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Introduction:
This conference provides an in-depth exploration of best practices for managing project scope and requirements,
ensuring that projects are completed on time, within budget, and meet stakeholder expectations. It is designed to

equip participants with the skills to manage scope effectively and mitigate project risks related to scope creep and
misaligned requirements.

Conference Objectives:
By the end of this conference, participants will be able to:

¢ Define project scope clearly to meet stakeholder expectations.

¢ Use effective techniques for gathering and documenting project requirements.

Establish and manage change control processes to maintain project scope.
¢ Mitigate risks associated with scope creep and poorly defined requirements.

e Enhance communication with stakeholders to ensure alignment on project goals.

Target Audience:
¢ Project Managers.
e Business Analysts.
¢ Project Coordinators.
e Team Leaders.

* Professionals involved in project planning and execution.

Program Ouitline:
Unit 1:
Introduction to Project Scope Management:
¢ Defining project scope and its importance in project success.

» Key components of scope management.
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e The role of scope in managing project deliverables.
e Establishing scope boundaries.

¢ Understanding the link between project scope and requirements.

Unit 2:
Scope Definition and Documentation:
e Techniques for defining project scope.
¢ Developing a clear scope statement.
¢ Aligning scope with project goals and objectives.
e Using a work breakdown structure WBS to organize scope.

e Documenting project deliverables and scope exclusions.

Unit 3:

Requirements Gathering Techniques:
¢ Best practices for gathering requirements from stakeholders.
e Methods for capturing functional and non-functional requirements.
e Using interviews, surveys, and focus groups to gather information.
* Developing use cases and user stories.

¢ Documenting requirements clearly and concisely.

Unit 4:
Managing Stakeholder Expectations:
e |dentifying key stakeholders and their needs.
e Techniques for engaging stakeholders in the scope definition process.
¢ Balancing conflicting stakeholder requirements.
¢ Establishing a common understanding of project scope among stakeholders.

¢ Maintaining communication throughout the project lifecycle.
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Unit 5:
Scope Verification and Validation:
e Ensuring that project deliverables meet scope requirements.
¢ The role of validation in confirming project scope.
e Conducting scope reviews with stakeholders.
e Techniques for ensuring that the project scope is aligned with business needs.

e Managing scope validation throughout the project.

Unit 6:
Change Control and Scope Management:
e Establishing a formal change control process.
e |dentifying and managing scope changes.
¢ Assessing the impact of changes on project timelines and costs.
¢ Maintaining control over scope changes to avoid scope creep.

¢ Best practices for communicating scope changes to stakeholders.

Unit 7:

Managing Scope Creep:
e Causes of scope creep and its impact on project success.
¢ Early warning signs of scope creep.
e Techniques for preventing and mitigating scope creep.

¢ Balancing flexibility with control in managing scope changes.

Unit 8:
Tools and Techniques for Requirements Management:
e Overview of popular requirements management tools.
* How to use software for tracking and managing requirements.

e Integrating requirements management tools into project workflows.
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¢ Using visual models to document and communicate requirements.

* Best practices for maintaining a requirements traceability matrix.

Unit 9:

Risk Management in Scope and Requirements:

Identifying risks related to scope and requirements.

¢ Assessing the impact of poorly defined requirements on project success.
e Strategies for mitigating risks related to scope creep.

¢ Risk management tools for tracking scope and requirements risks.

¢ Developing contingency plans for scope-related risks.

Unit 10:
Continuous Improvement in Scope and Requirements Management:
¢ The importance of continuous improvement in scope management processes.
¢ Techniques for evaluating and refining scope and requirements management practices.
¢ Implementing feedback loops for ongoing process improvements.
e Using data and metrics to track scope management performance over time.

¢ Building a framework for sustained improvements in future projects.
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