	
	Scope Management Guideline



Purpose

The purpose of Scope Management Guideline is to describe the processes required to ensure that the project includes all the work required to complete the project successfully. Scope defines what is included and excluded in the project.

A scope statement describes the work that must be completed to deliver a product or service to the specified functions and requirements. Scope is primarily concerned with defining what is or is not included in the project.

Scope Management includes the planning, definition, management and control of project scope through the life of the project. It formalizes the acceptance of project scope by the stakeholders and reviews the work and results to ensure their acceptance.

Approach

The project manager / program manager will carry out activities in four (4) key areas on each project. These key activities include:

1. Scope Planning – process of progressively elaborating and documenting the project work (project scope) that produces the product of the project.

2. Scope Definition – subdividing the major project deliverables into smaller, more manageable components.

3. Scope Baselining – Baselines compare actual progress to original expectations. They are agreed upon plans for monitoring project performance. Baselines allow the project team to be clear on project components and provide consistency for changes. Project components included in baselines are time, scope, cost and quality. Baselines are a recommended Project Management approach.

4. Scope Change – concerned with a) identifying scope changes, b) assessing the impact, and c) managing the actual changes.
Key Steps

	Role
	Key Steps
	Tools
	Comments

	Scope Planning

	Program Manager / Project Manager
	Document the business objectives, deliverables and high-level requirements.
	Use the

Project Initiation Document
	The scope is supported by the objectives, requirements and associated deliverables.

	Program Manager / Project Manager
	Document the scope.


	Use the

Project Initiation Document
	During the Initiating process describe the work that will be accomplished during the project. It should focus on the business scope not the detailed solution.



	Scope Definition

	Program Manager / Project Manager
	Further define the scope and document it as part of the project Planning Process.
	Use the

Requirements Specification
	A variety of deliverables may be used to document scope including a requirements specification, statement of work, description of services, etc.

	Project Manager
	Review the scope with the project team and stakeholders.
	Consult the

Project Initiation Document

Requirements Specification 


	In the Planning Process, gather approval to manage project expectations and success.

	Project Manager
	Break down the project scope into deliverables and associated activities. Create the schedule.
	Consult the

Project Schedule Guideline

Use the

Project Schedule 


	Categorizing the project work is conducted during the Planning Process.

	Scope Baselining

	Project Manager
	Establish and document the agreed upon project work. Using the agreed upon scope and associated schedule set the original Baseline Schedule for the project.. 
	
	

	Project Manager
	Use the original Baseline schedule for tracking progress of the planned vs. actual activities
	
	The Original Schedule Baseline is used unless changes are formally accepted.



	Project Manager
	Communicate the scope baseline.
	Consult the Communication Matrix
	Distribute/communicate the baselined scope to the project stakeholders. 

	Project Manager
	Review scope at the beginning of each phase. 

Compare scope to requirements traceability section of the Requirement Specification.
	Consult the

Project Initiation Document

Requirement Specification 


	

	Scope Change

	Project Manager or team member
	Identify scope change.
	Use the

Request for Change (RFC)


	

	Project Manager
	Assess scope change impact on the Request for Change form. Indicate changes in cost, time and schedule.
	Use the

RFC and 

Change Log


	

	Project Manager
	Change Scope based upon approved change control procedures.
	Consult the Integration Management Guideline 
	Modify scope with approval from the program manager.

	Project Manager
	The approved scope should include changes in requirements, budget, schedule, assumptions and resources.
	
	Approval from the project sponsor and others may be necessary.

	Project Manager
	As scope changes are approved, update the requirements specification, project schedule, budget and other applicable documents.
	Use the 

Project Schedule 

and 

Project Budget 

and

Requirements Specification
	

	Project Manager
	Communicate changes in the scope to the team.
	Consult the Communications Matrix
	Distribute the revised scope to the project stakeholders. 


Summary

The project manager is responsible for managing scope and scope changes. Proper scope management provides a record of the project boundaries for all project stakeholders and sets the framework for expectations and project success.
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