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Note:  Any work not explicitly included in the Document is implicitly excluded.

	· Note that all documents that are linked to the Analysis Scope become part of the Scope and require the same degree of management control. 


	Project Name & Phase:
	

	Prepared by:
	

	Date (MM/DD/YYYY):
	


	Version History:

	Version
	Date

(MM/DD/YYYY)
	Comments

	
	
	

	
	
	

	
	
	

	
	
	


	1.  References (Document title, Author, Version, Page Number and Section)

	

	1.1 Business Drivers:


	1.2  Types of Benefits:


	1.3 Change Drivers:


	1.4 Strategy and Business Imperatives:


	1.5 Cost Benefits:


	1.6  Key Performance Indicators:



	1.7 Performance Management:


	1.8  Project Investment Objectives and Scope:



	1.9 Project Charter:


	1.10


	1.11


	1.12


	1.13


	1.14




	2.  Analysis Milestones

	List key Analysis milestones

	Analysis Milestone
	Target Date (MM/DD/YYYY)

	· Analysis Start
	

	· 
	

	· 
	

	· 
	

	· 
	

	· 
	

	· 
	

	· Analysis Complete
	


	3.  Analysis Phase Approach 

	3.1   Primary Plans - Will the Analysis Phase have formal written plans – schedule, budget, quality, risk, procurement, Communications, resources:

	· Analysis Phase
	· Deliverables
	· Approved By

	· Scope Definition
	
	

	· Stakeholder Analysis
	
	

	· Requirements Gathering
	
	

	· Requirements Analysis
	
	

	· Requirements Documentation
	
	

	· 
	
	

	· 
	
	

	· 
	
	

	· 
	
	

	· Review and Approval
	
	


	

	3.2   Scheduled Status/Review Meetings:

	Meeting
	Purpose
	Frequency

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	3.3   Scheduled Status Reports (Insert rows as needed):

	Report
	Purpose
	Frequency

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Briefly describe how each of the following will be handled.  Provide links to relevant documents as appropriate.  Modify example text provided or enter your own.

	3.4   Issue Management:
	· Analysis Phase-related issues will be tracked, prioritized, assigned, resolved, and communicated in accordance with the Project Management Methodology.

· Issues will be reported using an Issue Report Form.  Issue descriptions, owners, resolution and status will be maintained in an Issues Log in a standard format.

· Issues will be addressed with the project manager and communicated in the project weekly status report. 



	3.5   Change Management:
	The change control procedures as documented in the Project Change Management Plan will be consistent with the Project Management Methodology and consist of the following processes:

· A Change Request Log will be established by the Project Manager to track all changes associated with base-lined requirements.

· All Change Requests submitted via Change Request Form will be assessed to determine possible alternatives and costs.

· Change Requests will be reviewed and approved by the project manager.

· The effects of approved Change Requests on the scope and schedule of the Analysis phase will be reflected in updates to the RWP and the Project Plan.



	3.6   Communication Management:
	The following strategies have been established to promote effective communication within and about this phase.  Specific Communication policies will be documented in the Project Communication Plan.

· The Project Manager will present Analysis phase status to the project Sponsors on a weekly basis; however, ad hoc meetings will be established at the Project Manager’s discretion as issues or change control items arise. 

· The project Sponsors will be notified via e-mail of all urgent issues. Issue notification will include time constraints, and impacts, which will identify the urgency of the request for service.

· The Analysis Phase Team will have weekly update/status meetings to review completed tasks and determine current work priorities. Minutes will be produced from all meetings.

· All base-lined electronic Requirements Documents will be maintained in central storage accessible by all project stakeholders.



	3.7 Gathering Techniques
	Brainstorming
	Document Analysis

	
	Focus Group
	Interface Analysis

	
	Interview
	Observation

	
	Prototyping
	Requirements Work Shop

	
	Reverse Engineering
	Surveys

	
	
	

	
	
	

	
	
	

	3.8   Resource Management:
	The Analysis team will produce a Resource Management Plan that will document the following:

· Lists all major goods and services required in the Analysis Phase along with cost estimates and quality information.

· Indicates which goods and services will be obtained from sources outside the Organization

· Indicates who is assigned to the Analysis Phase and when.


	4.  Authorizations 

	· Analysis Phase Deliverable
	· Approved By

	
	

	
	

	
	

	
	

	Analysis Phase performance baseline changes will be approved by the:

	· Project Sponsor

· Project Manager

	Analysis Phase deliverables will be approved/accepted by the:

	· Project Sponsor

· Key Stakeholders

	Specific task responsibilities of project resources will be defined in the Responsibility Assignment Matrix.


	5.  Final Approval / Signatures

	Project Name:
	

	Project Manager:
	

	The purpose of this document is to provide a vehicle for documenting the initial planning efforts for the Analysis Phase. It is used to reach a satisfactory level of mutual agreement among the Project Manager, Project Sponsors and Owners with respect to the objectives and scope of the Analysis Phase before significant resources are committed and expenses incurred.

	I have reviewed the information contained in this Analysis Phase Scope Statement and agree:

	Name
	Role
	Signature
	Date

(MM/DD/YYYY)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


The signatures above indicate an understanding of the purpose and content of this document by those signing it. By signing this document, they agree to this as the formal Analysis Phase Scope Statement document.
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