AMERICAN ADVERTISING AND MARKETING ASSOCIATION
Project Scope Template
A structured working document for defining objectives, deliverables, responsibilities, milestones, approvals, constraints, change control, and acceptance.
	Field
	Project Information

	Project Name
	[Enter Project Name]

	Client / Organization
	[Enter Client or Organization]

	Project Owner
	[Enter Owner]

	Prepared By
	[Enter Name or Team]

	Version
	[Enter Version]

	Date
	[Enter Date]



	Bracketed text contains instructions or placeholder content. Replace or remove all bracketed text before sharing the completed document. This template is a project-planning resource and should be adapted to the organization's contracting, procurement, legal, and approval requirements when used in a formal agreement.


How to Use This Template
	Step
	Use

	1. Define the outcome
	State the problem, objective, and result the project is expected to produce.

	2. Define the work
	Document workstreams, deliverables, exclusions, assumptions, and dependencies.

	3. Define ownership
	Assign responsibilities, contributors, approvers, and decision rights.

	4. Define timing
	Establish milestones, dependencies, review windows, and target completion dates.

	5. Define control
	Set budget boundaries, change-control rules, acceptance criteria, and closeout requirements.




1. Project Overview & Objective
Establish the business or organizational problem, the desired outcome, and the boundaries of the assignment before defining individual deliverables.
	Field
	Definition

	Project Name
	[Enter Project Name]

	Business / Organizational Problem
	[Describe the problem or opportunity this project must address.]

	Primary Objective
	[State the primary outcome the project is expected to support.]

	Primary Audience / User
	[Identify the priority audience, customer, stakeholder, or user.]

	Success Measure
	[State the primary KPI, acceptance criterion, or outcome measure.]

	Target Completion
	[Enter target completion date or milestone.]

	Executive Sponsor
	[Enter sponsor or accountable leader.]


Project Background
	Background & Context

	[Enter response]
 
 
 


[image: ]
Outcomes
	Desired Outcome
	Why It Matters
	How It Will Be Evaluated

	[Outcome 1]
	[Business or audience reason]
	[Metric or acceptance evidence]

	[Outcome 2]
	[Business or audience reason]
	[Metric or acceptance evidence]

	[Outcome 3]
	[Business or audience reason]
	[Metric or acceptance evidence]




2. Scope Summary & Workstreams
Define the major bodies of work included in the project. Keep workstreams broad enough to manage but specific enough that another reviewer can understand what the project team is responsible for delivering.
	Workstream
	Purpose
	Owner
	Status

	[Strategy / Planning]
	[Describe purpose]
	[Owner]
	[Planned]

	[Research / Analysis]
	[Describe purpose]
	[Owner]
	[Planned]

	[Creative / Content]
	[Describe purpose]
	[Owner]
	[Planned]

	[Media / Distribution]
	[Describe purpose]
	[Owner]
	[Planned]

	[Digital / Technical]
	[Describe purpose]
	[Owner]
	[Planned]

	[Measurement / Reporting]
	[Describe purpose]
	[Owner]
	[Planned]


Scope Statement
	In-Scope Summary

	[Enter response]
 
 
 
 


Scope Boundary
	Clearly In Scope
	Clearly Out of Scope
	Requires Decision

	[List included work]
	[List excluded work]
	[List unresolved item]

	[Add item]
	[Add item]
	[Add item]

	[Add item]
	[Add item]
	[Add item]

	[Add item]
	[Add item]
	[Add item]




3. Deliverables
Define each expected output and the conditions that make it complete. A deliverable should be specific enough that both the project team and approver understand what will be produced.
	Deliverable
	Description
	Format / Quantity
	Owner
	Due

	[Deliverable 1]
	[Describe output and intended use]
	[Format / versions]
	[Owner]
	[Date]

	[Deliverable 2]
	[Describe output and intended use]
	[Format / versions]
	[Owner]
	[Date]

	[Deliverable 3]
	[Describe output and intended use]
	[Format / versions]
	[Owner]
	[Date]

	[Deliverable 4]
	[Describe output and intended use]
	[Format / versions]
	[Owner]
	[Date]

	[Deliverable 5]
	[Describe output and intended use]
	[Format / versions]
	[Owner]
	[Date]


Deliverable Requirements
	Requirement Area
	Requirement

	Brand / Creative
	[Identify brand standards, creative requirements, or approved references.]

	Technical
	[Identify dimensions, platforms, file formats, integrations, or technical standards.]

	Accessibility
	[Identify applicable accessibility requirements.]

	Claims / Compliance
	[Identify required reviews, substantiation, disclosures, or legal constraints.]

	Localization / Versions
	[Identify languages, markets, audiences, or versions required.]

	Handoff
	[Identify source files, documentation, credentials, training, or final package required.]
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4. Milestones, Timeline & Dependencies
Establish the sequence of major decisions and outputs. The schedule should show review and approval time rather than assuming every deliverable moves directly from production to completion.
	Milestone
	Owner
	Start
	Due
	Dependency
	Approval / Output

	Project kickoff
	[Owner]
	[Date]
	[Date]
	[Dependency]
	[Output]

	Discovery complete
	[Owner]
	[Date]
	[Date]
	[Dependency]
	[Approval]

	Strategy / scope approval
	[Owner]
	[Date]
	[Date]
	[Dependency]
	[Approval]

	First working review
	[Owner]
	[Date]
	[Date]
	[Dependency]
	[Review]

	Production / implementation
	[Owner]
	[Date]
	[Date]
	[Dependency]
	[Output]

	Final review
	[Owner]
	[Date]
	[Date]
	[Dependency]
	[Approval]

	Launch / handoff / closeout
	[Owner]
	[Date]
	[Date]
	[Dependency]
	[Output]
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Critical Dates
	Date / Window
	Event or Constraint
	Impact on Project

	[Date]
	[Launch, event, holiday, procurement date, regulatory deadline, etc.]
	[Impact]

	[Date]
	[Event or constraint]
	[Impact]

	[Date]
	[Event or constraint]
	[Impact]




5. Roles, Responsibilities & Decision Rights
Clarify who performs the work, who contributes information, who reviews, and who has final authority. Clear decision rights reduce delay and conflicting direction.
	Role / Stakeholder
	Responsibility
	Project Decisions
	Availability / Notes

	Executive Sponsor
	[Responsibility]
	[Decisions / approvals]
	[Notes]

	Project Owner
	[Responsibility]
	[Decisions / approvals]
	[Notes]

	Project Manager
	[Responsibility]
	[Decisions / approvals]
	[Notes]

	Strategy Lead
	[Responsibility]
	[Decisions / approvals]
	[Notes]

	Creative / Content Lead
	[Responsibility]
	[Decisions / approvals]
	[Notes]

	Media / Distribution Lead
	[Responsibility]
	[Decisions / approvals]
	[Notes]

	Analytics / Measurement
	[Responsibility]
	[Decisions / approvals]
	[Notes]

	Legal / Compliance
	[Responsibility]
	[Decisions / approvals]
	[Notes]

	Client / Business Approver
	[Responsibility]
	[Final approval scope]
	[Notes]


RACI / Working Responsibility
	Activity
	Responsible
	Accountable
	Consulted
	Informed

	Discovery
	[R]
	[A]
	[C]
	[I]

	Strategy
	[R]
	[A]
	[C]
	[I]

	Creative / Production
	[R]
	[A]
	[C]
	[I]

	Media / Distribution
	[R]
	[A]
	[C]
	[I]

	Measurement
	[R]
	[A]
	[C]
	[I]

	Final Approval
	[R]
	[A]
	[C]
	[I]




6. Assumptions, Dependencies & Constraints
Document the conditions the scope assumes will remain true. When an assumption changes, the team can evaluate whether timing, budget, deliverables, or responsibilities also need to change.
	Assumption
	Basis / Evidence
	Impact if Incorrect
	Owner

	[Assumption 1]
	[Basis]
	[Impact]
	[Owner]

	[Assumption 2]
	[Basis]
	[Impact]
	[Owner]

	[Assumption 3]
	[Basis]
	[Impact]
	[Owner]

	[Assumption 4]
	[Basis]
	[Impact]
	[Owner]


Dependencies
	Dependency
	Provided By
	Needed By
	Risk if Delayed

	[Client input / data / access]
	[Owner]
	[Date]
	[Risk]

	[Vendor / technology / approval]
	[Owner]
	[Date]
	[Risk]

	[Research / production / legal]
	[Owner]
	[Date]
	[Risk]

	[Add dependency]
	[Owner]
	[Date]
	[Risk]


Constraints
	Constraint
	Description
	Scope / Schedule Impact

	Budget
	[Budget limitation or funding rule]
	[Impact]

	Timeline
	[Fixed date or limited review window]
	[Impact]

	Technology
	[Platform or system limitation]
	[Impact]

	Legal / Compliance
	[Requirement or review dependency]
	[Impact]

	Resources
	[Staffing, vendor, or production limitation]
	[Impact]




7. Budget, Fees & Expenses
Document the financial boundary of the project and what the stated amount includes. The level of detail can be adapted to fixed-fee, hourly, retainer, internal-cost, or other project models.
	Cost Area
	Basis
	Planned Amount
	Included / Notes

	Strategy / Consulting
	[Fixed / hourly / internal]
	[$]
	[Notes]

	Research
	[Basis]
	[$]
	[Notes]

	Creative / Production
	[Basis]
	[$]
	[Notes]

	Media / Distribution
	[Basis]
	[$]
	[Notes]

	Technology / Tools
	[Basis]
	[$]
	[Notes]

	Travel / Out-of-Pocket
	[Basis]
	[$]
	[Notes]

	Contingency
	[Basis]
	[$]
	[Notes]

	Other
	[Basis]
	[$]
	[Notes]


Financial Controls
	Control
	Project Rule

	Approved Project Budget
	[Enter approved amount or internal cost boundary.]

	Expense Approval
	[State who approves expenses and any threshold.]

	Travel / Out-of-Pocket
	[State reimbursement or pre-approval requirements.]

	Third-Party Costs
	[State whether vendors, media, licensing, printing, data, or other external costs are included.]

	Overage / Additional Work
	[State how additional work is estimated and approved before it begins.]

	Invoicing / Internal Chargeback
	[State schedule or internal process if applicable.]


	If this template is incorporated into a formal commercial agreement, align the budget, payment, expense, cancellation, ownership, licensing, and liability language with the organization's approved contract terms.




8. Review, Feedback & Approval
Establish the review process before deliverables are presented. This helps prevent conflicting comments, undefined revision cycles, and approval delays.
	Review Stage
	Reviewers
	Feedback Due
	Decision / Output

	Working review
	[Reviewers]
	[Time / date]
	[Consolidated direction]

	Client / stakeholder review
	[Reviewers]
	[Time / date]
	[Approval / revision]

	Legal / compliance review
	[Reviewers]
	[Time / date]
	[Approval / required edits]

	Final approval
	[Approver]
	[Time / date]
	[Final approval]


Feedback Protocol
	Area
	Agreed Process

	Feedback Owner
	[Who consolidates comments before they reach the project team?]

	Feedback Format
	[Document comments, meeting notes, annotated file, project system, etc.]

	Revision Rounds Included
	[State included revision cycles or review structure.]

	Conflicting Feedback
	[Who resolves disagreement among stakeholders?]

	Late Feedback
	[Describe schedule impact or change-control treatment.]

	Approval Standard
	[State what constitutes approval and who can give it.]


Approval Record
	Deliverable / Decision
	Approver
	Approval Date
	Notes

	[Scope approval]
	[Name / role]
	[Date]
	[Notes]

	[Strategy approval]
	[Name / role]
	[Date]
	[Notes]

	[Creative / production approval]
	[Name / role]
	[Date]
	[Notes]

	[Final acceptance]
	[Name / role]
	[Date]
	[Notes]




9. Change Control & Out-of-Scope Work
Define how the project handles requests that change the agreed work. Change control protects both flexibility and clarity by making the impact visible before additional work begins.
	Change Trigger
	Examples
	Required Response

	New deliverable
	Additional page, campaign, format, market, version, or system
	Estimate scope, cost, and schedule impact before work begins.

	Material revision
	Approved strategy or direction changes after production begins
	Document impact and obtain approval.

	New stakeholder requirement
	Additional approval, review, compliance, or technical requirement
	Assess timing and effort.

	Missing dependency
	Required content, access, data, approval, or asset is delayed
	Reforecast schedule and related costs if applicable.

	External change
	Platform, regulation, market, vendor, inventory, or operational condition changes
	Determine whether scope must be revised.


Change Request
	Field
	Response

	Requested Change
	[Describe requested change.]

	Reason
	[Explain why the change is needed.]

	Deliverables Affected
	[List affected work.]

	Budget Impact
	[Enter impact.]

	Schedule Impact
	[Enter impact.]

	Resource / Dependency Impact
	[Enter impact.]

	Decision
	[Approved / rejected / deferred / requires revision.]

	Approved By
	[Name / role / date.]


Out-of-Scope Requests Log
	Request
	Date
	Disposition
	Follow-Up

	[Request]
	[Date]
	[Declined / future phase / change request]
	[Action]

	[Request]
	[Date]
	[Disposition]
	[Action]

	[Request]
	[Date]
	[Disposition]
	[Action]




10. Acceptance Criteria, Handoff & Closeout
Define what completion means before the project reaches the end. Acceptance criteria should be specific enough that the project team and approver can determine whether required work has been delivered.
	Deliverable / Area
	Acceptance Criteria
	Evidence / Validation
	Approver

	[Deliverable 1]
	[What makes it complete?]
	[File, test, approval, KPI, checklist]
	[Approver]

	[Deliverable 2]
	[What makes it complete?]
	[Evidence]
	[Approver]

	[Deliverable 3]
	[What makes it complete?]
	[Evidence]
	[Approver]

	[Technical / Implementation]
	[Functional requirements]
	[QA / test]
	[Approver]

	[Documentation / Training]
	[Required handoff]
	[Files / session / record]
	[Approver]


Final Handoff
	Handoff Item
	Format / Location
	Owner
	Complete

	Final approved deliverables
	[Location]
	[Owner]
	[ ]

	Editable / source files
	[Location]
	[Owner]
	[ ]

	Credentials / access transfer
	[Location / method]
	[Owner]
	[ ]

	Documentation
	[Location]
	[Owner]
	[ ]

	Training / walkthrough
	[Date / recording]
	[Owner]
	[ ]

	Measurement / reporting handoff
	[Location]
	[Owner]
	[ ]

	Archive / retention record
	[Location]
	[Owner]
	[ ]


Closeout Notes
	Open Items, Known Limitations & Future Phase Recommendations

	[Enter response]
 
 
 
 




11. Final Scope Summary & Approval
Use this final page as a concise reference for the agreed project boundaries. It can be reviewed during kickoff, major change discussions, and final closeout.
	Scope Element
	Approved Summary

	Primary Objective
	[Enter approved objective.]

	Primary Audience / User
	[Enter audience.]

	Major Workstreams
	[Summarize workstreams.]

	Core Deliverables
	[Summarize deliverables.]

	Target Completion
	[Enter date or milestone.]

	Approved Budget / Resource Boundary
	[Enter amount or resource boundary.]

	Primary Success / Acceptance Measure
	[Enter measure.]

	Major Exclusions
	[Summarize exclusions.]

	Critical Dependencies
	[Summarize dependencies.]

	Change-Control Owner
	[Enter role.]

	Final Approver
	[Enter role.]


Scope Readiness Checklist
	Check
	Ready

	The project problem and objective are clear.
	[ ]

	In-scope and out-of-scope work are documented.
	[ ]

	Deliverables have owners and acceptance criteria.
	[ ]

	Milestones include review and approval time.
	[ ]

	Dependencies, assumptions, and constraints are visible.
	[ ]

	Budget and external costs are understood.
	[ ]

	Stakeholders and decision rights are documented.
	[ ]

	Feedback and revision expectations are understood.
	[ ]

	Change-control rules are established.
	[ ]

	Final handoff and closeout requirements are defined.
	[ ]


Approval / Acknowledgement
	Role
	Name
	Decision / Signature
	Date

	Project Owner
	[Name]
	[Approved / signature if required]
	[Date]

	Client / Business Approver
	[Name]
	[Approved / signature if required]
	[Date]

	Project Lead
	[Name]
	[Acknowledged]
	[Date]


	This template is intended to improve project clarity and working alignment. Organizations using it as part of a binding statement of work or contract should adapt it to their approved legal, procurement, intellectual-property, payment, cancellation, privacy, security, and liability terms.


Template originally provided by the American Advertising and Marketing Association.
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