GRASSROOTS.ORG SOCIAL VENTURE CONSULTING PROGRAM

---- SAMPLE SCOPE DOCUMENT ----

(INSERT CLIENT NAME)

Introduction
Introduce the client, its mission, program information, the population(s) it serves, etc. What are the key issues the organization is currently facing? (For example, the current environment in which it operates, any budget cuts, recent changes, etc.) Set the stage for the project objectives below.

Objectives
Describe the objective(s) of your project. What are you/the client hoping to achieve? Why is the project being completed? How does this project relate to overall strategic goals of the organization?  Define the problem/challenge you are facing and the expected benefits of your proposed solution.  Optional (but encouraged) is an explanation of how results will be measured.

Deliverable Requirements

· Bullets of what you will deliver to the client. Be specific!  Will you provide a written report that details the results of your research analysis?  Key messages? Marketing materials?  Use this section to explain the concrete, tangible outcomes that you will present to the client at the conclusion of the project.
Methodology
What activities or tasks will both you and the client complete to accomplish the desired outcomes?  Describe your process.  What steps will you take?  How will you gather the information needed to make your recommendations or complete your analysis? (For example, primary research including surveys, interviews, focus groups, site visits, etc., and secondary research including case studies, literature reviews, benchmarking, reviewing best practices, etc.)  Once you have gathered the data, how will you approach your analysis or formulate your recommendations?
Client’s Responsibilities
· List the types of support you’ll need from the client. Will you need documentation?  If so, what specific documents? Support from personnel? Names/contacts for your interviews or focus groups? Particular dates that you want to meet?  Outline your expectations for the client’s commitments here.
Team Members’ Responsibilities
· List each team member’s skill sets that will be utilized on the project and the particular functional area that he or she will focus on.  For example, Team Member A has strong skills in conducting secondary research, so he will focus on this piece of the project.  
This initial assessment of team members’ skills and assets will help you to successfully complete your project work plan and outline your specific tasks and responsibilities (below).
Budget

What expenses will you incur while working on the project? Center staff regularly looks for relevant training classes for consultants to attend, and these can be covered with the project budget.  Presentation materials, including printing, can also be reimbursed.

If you plan to travel outside of the DC/MD/VA area to meet with your client, provide an estimate of your travel expenses here.  Airfare, car rental, and accommodations can be covered (though check with your client—many are happy to arrange for some of the above).  Reasonable meal expenses, with itemized receipts, can also be covered.  Alcohol cannot.

Responsibilities/Tasks & Timeline
Focus on the major workstreams that are required and how you will separate tasks among team members, per the strengths and skill sets of team members identified above. The breakdown of tasks, deliverables, timeline and team member responsibilities is described in the following table.  Several due dates have already been filled in for the completion of the scope document, the midpoint presentation and the final deliverables.  The remaining tasks can be broken down by the specific methodologies you’ve chosen.
Project Work Plan
	#
	Task Description
	Deliverable
	Date Due
	Date Complete
	Team Lead

	1.0
	Project Planning
	
	
	
	

	      1.1
	Initial research/planning
	
	
	
	

	1.2
	Client meeting
	Client meeting
	
	
	All

	1.3
	Follow up research/planning
	
	
	
	

	1.4
	Draft project scope 
	Scope draft
	
	
	

	1.5
	Call with client to discuss scope
	
	
	
	

	1.6
	Finalize scope
	Scope document
	9/30
	
	

	
	
	
	
	
	

	2.0
	Method 1
	
	
	
	

	2.1
	
	
	
	
	

	2.2
	
	
	
	
	

	2.3
	
	
	
	
	

	
	
	
	
	
	

	3.0
	Method 2
	
	
	
	

	3.1
	
	
	
	
	

	3.2
	
	
	
	
	

	3.3
	
	
	
	
	

	3.4
	
	
	
	
	

	
	
	
	
	
	

	4.0
	Midpoint Presentation
	
	
	
	

	4.1
	Discussion meeting
	
	
	
	All

	4.2
	Draft presentation
	Draft presentation
	
	
	

	4.3
	Dry Run
	Present to SVC
	10/17—
10/21
	
	

	4.4
	Revise presentation
	Final presentation
	
	
	

	4.5
	Deliver presentation
	Client presentation
	
	
	All

	
	
	
	
	
	

	5.0
	Method 3
	
	
	
	

	5.1
	
	
	
	
	

	5.2
	
	
	
	
	

	5.3
	
	
	
	
	

	5.4
	
	
	
	
	

	5.5
	
	
	
	
	

	
	
	
	
	
	

	6.0
	Analysis/Recommendations
	
	
	
	

	6.1
	
	
	
	
	

	6.2
	
	
	
	
	

	6.3
	
	
	
	
	

	6.4
	
	
	
	
	

	6.5
	
	
	
	
	

	
	
	
	
	
	

	7.0
	Final Report & Presentation 
	
	
	
	

	7.1
	Discussion meeting
	
	
	
	All

	7.2
	Draft report
	Draft report
	
	
	

	7.3
	Draft presentation
	Draft presentation
	
	
	

	7.4
	Dry run presentation
	Present to SVC
	
	
	

	7.5
	Revise report
	
	
	
	

	7.6
	Revise presentation
	Final presentation
	
	
	

	7.7
	Prepare final report
	Final report
	
	
	

	7.8
	Deliver presentation & report
	Finals to client
	12/12
	
	All
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