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Scope Doc. 
Ensure you and you line manager are 
aligned regarding the existing situation 
and issues 

Exercise - get your line manager to list 
key issues to identify gaps/ confirm 
alignment with you

This is your elevator pitch, making sure you can describe 
your vision in a succinct way highlighting key benefits. Help 
people to picture your service and gain buy in. 

The objectives need to be simple to measure 
and provide you with tangible evidence that will 
support a case to sustain the service. 

Knowing what out of scope helps prevent scope creep, 
gives you the confidence to say No to random additions 
to the plan by saying - It’s out of scope for phase 1, it’s 
here in phase 2 etc. Adding in something new either will 
change the timelines or mean something else moves out 
of scope. 

Milestones are what you have done, not 
what you are going to do, taking time to 
work these out across you timeline, 
they will help frame your project plan. 
They need to be realistic 

Understand what data you will need to ensure the service 
is running effectively (performance data). What are your 
stakeholders data needs? Ensure you can demonstrate 
impact related to organisational strategic objectives too. 
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