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[ORGANIZATION NAME]
PROJECT SCOPE STATEMENT
[Project Name / Title]
	Project Sponsor
	[Name / Title]

	Project Manager
	[Name]

	Prepared By
	[Name / Role]

	Date
	[DD / MM / YYYY]

	Version
	[1.0]


Generic Project Scope Statement Template — applicable across industries and project types


1. Purpose & Overview
The Project Scope Statement is the detailed description of the project's scope baseline — what will be delivered, what won't, and the criteria used to judge acceptance. Unlike the Project Charter (which states scope at a high level) or the Scope Management Plan (which describes the process for managing scope), this document is the actual baseline content: once approved, changes to it must go through formal change control, tracked in the Change Log.
[Enter any project-specific notes on how this scope statement was developed]
2. Product Scope Description
Describe the features and functions that characterize the product, service, or result the project will produce.
[Enter a detailed description of the product/service/result, expanding on the Project Charter's high-level description]
3. Deliverables
List the project's deliverables in detail. These should map directly to the Level 2 (Deliverable) elements of the WBS.
	Deliverable
	Related WBS ID
	Description

	[Deliverable 1]
	[WBS ID]
	[Detailed description]

	[Deliverable 2]
	[WBS ID]
	[Detailed description]

	[Deliverable 3]
	[WBS ID]
	[Detailed description]


4. Acceptance Criteria
Define the conditions that must be met for the project's deliverables to be accepted. Deliverable-specific acceptance criteria are detailed in the WBS Dictionary; this section covers overall project acceptance criteria.
[Enter overall acceptance criteria for the project, e.g., performance thresholds, regulatory compliance, or formal sign-off requirements]
5. Exclusions (Out of Scope)
Explicitly state what is excluded from the project. An unstated exclusion is a common source of scope disputes later — if it's not listed here as excluded, stakeholders may reasonably assume it's included.
[List items, features, or activities explicitly excluded from this project]


6. Constraints
Identify limitations that restrict the project team's options — time, budget, resources, regulatory, technology, or contractual constraints.
[List constraints affecting scope decisions]
7. Assumptions
Identify factors considered true for planning purposes, without proof. Assumptions specific to scope should also be logged in the Assumption Log for ongoing validation.
[List assumptions made in defining this scope]
8. Approval Signatures
Because this document forms part of the scope baseline, treat its approval with the same rigor as the Project Charter — subsequent changes should go through formal change control.
	Name / Role
	Signature
	Date

	[Sponsor]
	
	

	[Project Manager]
	
	

	[Key Stakeholder]
	
	


9. Version / Revision History
Any revision beyond the initial baseline should reference the Change Log entry that authorized it.
	Version
	Date
	Author
	Change Description / Related Change ID

	1.0
	[Date]
	[Name]
	Initial baseline




Appendix A: How to Fill Out This Template
This appendix is for reference only — it explains how to complete each section of this document. Remove before final distribution if not needed.
Before you start:
•  Have the Project Charter and WBS on hand — this document expands the Charter's high-level scope into full detail, and its deliverables should map directly to the WBS's Level 2 elements.
•  Once approved, this document is a baseline — treat any change to it as a formal scope change requiring an entry in the Change Log, not a casual edit.
Section-by-section guidance:
	Section
	How to Fill It

	1. Purpose & Overview
	Keep to 2-3 sentences. Note that this is baseline content, distinct from the Scope Management Plan's methodology.

	2. Product Scope Description
	Go into more detail than the Charter — this is the place for the full description, not a summary.

	3. Deliverables
	Every deliverable listed here should have a corresponding Level 2 entry in the WBS — if it doesn't, either the WBS is incomplete or this list has scope that isn't actually being tracked.

	4. Acceptance Criteria
	Keep this to overall/project-level criteria; deliverable-specific criteria belong in the WBS Dictionary, not duplicated here.

	5. Exclusions
	Be as explicit here as you are about what's included — vague or missing exclusions are one of the most common sources of scope disputes mid-project.

	6. Constraints / 7. Assumptions
	Focus specifically on constraints and assumptions that shape scope decisions — broader project constraints/assumptions may already be captured in the Charter or Assumption Log.

	8. Approval Signatures
	This should be signed with the same formality as the Charter, since it's part of the same baseline.



Common mistakes to avoid:
•  Listing deliverables that don't map to anything in the WBS — creates a mismatch between what's promised and what's actually being planned, estimated, and tracked.
•  Leaving exclusions vague or unstated — silence is often read as inclusion by stakeholders, which surfaces as a dispute later rather than a documented decision now.
•  Editing this document informally after baseline approval instead of routing changes through the Change Log — undermines the entire purpose of having a scope baseline.
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