SCOPE OF PROJECT

Process Start:

Process Stop:

DEFINE

Summarize the background information as to what originally caused your
project to be initiated which someone who is unaware of the
process/department may be able to read and quickly understand the general
information. Mention information and details back to the earliest relevant
time.

PROBLEM STATEMENT

Explain the “What” and “Why" of your project. Think of this as a “So What”
explanation, why is your project important. The “What” should

include a concise description of the issues that need to be addressed by a
problem solving team. The “Why” should define the problem and

help you scope your project.

[VOICE OF THE CUSTOMER/BUSINESS

MEASURE

List 3-5 key findings from your process map.

KEY MEASURE DESCRIPTION BASELINE

Outcome

Process

Balancing

Structural/
Financial

ANALYZE

AFFINITY DIAGRAM

List the 3-5 key findings from your Affinity
Diagram.

The Aim Statement should be a SMART (Specific, Measurable, Attainable,
Relevant, and Time Bound) goal. It should explain what you are

trying to achieve and include the outcome metric you are striving to
improve and an estimated completion date.

IMPROVE
INTERVENTION IMPLEMENTATION
TARGET INTERVENTION IDEA STy
#1
#2
#3
#4
#5
CONTROL

What is your plan to put your project into the
control phase?
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