Initial Scoping Document: Name of Proposed Project


	Problem or Opportunity for Enhancement: Explain the problem to be solved: Is this a problem or a symptom of a problem? Was a root cause analysis completed?  If not a problem, what is the opportunity for enhancement?

	


	Business Case: A business case describes the reasons for initiating a project. Why does the problem need to be solved, how will the opportunity benefit the community/organization, or why/how will enhancements improve the business? 

	


	Alternatives and Proposed Solution: What are alternatives to address the problem, issue, or opportunity? What is the preferred solution? Why is this solution being recommended?

	


	Project Objectives: Describes what the project is aiming to achieve; written in such a way that it is specific, measurable, attainable/achievable, realistic and time-bound (SMART)

	1.  


	Scope: Defines the boundaries of the project. The scope describes what will be delivered and what will not be delivered. It describes the services, functions, systems, solutions, or tangible products for which the sponsor will take delivery

	Includes (NOW)
	Excludes (LATER)

	· 
	· 


	Key Beneficiaries and Benefits: Who are the primary recipients and what benefits will they see from the results of the project?

	Who
	What is the benefit and how will this benefit?

	
	

	
	

	
	


	Stakeholders: Stakeholders are any person or group that is affected by the execution and success or failure of a project. This includes team members, resource owners, end users, and operational owners of the project outcomes. A project’s sponsor is the most important stakeholder. Key stakeholders (*) are a subset of stakeholders who, if their support were to be withdrawn, would cause the project to fail.

	
	
	
	

	
	
	
	


	Risks: An uncertain event or condition that, if it occurs, has a negative effect on a project’s objectives. The project team devises plans to identify and mitigate risks based upon the probability and impact of the events

	· 


	Assumptions: Factors considered to be true, real, or certain without proof or demonstration; circumstances and events that need to occur for the project to be successful; outside the total control of the project

	· 


	Constraints: An internal or external restriction, limitation or regulation that will or could inhibit the performance of the project; outside the total control of the project

	· 


	Known Issues: Issues are realized risks; a major problem that will impede the progress of the project that cannot be resolved by the PM and team without outside help

	· 


	Schedule: (Note those items that are Milestones – a scheduled event signifying the completion of a major deliverable or set of related deliverables. Each milestone has a deliverable and a completion date associated with it)

	High Level
	Target Date
	Dependency

	
	
	

	
	
	

	
	
	


	Performance Indicators: Identify outputs and outcomes; they need to relate to the objectives and benefits. Is success tied to the budget or timeline? Identify when a project (service, process, regulation, or policy) would not meet its targeted measures

	· 


	High Level Deliverables: Any measurable, tangible, verifiable outcome, result, or item that must be produced to complete a project milestone

	Deliverable
	Description
	Owner / Resources (Enter “A” of RACI)
	Target Completion Date

	
	· 
	
	

	
	· 
	
	


	Other Dependencies: Include both internal and external

	· 


	Resources: 

	Executive Sponsor (the person who has ultimate authority over the project, is also a member of the steering committee)
	

	Project Manager (a temporary position held by the person responsible for the overall project management process and ultimately for the success of the project)
	

	Core Team (typically owns one or more project deliverables and is dedicated to the project full-time or through a phase/deliverable)
	

	Extended Team (provides part-time support for specific project tasks)
	

	PM Guidance (defines and maintains standard, repeatable practices for project management; source for project management documentation and guidance)
	

	OCM Team (one or more resources committed to disseminating change objectives)
	

	Steering Committee (usually a group of high-level stakeholders who are responsible for providing guidance; they don’t take the place of a sponsor but help spread the strategic input and buy-in to a larger portion of the org. Valuable if project has an impact in multiple orgs)
	


	Preliminary Cost Estimates and Budget: (List known and unknown costs; include source of funding)

	· 


	Initial OCM Scoping: (varies on size and complexity of project; simple organizational change management methods could include email updates, status reports or regularly scheduled status meetings)

	· 


Next Steps:

NOTES:
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