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January 25, 2007

Project Name: Clothing Online

Introduction:

The purpose of this document is to provide suggestions and guidance for preparing several important scope management documents related to the Clothing Online project at Clothing Designs Inc.

Preparing the Scope Statement:

The preliminary scope statement will serve as the basis for writing a detailed scope statement.  The project team is to review the scope statements with key stakeholders, most importantly the project sponsor, potential suppliers and service providers, and users of the project deliverables (Web Design Company).  As the project progresses, it is essential that the team updates the scope statement with more detail about the project.  The scope statement can reference other documents as attachments, including but not limited to contracts, specifications of the web site, and user acceptance testing standards.  The project team is in agreement to use the latest version of the scope statement.  Change orders will be communicated to appropriate personnel and to the web design company.
Creating the Work Breakdown Structure (WBS):
Everyone in the project team will participate in creating the WBS.  Upon completion of the WBS, the project champion and project steering committee will check to make sure the WBS has all the work required to complete the project.  Review of WBS’s of similar projects, historical data, and corporate guidelines for creating WBS’s and deliverables is important in project team success.  It is important that each WBS task has deliverable and process related tasks.  As a rule of thumb, the lowest level of WBS should take no longer than two weeks to complete.  The project team should revise the WBS as needed and project leader and sponsor/champion should approve the revisions.

Managing Requests for Changes to Project Scope:

The team must understand that all requests for changes to project scope will have major impact on project requirements.  Following the formal change control procedures in PM SOP 1 will help manage changes to the scope statement.  It is necessary to completely fill out the change request form.  This form will be reviewed by the appropriate group working on the project.  The team must follow these procedures to avoid scope creep.
