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1. Document Control

1.1 Preparation

	Action
	Name
	Date

	Prepared by:
	
	

	Reviewed By:
	
	


1.2 Release

	Version
	Date Released
	Section Affected
	Remarks

	
	
	
	


1.3 Distribution List
	Name
	Title

	
	

	
	

	
	

	
	

	
	

	
	

	
	


2. Project Details
This Scope statement describes in detail the project’s deliverables and the work required to create those deliverables.  It provides a common understanding of the project scope among stakeholders.
2.1 Project Objective

A statement that describes the overarching objective of the project, think SMART (specific, measurable, accurate, realistic and tangible, and timely). 
2.2 Project Summary

Provide a summary of the project.  
.  
2.3 Project Exclusions
State what is not in the project.  These exclusions should be items that bear a close relation to the project, items where it might be taken for granted they are included.
2.4 Project Assumptions 
Things you believe to be true.  

2.5 Project Constraints
Anything that restricts or dictates the actions of the project team. Common constraints are often time, cost and scope related.  

2.6 Project Organisation chart

List the members of the project team and the reporting structure.  In some cases the name of the resource will be known, in other cases only the type of resource will be known (e.g. senior engineer).

[image: image1]
3. Key Project Deliverables

Key Deliverables are the major, high-level outputs of the project delivery. Deliverables are the unique and verifiable product, result or capability to perform a service that must be produced. Keep these high level at this point.
4. Timeline and Budget
4.1 Summary Milestone Timeline
Points in the project where something significant is achieved or completed (e.g. product signoff wk3, phase 1 complete wk 10, frame installed wk 13, project complete wk 15).  

4.2 Summary Budget
Note the budget requirements for the project. Also note any limitations with the funding (e.g. total value or over specified timeframes).
5. Scope Statement Approvals

5.1 Reporting Frequency and Format, or Special Authority Limits

Note the project reporting frequency and format.  Also note what authority the PM has to spend funds 

5.2 Signoffs

The projects processes and products discussed herein are agreed to and authorised by:

	Project Sponsor
	Project Manager
	Key Stakeholder 1
	Key Stakeholder 1

	Signature:
	Signature:
	Signature:
	Signature:

	Name:


	Name:


	Name:


	Name:



	Date:

	Date:

	Date:

	Date:



Company Name


Address


Phone


ABN
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