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Project Scope and Plan Template
Writing standards for the whole document
A sound project scope and plan should be clear, specific, and realistic. It should avoid filler language, unnecessary detail, and broad statements that cannot guide delivery.
Use these standards throughout the document:
· Write in plain professional language.
· Be specific rather than descriptive.
· Focus on delivery, accountability, and measurable outcomes.
· Keep the document aligned across sections so the scope, objectives, risks, and plan all tell the same story.
A useful test is this: a reader should be able to understand what the project will deliver, what it will not deliver, who is responsible, and what success looks like without needing further explanation.
Common mistakes to avoid!
· Writing objectives that cannot be measured  
· Leaving scope open to interpretation  
· Listing tasks instead of deliverables  
· Ignoring dependencies and approvals  
· Overcomplicating the plan before alignment  
*If your plan is not clear to an external reader, it is not ready.
Final Check
Before submitting or approving your plan, confirm:
☐ The scope is clearly defined (in/out) 
☐ Objectives are measurable 
☐ Deliverables are concrete 
☐ Risks are realistic and actionable 
☐ Roles and responsibilities are clear 
☐ Timeline aligns with scope 

*If any of the above is unclear, revise before proceeding.
THE PROJECT PLAN
<Project Name>

1. INTRODUCTION
Purpose of the Plan:
[Define purpose and contractual nature of this plan]

Background:
[Describe context, history, rationale]

Project Approach:
[Methodology, delivery model, project type]

2. GOALS AND OBJECTIVES
Business Goals:
[List organizational goals supported]

Project Objectives:
[Specific, measurable, time-bound outcomes]

3. SCOPE
Scope Definition:
[In scope / Out of scope]

Costs, Benefits and Risks:
[Summarize financial scope + link to appendix]

Risk Table:
Risk | Impact | Likelihood | Mitigation

Deliverables:
Stage | Deliverable | Description | Owner | Delivery Date

Milestones:
[Key checkpoints + % completion]

Impacted Business Areas:
[Departments impacted + how]




4. ASSUMPTIONS
[List key assumptions]

5. CONSTRAINTS
[List limitations: budget, time, resources]

Related Projects:
[List dependencies]

Critical Dependencies:
[Task relationships and risks]

6. QUALITY MANAGEMENT
Reviews & Walkthroughs:
[Review cycles]

Tools & Techniques:
[Software/tools]

Test Approach:
[Testing strategy]

Quality Standards:
[Acceptance criteria]

Roles:
[Quality responsibilities]

Training:
[Training approach]

7. PROJECT MANAGEMENT APPROACH
WBS & Timeline:
[High-level structure]

Estimation Basis:
[How estimates were derived]

Resource Plan:
[People, tools, facilities]


Project Standards:
[Governance rules]

Roles & Responsibilities:
Role | Responsibility

Change Management:
[How changes are handled]

Communication Plan:
[Meetings, reporting, stakeholders]

8. APPROVALS
Executive Sponsor:
Project Manager:
Team Members:
Date:
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