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Purpose 

The purpose of the scope management plan is to:

· Describe how project scope will be managed

· Describe how scope changes will be integrated into the project

· Provide an assessment of the expected stability of the project scope
· Clearly describe how scope changes will be identified and classified

Change request forms should be used to submit any requests to change the project scope, budget, or schedule. The change request form can be found at: insert path to form.
All change requests should be tracked in the change request log. The change request log is part of the project workbook and can be found at: insert path to project workbook.
Scope Management Roles and Responsibilities

	Role
	Responsibilities

	Project manager
	· Developing scope management plan

· Developing a clear description of how scope changes will be identified and classified

· Assessing scope stability

· Identifying and evaluating scope change requests and estimating impact to scope, schedule, and budget 

· Taking change requests to change review board

· Monitoring change requests

· Logging change requests

· Communicating scope change impacts and decisions to stakeholders

	Project team
	· Developing scope management plan

· Identifying and evaluating change requests and estimating impact to scope, schedule, and budget

	Change review board
	· Evaluating change requests and making decisions as to whether they are accepted, rejected, or deferred

	Sponsors
	· Approving scope management plan


Methodology

Scope Management

Describe how project scope will be managed (What documents control project and product scope, how will they be monitored and updated, who is responsible for them?):

Expected Stability

Assess the expected stability of the project scope (How likely is it to change, how frequently, and by how much?):

Scope Change Classification

How will scope changes be identified and classified (types of expected change to the project scope and types of expected change to the product scope)?

Scope Integration

Describe how changes in project scope will be integrated into the project (What process will be followed for change evaluation, decisions, and communication?):

Project Archives

Where will the signed change requests be kept? Let the team know.
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