Scope and Objectives Document

Date:


To:
[Your Client
]
From: 
[You]

Re:
[Your Web Project]
*

*

*

Based on our discussions in [your kickoff meeting], we have prepared this Scope Document for your review and approval.  This document represents our understanding of the project objectives and deliverables, articulates the assumptions made, and describes the process we will follow.  Upon our mutual acceptance, this will be incorporated as an appendix to our contract.

We are now prepared to provide a fixed budget and schedule for the completion of Design Phase.  

[ ADD BUDGET INFORMATION FOR DESIGN PHASE ]

While we understand that definition and scope of planned deliverables will be refined and may be changed slightly as we proceed through Design and Specification Phase, this document defines the high-level overview of the project and the basis of the schedules and budgets presented. Changes initiated by you that affect the project scope as defined will affect the budget and timeline.

In order to proceed per the schedule outlined, we need your approval by [DATE].  If you approve, please sign below and forward to my attention. If you have issues or specific modifications, please call me so we can discuss them.

[Your Company]



[Date]

[Your Company] Authorized Representative

[Client]





[Date]
[Client] Authorized Representative


Project Overview
Project Overview
[Overview or reason for project. Attach any written client briefs to the appendices.]

Objectives
[This section reiterates the marketing and project objectives.   Include primary and secondary objectives if applicable.]

Key Message
[What is the main message to the end user?]

Assumptions

     Client
• [Client] is responsible for the delivery of all assets outlined in this document.


• [Client] is responsible for all legal clearances of assets delivered to RSI.
Your Company
• [Your Company] requests a development credit with the RSI logo upon exit of the program.

• Original sound design, photoshoots, and custom music searches/licenses are not included. 


• Completion Date target is [      ].

Project Status
The status of the project can be tracked 24 hours a day on the Project site.  You will be assigned a password protected online area where current project documentation, reviews, schedules, contact inf before further work is done. The creative review process includes four Phases.  

Phase I:
Design and Specification.  During this phase, the project team is conceptualizing, designing and testing possible technological implementations for your Web project.  The culmination of this phase is the Design and Specification document (s). This is the final Phase I deliverable that will be presented for your review and approval. Upon approval of the Design and Specifications, we start building the project.

Based on our experience, we believe that Phase I will require [  ] reviews and [  ] weeks for completion.  Each review cycle requires about one (1) week and is contingent upon your ability to respond to each review submission within 24 hours of its submission.

Schedule range:
[dates]

Phase I Estimated Budget Amount:
[cost]
Billing:
[cycle]
Phase II - Production 
The second phase is where RSI executes the Design & Specification document.
Schedule range:
[dates]

Phase II Estimated Budget Amount:
[cost]
Billing:
[cycle]
Phase III - Testing & Delivery
The third phase is to execute the test plan and for us to implement any final engineering changes to the product.  The phase also includes preparation for delivery where all assets, templates and original artwork are delivered to you with the final product.  

Schedule range:
[dates]

Phase III Estimated Budget Amount:
[cost]
Billing:
[cycle]
Change Order
A change order form is submitted whenever you make a request that is beyond the original scope or a change in the design and specifications. The change order form describes the change, and the effects to schedule and budget, if any. Your written approval is required for us to proceed with the requested change. Change orders are regarded as amendments to the original scope and hence the contract.
OVERVIEW OF THE PROCESS

(a) Kickoff meeting, followed by a strategy and planning phase.

(b) Preparation of the Scope Document

(c) Conceptual Development

(d) Design and Specification (D&S)

The D&S quantifies the exact deliverables, establishes creative and technical specifications,  and presents a final fixed cost for project completion.  Your approval is required on the D&S before production or Phase II can begin. 

(e) Signoff

(f) Production

(g) Testing

(h) Delivery and Launch

(i) Post-Launch Support
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