
Controlling Project
Scope Creep
This playbook outlines a strategy for managing project

scope and preventing scope creep. It emphasizes the

importance of managing requirements and

implementing change control processes to keep the

project on track.

Step 1: Requirements Analysis 

Conduct a thorough analysis of project requirements by engaging

with stakeholders to outline all necessary project functions, goals,

and deliverables. Ensure that these requirements are well-

documented and agreed upon by all parties involved.

Step 2: Baseline Scope 

Create a definitive scope statement or baseline that includes all

agreed-upon project deliverables and constraints. Obtain formal

approval from stakeholders to solidify this as the project's foundation.

Step 3: Communication Plan 

Develop a communication plan that specifies how changes and

potential scope adjustments will be shared among team members and

stakeholders. This should include reporting frequency and channels

of communication.



Step 4: Change Control 

Implement a change control process to manage any requests for

changes to the project scope. This should involve analysis of the

impact, cost, and benefits of the change as well as a formal approval

process.

Step 5: Monitor Scope 

Regularly monitor project activities against the scope baseline to

identify any deviations. Use project management tools and

techniques to track progress and compare actual work against

planned work.

Step 6: Manage Deviations 

Address scope deviations promptly by analyzing the cause,

determining the impact on the project, and deciding whether to

integrate the changes through the change control process or to reject

them.

Step 7: Update Stakeholders 

Consistently update stakeholders on project progress and any

approved changes to the scope. Ensure that any adjustments are

clearly documented and communicated to all parties involved.

Step 8: Scope Review 

Conduct regular scope reviews with project stakeholders to ensure

expectations are aligned. Adjust the scope control measures as

necessary to better suit project needs.



Step 9: Lessons Learned 

At the completion of the project, document lessons learned

concerning scope management. This should include what was

successful, what challenges occurred, and how scope creep was

managed or could have been better prevented.

General Notes

Stakeholder Involvement 

Ensure ongoing stakeholder involvement to maintain clear

communication and manage expectations effectively throughout the

project life cycle.

Training 

Consider providing training on scope management and change

control processes for team members to enhance their skills in

identifying and handling scope creep.
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