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There¢ÃÂÂs	a	long	list	of	things	that	can	make	a	project	go	sideways,	and	a	poorly	defined	scope	document	(or	even	lack	thereof)	is	surely	at	the	top	of	that	list.	Maybe	you	don¢ÃÂÂt	know	what	a	scope	is,	and	that¢ÃÂÂs	okay.	In	fact,	not	all	organizations	require	scopes	for	projects,	so	crafting	project	scope	documents	might	not	be	a	common
practice	for	you.	But	if	you¢ÃÂÂre	interested	in	setting	project	expectations	and	keeping	your	projects	on	a	manageable	and	trackable	timeline,	a	scope	can	help!A	project	scope	document¢ÃÂÂsometimes	called	a	scope	of	work	(SOW)¢ÃÂÂis	a	critical	piece	of	project	paperwork	that	gets	teams	and	stakeholders	aligned	on	the	boundaries	of	a	project
before	it	even	begins.	A	well-crafted	scope	document	can	save	you	from	major	headaches	by	defining	the	following	project	elements:	These	critical	scope	aspects	enable	you	to	say	no	more	easily	when	new	requests	arise	as	you¢ÃÂÂre	trying	to	deliver	a	project	on	time	and	under	budget.	In	the	end,	a	well-documented	scope	statement	gets
everyone¢ÃÂÂteam	and	stakeholders	alike¢ÃÂÂaligned	around	these	important	details	that	can	make	or	break	a	project.There¢ÃÂÂs	no	doubt	that	a	lot	of	thought,	discussion,	and	sometimes	even	debate	goes	into	finalizing	a	solid	scope.	But	all	that	work	is	worth	it	because	having	a	well-considered	scope	document	can	increase	your	chances	of
leading	a	project	to	successful	completion.	There	are	lots	of	different	ways	to	craft	a	scope	statement.	Let¢ÃÂÂs	take	a	closer	look	at	some	of	the	details	that	go	into	a	solid	project	SOW.	What¢ÃÂÂs	included	in	the	scope	of	a	project?Here¢ÃÂÂs	a	list	of	possible	elements	you	should	consider	adding	to	your	scope	statement.Business	case	and
goalsEvery	project	has	goals,	and	this	is	where	you¢ÃÂÂll	define	them.	This	section	typically	includes	the	reasons	the	project	is	being	supported	(or	funded),	along	with	a	set	of	business	goals	or	intended	project	outcomes	for	your	team	to	keep	in	mind	while	the	project.	These	details	are	critical	to	document	because	there	will	be	times	when
stakeholder	(and	sometimes	even	team)	requests	creep	in	and	put	your	timeline	and	budget	at	risk.	But	you	can	push	those	risks	away	if	change	requests	don¢ÃÂÂt	meet	the	documented	business	case.	Project	description	and	deliverablesThis	one	is	simple:	a	plain	language	overview	of	the	project¢ÃÂÂs	deliverables.	Avoid	confusion	by	clearly
outlining	what	will	be	delivered	for	approval	through	the	course	of	the	project,	as	well	as	the	final	deliverable.	For	instance,	if	you¢ÃÂÂre	creating	a	television	ad	for	a	client,	you	might	say	something	like:	Company	Name	will	produce	and	deliver	one	60-second	video	advertisement	in	AVI	format	to	be	used	on	television.It¢ÃÂÂs	a	simple	description	of
what	you¢ÃÂÂre	working	to	deliver,	but	it	also	spells	out	small	details	like	the	quantity,	amount,	length,	or	whatever	other	aspects	accurately	describe	the	project.	Acceptance	criteriaYour	scope	should	help	you	come	to	an	agreement	on	what	will	be	delivered	and	leave	no	question	when	the	project	is	complete.	Acceptance	criteria	can	be	measured,
achieved,	and	used	to	prove	that	work	is	complete.	Examples	of	some	of	the	conditions	or	criteria	of	acceptance	can	be	found	in	project	requirements,	user	acceptance	testing,	or	even	just	a	final	stakeholder	review	and	approval.LimitationsEvery	project	has	its	limits,	and	you	need	to	be	sure	you¢ÃÂÂre	not	exceeding	those	limits	to	complete	a	project
on	time	and	under	budget.	Limitations	can	come	in	many	forms,	but	one	example	would	be	technology.	For	instance,	if	you¢ÃÂÂre	building	an	application	that	depends	on	a	specific	technology,	be	sure	to	mention	that.	There	may	be	several	ways	to	code	that	website,	but	if	you¢ÃÂÂre	boxed	into	a	complicated	technology,	you	can	cover	yourself	by
specifying	those	limitations	in	your	scope.	Doing	so	will	help	you	when	you	run	into	a	limitation	and	don¢ÃÂÂt	have	the	time	or	budget	to	alternatives.	alternatives.	Think	of	it	as	an	insurance	policy	for	your	project.AssumptionsYou	know	what	they	say	about	assumptions,	and	you	probably	know	it¢ÃÂÂs	true.	If	you	don¢ÃÂÂt	outline	them,	you¢ÃÂÂll
end	up	with	confusion,	missed	expectations,	and	project	problems.	So	take	time	to	list	out	all	the	assumptions	you¢ÃÂÂve	thought	about	that	will	affect	the	work	you¢ÃÂÂll	do	or	the	outcomes	of	that	work.	ExclusionsYou¢ÃÂÂve	already	listed	out	the	deliverables	you	will	provide,	but	sometimes	it¢ÃÂÂs	just	as	important	to	itemize	what	you	will	NOT
deliver.	This	helps	you	avoid	awkward	¢ÃÂÂBut	weren¢ÃÂÂt	you	going	to¢ÃÂ¦Â¢ÃÂÂ	questions	or	requests.	Really,	it¢ÃÂÂs	about	setting	expectations	and	avoiding	any	miscommunication	around	the	work	you	have	planned.	CostsThis	is	an	optional	portion	of	your	project	SOW,	depending	on	the	type	of	organization	you	work	in.	If	you¢ÃÂÂre	part	of	a
consulting	agency	that	charges	external	clients	for	your	work,	you¢ÃÂÂll	want	to	outline	project	costs,	possibly	even	on	the	phase	or	milestone	level.	You	have	to	do	what	feels	right	for	your	project	and	organization.	But	the	clearer	you	can	be	about	costs	and	the	work	associated	with	it,	the	easier	it	will	be	for	you	to	manage	it¢ÃÂÂand	make	a	case
for	more	funds	when	additional	scope	creeps	in.AgreementScope	documents	create	agreement	by	nature,	but	sometimes	you	need	proof!	So	include	a	signature	field	in	your	scope	document	and	have	your	lead	stakeholder	or	project	funder	sign	the	document.	On	that	note,	it¢ÃÂÂs	important	to	remember	that	if	you¢ÃÂÂre	collecting	money	for	the
work¢ÃÂÂor	if	there	are	high	stakes¢ÃÂÂyou¢ÃÂÂll	likely	want	to	have	your	scope	document	reviewed	by	a	lawyer	before	it¢ÃÂÂs	signed.	After	all,	the	scope	document	is	a	contract.	Scope	document	exampleA	considerable	amount	of	work	goes	into	the	creation	of	a	scope	document,	but,	remember,	there¢ÃÂÂs	no	single	right	or	wrong	way	to	write
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eht	eht	eht	eht	eht	eht	eht	eht	eht	to	.	LLIW	TAHW	Tahw	surprises	surprises	or	potential	setbacks.Working	off	a	project	scope	template	not	only	helps	guide	your	process	but	it	empowers	your	team	to	focus	on	specific	tasks	without	adding	more	to	their	plates.	On	the	flip	side,	if	you	don't	have	anything	properly	planned	for	project	scope,	your	team
will	more	than	likely	have	to	work	additional	hours	because	of	overloaded	schedules,	which	means	going	over	budget.Not	fun.A	2018	study	by	the	Project	Management	Institute	found	that	over	half	of	all	projects	suffer	from	some	scope	creep.The	good	news	is	that	creating	a	project	scope	is	like	building	a	recipe:	once	you	get	the	ingredients	right,
following	the	steps	is	almost	foolproof.Ã	Maximize	your	resources	by	spotting	when	team	members	are	over	capacity,	so	you	can	pivot	workloads,	prevent	bottlenecks,	and	avoid	burnout.	What	is	project	scope?Project	scope	is	a	project	planning	process	that	outlines	deliverables,	deadlines,	and	budgets,	so	teams	work	more	efficiently	by	understanding
the	full	view	of	the	project	and	each	task.Before	any	work	is	done,	the	project	scope	should	be	agreed	upon	and	signed	by	both	your	company	and	any	stakeholders	involved	in	the	project.	This	helps	create	clear	expectations	of	what	will	be	included	and	delivered	when	the	project	is	completed.Ã	Think	of	the	scope	like	an	insurance	policy:	it	prevents
your	workload	from	expanding	beyond	agreed-upon	deliverables	and	can	act	as	a	stopgap	if	the	project	strays	from	the	original	scope	of	work.	This	keeps	you	from	missing	deadlines	or	exceeding	your	budget,	allowing	the	project	to	stay	on	track.Ã	If	you	don¢ÃÂÂt	agree	to	a	project	scope	before	kickoff,	clients	may	ask	for	changes	or	extras	that	you
didn¢ÃÂÂt	plan	for.	This	is	where	things	can	get	tricky.Ã	Get	started	with	our	free	project	scope	templateTo	make	things	easier,	try	starting	things	off	with	a	free	project	scope	template.	Avoid	the	dreaded	scope	creep	and	see	jobs	finished	from	beginning	to	end.To	get	Make	a	copy	of	our	free	scope	of	the	project.	You	don't	want	to	take	a	light	scope.
In	a	co-state	of	Hubspot	and	teamwork	entitled	When	the	projects	go	wrong,	agencies	experts	were	interviewed	about	the	lessons	they	learned	from	failed	projects	and	the	scope	of	the	CAÍDA	was	too	common.	The	agencies	explained	how	scope	is	a	gradual	slope	and	not	a	sudden	cliff.	It	can	be	difficult	to	detect	the	scope	of	the	scope	until	you	have
already	fallen	to	the	lys.	The	experts	told	stories	of	spending	surpluses	in	tasks	that	did	not	agree	on	a	brief.	And	before	they	realized,	their	equipment	was	burning	resources	that	were	supposed	to	be	used	elsewhere.	The	solution	to	all	this?	Work	with	a	well	-defined	project	template	to	keep	everyone	along	the	way	and	finally	avoid	scope.	What	does
it	need	to	include	in	a	template	of	reach	of	the	project?	A	template	of	the	waterproof	project	must	include:	°	A	time	line.	A	time	line	helps	customers	to	understand	how	chrnetic	milestones	will	be	delivered.	It	also	establishes	onset	and	end	dates	for	each	milestone,	as	well	as	for	the	project	in	general.	It	is	better	to	present	this	as	a	timely	or	visual	list
so	that	your	client	can	review,	collect	and	send	the	recommendations	without	spending	too	much	time	deepening	the	details.	"Establish	milestones.	The	milestones	are	stages	throughout	the	project	that	mean	an	important	step,	such	as	meetings,	important	deliverables	(such	as	a	website	that	goes	live)	and	deadlines.	Milestone	scheme	provides	your
client	for	a	clear	image	of	how	key	parts	of	the	project	will	be	delivered	and	the	meetings	will	occur.	n	obtaining	at	the	end	of	the	For	example,	if	you	are	building	a	website,	the	deliverables	could	be	a	brief	project,	an	alismbric	structure,	models	and	a	final	prototype.	These	deliverables	say	that	a	He	knows	what	tangible	assets	will	have	in	his	hands
when	a	project	is	complete.	ðŸ	“ˆ	Regular	reports.	As	a	project	begins,	it	is	necessary	to	update	customers	and	interested	parties	about	their	progress.	You	can	inform	everyone	in	what	stage	is	the	project,	how	many	milestones	it	has	reached,	and	whether	or	not	it	is	maintained	within	the	budget.	Let	the	interested	parties	receive	a	report	(that	is,
every	Friday	for	E.O.D.)	to	manage	expectations.	A	budget.	For	Éº,	inform	your	client	in	black	and	white	to	be	delivered	for	the	project	budget	and	what	it	will	cost.	This	is	the	place	to	include	an	exemption	of	responsibility	on	tasks	beyond	reaching	an	additional	fee	to	minimize	the	scope	of	the	drag.	So,	how	can	you	unite	all	these	conditions	to	create
a	project	scope?	We	will	find	out	ðŸ	‘‡	Step	1:	Create	a	scheme	to	start	get	comic	making	a	scheme	of	the	scope	of	the	project.	Together	with	the	key	components	that	we	have	just	described,	you	also	need	to:	key	details.	Including	the	name	of	the	project,	the	manager	and	the	start	date.	Why	are	the	project	taking	place?	Write	down	the	objectives	of
the	project	and	what	the	interested	parties	hope	to	achieve.	Exclusions:	This	section	describes	everything	that	is	not	covered	by	the	workshop.	For	example,	if	you	are	building	a	client's	website,	you	need	to	indicate	that	accommodation	services	are	not	included	once	the	website	is	live.	Signature.	Space	for	the	interested	parties	to	sign	their	names	to
demonstrate	that	they	agree	with	the	scope	of	the	project.	To	create	a	precise	schedule,	it	is	the	best	practice	to	get	your	team's	entry	at	this	stage.	After	everything,	they	know	how	long	it	takes	to	create	a	cable	frame	or	test	the	site,	for	example,	so	their	ideas	will	ensure	precise	in	scope	and	reduce	potential	friction	in	the	line.	Step	2:	Refus	your
team	Together	Ðline	your	team	involved	from	the	beginning	and	giving	them	a	sense	of	ownership	in	the	project	is	the	best	way	to	achieve	it.	It	is	also	a	good	idea	to	ask	your	opinion	about	other	parts	of	the	project,	such	as:	Project	objectives.	Are	the	goals	and	the	deadline	realistic?	Expectations.	How	long	will	it	take	to	complete	each	deliverable?
What	is	a	reasonable	amount	of	time	between	each	deliverable	to	wait	for	the	customer's	response?	How	long	do	you	need	to	act	on	each	feedback	piece	before	you	pass	to	the	next	delivery?	Exclusions.	Has	the	customer	requested	any	deliverable	that	normally	falls	outside	the	scope	of	the	project?	Can	the	team	think	of	any	tasks	that	have	appeared
in	previous	projects	that	have	led	to	a	range	dung	that	should	be	listed	as	an	exclusion	at	this	time?	Once	you	have	the	entry	of	your	team,	it	will	be	easier	to	fill	sections	of	your	scheme	as	deliverable	dates.	Step	3:	Deactivate	the	results	and	milestones	of	the	.	project	Unlike	a	work	detail	structure,	a	project	scope	does	not	contain	a	detailed
breakdown	of	the	project's	deliverables,	so	it	is	crucial	to	ensure	that	each	task	that	includes	is	necessary.	Customers	generally	refer	to	the	scope	of	the	project	to	check	that	you	are	fulfilling	your	promises.	If	one	of	the	deliverables	is	vague	or	cannot	be	linked	to	a	milestone,	you	need	to	consider	whether	it	belongs	in	the	reach	at	all.	The	best	thing	is
to	clarify	the	deliverables	within	your	project	by	asking:	do	you	need	your	team	to	work	towards	a	goal	and	produce	something?	For	example,	a	marketing	campaign	is	a	tangible	asset	that	should	be	assigned	as	a	delivery,	but	it	is	not	a	meeting	to	plan	a	marketing	campaign.	Once	you've	finished	these	deliverables,	you	need	to	tie	them	to	milestones
with	a	specific	deadline.	This	will	help	you	create	a	schedule	for	your	project	andTo	all	in	the	task.	PRO-TIP:	Using	a	tool	like	Teamwork	allows	you	to	convert	deliverables	and	milestones	into	a	digital	project	schedule.	Use	use	Project	board,	you	can	create	a	timeline,	add	milestones	and	tasks,	and	collaborate	with	your	team.	Tools	such	as	Gantt
graphics	can	provide	visual	representation	of	milestones	and	delivery	dates	and	help	your	team	understand	how	each	project	is	progressing.	Tasks	(e.g.,	if	the	accommodation	is	included	or	not	in	the	compilation	of	a	website)	to	feedback	rounds	(e.g.,	how	many	rounds	of	customer	feedback	are	free	before	a	fee	is	applied).	HubSpot	is	about	to	launch
free	hosting	on	the	website	as	part	of	its	CM.	In	describing	the	exclusions,	it	is	easier	to	point	to	a	customer	later	than	what	they	are	asking	is	not	included	in	the	scope	of	the	project.	Finally,	make	sure	you	have	included	everything	as	planned	and	then	sign	it.	Note	that	the	scope	of	your	project	should	be	easy	to	digest,	so	limit	to	one	or	two	pages.
Customers	and	stakeholders	should	be	able	to	scan	and	contact	you	with	any	questions	about	deliverables	and	deadlines	without	having	to	examine	a	document	that	is	the	size	of	a	textbook.	As	soon	as	everyone	agrees	with	the	scope	and	each	interested	party	has	signed	Appaid,	make	sure	everyone	has	a	copy	(including	you)	so	that	you	can	consult	it
once	the	project	begins.	the	perfect	tool?	Find	out	how	you	can	track	tasks,	juggle	multiple	projects	and	balance	workloads	under	one	roof	with	teamwork!	Teamwork!
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