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Leadership Principles for Project Success
Appendix D:  The Scope Document
The purpose of a scope document is to describe the agreed scope of a project. It is based on the project vision document and it documents all requirements of the project. A sample outline of a scope document for a software development project is provided here.
1 Executive Summary

The purpose of the first project phase was to examine the overall business requirements, discuss potential new functionality, and develop an implementation plan. During this engagement the project team discussed the need to … [insert initial project objectives statement; for example, to improve the systems that support the business process]:
· Briefly highlight the major business challenges / drivers.
· Briefly highlight the major business benefits.
· Briefly highlight the next steps or recommendations.
2 Business Context

This chapter contains the latest version of the official project vision document. As such, it lists the project motivation, vision, and objectives statements. In addition, it describes the critical success factors of the project and the project’s organizational environment. 
Optional subchapters: company background, business vision, and strategy.
3 Future Process Flows
The project requirements must be put into context; i.e., they need to be referenced to the future process flow from an end-user perspective. For example, you need to describe how a call center agent will use the new call center application. You can describe the process flow verbally or with the help of diagrams. Describing the future process flow is important because it helps identify dependencies with other processes, functional and nonfunctional requirements, as well as systems. It also serves as a foundation for the creation of test cases.

4 Prioritized Scope
This chapter includes or refers to the scope matrix, which structures functional and nonfunctional requirements and models the solution requirements to an appropriate level of detail.

5 Target Infrastructure of the Solution
The infrastructure of the solution is what needs to be in the background for your solution to work. For example, when you build a house you need to secure access to water and electricity, garbage collection, etc. To operate a preschool you need to have the necessary permits and warrants. When you build new software, you need to know something about the target technical architecture, the data model, etc.

6 Business Case
Unless it was already covered in the project vision document, this chapter shows the value of the described requirements to the customer of the project. The benefits of the finished project results are identified in this section. An analysis and evaluation of the customer benefits permit prioritization of the project requirements and confirm the justification for proceeding with the recommended next steps.

7 Next Steps 
This chapter includes a timeline along with effort estimates for the next phase(s) of the project. The level of detail depends on the needs of the respective project.
8 Issues and Assumptions
List all open issues and impediments that require further consideration. Also, list all assumptions that guided decisions during the first phase of the project and assumptions you made preparing the scope document. Why? There is no way that you know every possible detail about your requirements at the beginning of your project. If you are missing information about a certain requirement and you know that the requirement is essential for the project, you may have to make an assumption about it. For example, you assume that a certain building material for your new house is readily available in the local hardware store. At other times, you may not be sure about a requirement. For example, who will pay for an additional technical expert to develop software?

9 Optional chapters
· Project chronology

· Project organizational set-up including information about the project team, other project participants, roles and responsibilities, rules of engagement, etc.
· Project approach:  which methodology are you applying in your project (e.g., an Agile or traditional “waterfall” approach to software development)
· Project glossary
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