
Project Scope Definition 

Date: [Insert Date] 

To: [Team Name] 

From: [Your Name/Project Manager] 

Project Title: [Insert Project Title] 

1. Project Overview 

[Brief description of the project and its significance.] 

2. Objectives 

• [Objective 1] 

• [Objective 2] 

• [Objective 3] 

3. Scope of Work 

[Detailed description of the scope, including key tasks, deliverables, and milestones.] 

4. Exclusions 

[Outline what is not included in the project scope.] 

5. Timeline 

[Provide the timeline for the project, including major phases and deadlines.] 

6. Team Roles and Responsibilities 

• [Team Member 1]: [Role/Responsibilities] 

• [Team Member 2]: [Role/Responsibilities] 

7. Budget Overview 

[High-level budget estimates and resource allocation.] 

8. Communication Plan 

[Describe how the team will communicate and share updates.] 



Conclusion 

[Encouragement for team collaboration and next steps.] 

Thank you, 

[Your Name] 


