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Activity 1: Identify Deliverables, Outcomes, and Objectives. 
Please identify the project’s deliverables, outcomes and objectives

	Deliverables
	Outcomes
	Objectives

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Project scope document

This template is a tool that can be used with key stakeholders to clearly define the logical boundaries of the project.  Ensure that you note any requirements that are OUT of scope to achieve absolute clarity about what is and is not covered by this project, and to avoid the potential for problems later on.

	In Scope
	Out of scope (exclusions)
	Assumptions
	Constraints

	 These are items that you are definitely going to deliver / manage

	These are items that you are not responsible for – the assumption is that someone else will do them.  Exclusions are things that don’t form part of your project, but could influence on whether or not you can successfully achieve your objective
	Knowledge about the project that is taken as being true or correct for the purposes of project planning.  Assumptions are circumstances and events that need to occur for the project to be successful, but are outside the total control of the project team
	These could include any restrictions in start/finish date, time, deliverable or milestone dates, budget limitations, resourcing limits, vendor restraints, etc
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The Work Breakdown Schedule (WBS) –This information can be transferred to MS Project

The logical sequence of activities that comprise the project from start to finish

	Identifier
	Activity
	Responsible
	Effort
	Start Date
	Finish date
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Stakeholder Analysis Activity

Step 1:

Clearly state the project you wish to work on.

Step 2:

Identify the people that will be affected in any way as a result of this project. (Brainstorm to incorporate as many people as you can)

Step 3:

Classify these stakeholders by the power or influence they may have over your project.

	High

Power

low
	Keep Satisfied


	Manage closely

	
	Monitor 

(Minimum Effort)


	Keep informed

	
	low
	Interest
	high


Step 4:

Establish some strategies to keep these people informed and onside with your project.

Monitor: (minimum effort)
Keep satisfied:

Keep informed:

Manage closely:

