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Over the next two weeks prepare the first draft of your Project Scope Statement. In one week you should have one third to one half of the document ready to show your instructor.
Here are some resources to help you understand the scope statement:
http://office.microsoft.com/en-us/project-help/write-a-scope-statement-HA001142472.aspx
http://www.health.state.mn.us/divs/fpc/OSR_scope.pdf
http://www.its.mnscu.edu/projects/current/stud_first_single_billpay/Project%20Plans/Project%20Scope%20-%20SF%20Single%20Bill-Payment.pdf
There is also a “Project Scope Template(Attached)” document on Moodle that will help you understand the Project Scope statement. Be sure to examine the website listed in this document.
Instructions

The first draft of your Scope Statement should address (not necessarily in this order) most of these items:

· Project description which includes

· Short summary that can be used by project team as the “elevator story”

· Project purpose, objectives or goals, and roles (refer to the section titled “Common Understanding” in section 4 of chapter 7)

· Project justification

· Deliverables and anything else that is expected
· What is not included in the project (project exclusions)
· Project constraints

· Project assumptions

· Change management system - the process for change requests (refer to the section titled “Managing Changes to the Scope Document” of section 2 of chapter 7)

· Project policies and procedures

· Create a staffing plan including a responsibility matrix (refer to figure 4.5 in section 3 of chapter 4). You can use a table in Microsoft Word to create the matrix.

· Create an initial budget estimate (use Excel or some other spreadsheet program and copy and paste the budget into your scope statement document)

· Communication matrix (refer to the section titled “Communication Matrix” of section 5 of chapter 7)

· Process for document version control (refer to the section titled “Document Control” of section 5 of chapter 7)

· Outline of your work breakdown structure (WBS) that you developed in lab 7.

· Gantt chart that shows the schedule for your WBS (also done in lab 7).
· High level project logic diagram using a flowchart

· Specify how information technology is involved in your project. This section should discuss software, hardware, and network systems needed for the project.
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