project, as well as anything that is out of scope. A more detailed scope document will be created as the project progresses. 

The blue italicized text should be removed when the document is complete.
	Project Name:  
	Project Name Insert project name.

	Project Manager:  
	Project Manager Insert project manager’s name.    

	As of Date:
	Date Updated Insert the date updated.


[bookmark: _Toc7441300][bookmark: _Toc464546206]Scope
[bookmark: _Toc393193191][bookmark: _Toc7441301]1. Scope Inclusions
List the major components of the solution that will be produced by the end of the project. Start with the highest-level component – the solution – and then work to lower levels of detail. List the business areas, functions, product lines, or projects that are either involved in the creation of the scope component, or are affected by it. Include areas that may be impacted during the project or as a result of completion of the project.
<start typing here>
[bookmark: _Toc393193192][bookmark: _Toc7441302]2. Scope Exclusions
Identify the scope exclusions, if any. Be sure to also identify any areas that are out of scope, and business areas that will be addressed.
These items are excluded from the project’s scope:
<start typing Scope Exclusion here>
<start typing Scope Exclusion here>
3. Scope Change Management
Describe how scope change requests will be managed. Sample language is provided; modify it as needed.
The standard process is described below and should be used. Any exceptions to using the standard process must be approved by the Project Sponsor and described below. 
Change Request Process:
Any team member can create a Project Change Request (PCR). 
Scope changes will be captured in the Change Request Log, which is available on the project’s SharePoint site.
Work will not begin on the PCR until the PCR is approved.
All PCRs will be reviewed by the Project Manager. The Project Manager will ensure all necessary information is provided, and will then determine the impact on the project. The Project Manager will make the decision to Implement, Defer, or Reject the PCR. 
The Project Manager will review the Change Log with the Project Sponsor as part of the regular status meeting cadence. 
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