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Project Scope Statement Template · Expert version
A project scope template helps you write a clear scope statement: what the project will deliver, what it will not, how deliverables will be accepted, and the constraints
and assumptions behind it.

How to use this template
1. Start from the project charter and requirements.
2. Describe deliverables and what is in scope.
3. List exclusions to prevent scope creep.
4. Write measurable acceptance criteria.
5. Record constraints and assumptions, then get sign-off.

Tips
• Be specific; vague scope causes disputes.
• Out of scope is as important as in scope.
• Use the scope to build the WBS.
• Change it only through change control.
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Scope statement · Agree it with the sponsor before detailed planning

Section Guidance Your content

Project objectives What the project must achieve (SMART).

Product / service description What is being created.

Deliverables All outputs to be handed over.

In scope Work and features included.

Out of scope Explicit exclusions.

Acceptance criteria How each deliverable will be accepted.

Constraints Fixed limits: budget, dates, regulations, resources.

Assumptions What you believe to be true.

Milestones Key dates.

Approval Name, signature and date.


