Project Scope and Business Objective Worksheet Instructions


The Project Scope and Business Objective Worksheet is not intended to be a project deliverable or an appendix to the project plan.  The worksheet is provided to assist the project manager and project team in preparing the project plan.  Additional information or modifications to the project scope and objectives should be included in the Project Summary Section of the Project Plan.  Project managers, appointed at the time a project is chartered, will conduct a review and analysis of the project scope and objectives as part of the project plan development.

A. General Information - Basic information that identifies the project.

Project Title – The proper name used to identify this project.

Project Working Title – The working name or acronym used to identify the project.  If an

acronym is used, define the specific meaning of each letter.

Proponent Secretary – The Secretary to whom the proponent agency is assigned or the

Secretary that is sponsoring a particular enterprise project.

Proponent Agency – The agency that will be responsible for the management of the project.

Prepared by – The person(s) preparing this document.

Date/Control Number – The date the plan is finalized and the change or configuration item control number assigned.

B. Project Scope

1. Deliverables – A deliverable is any measurable, tangible, verifiable outcome, result, or item that is required to complete a project or part of a project.  The term is often used more narrowly in reference to an external deliverable (i.e. This deliverable is subject to approval by the project sponsor or customer).  Analyze the project scope and objectives outlined in the Project Proposal and Charter to develop a list of:

a) What are the project deliverables?

b) Where, when, and to whom are the deliverables provided?

2. Project Approach and Solution – Describe the approach that will be used and whether the project will be done internally or require outside assistance.  Analyze the project description and scope to understand the solution and approach to the project to answer the following questions:
a) What is the process or technology solution proposed?  - Describe the type of process or technology that is to be used.

b) Who will perform the work?  - Describe who will perform the work.

c) When and where is the project executed?  - Describe when and where the project work will be done.

C. Project Business Objectives – Desired result(s) produced by a project that answers or resolves the stated business problem.  Using the objectives outlined in the Project Charter, list the objectives and any additional detail necessary to clarify what results the project is intended to attain. 

