The purpose of the Project Scoping Worksheets is to provide functional groups with a tool to investigate and record potential items that could be included in the scope of the project.
Distribution of Scoping Worksheets






 
Scoping worksheets are to be completed by functional groups responsible for each area. Below is a recommendation for distribution of each of the attached scoping worksheets.
	Worksheet
	Title
	Name
	Date

Completed

	Project Manager Scoping Worksheet
	Project Manager
	
	

	Business Impact Assessment Scoping Worksheet
	Project Manager
	
	

	Planning Section Scoping Worksheet
	Planning Director
	
	

	Real Estate Scoping Worksheet
	Real Estate PM
	
	

	Surveys Scoping Worksheet
	Principal Surveyor
	
	

	Environmental Documentation Scooping Worksheet
	Environmental Director
	
	

	Bridge Scoping Worksheet
	Bridge engineer
	
	

	Construction Scoping Worksheet
	District Area Engineer
	
	

	Design Scoping Worksheet
	Design Engineer
	
	

	Hydraulics Scoping Worksheet
	Hydraulic Engineer
	
	

	Maintenance Scoping Worksheet
	Area Maintenance Engineer
	
	

	Paving Scoping Worksheet
	Paving Engineer
	
	

	Traffic Scoping Worksheet
	District Traffic Engineer
	
	


In general, the scoping worksheets should be sent to the person that oversees each functional area (principal engineer or above). In many districts, multiple worksheets may be sent to one person, since they may oversee more than one functional area. District should complete the above table with the name of the person that will receive each worksheet so that it is done consistently across the district. The person that completes each worksheet should fill in the “Date Completed” box when it is finished.

Most items have check boxes associated with them in the worksheets. Below is guidance to aid in determining how to complete the checkboxes.

“Yes”- There is a known issue that needs to be addressed

“No”- As the project currently stands, the item is not an issue

“Not Needed”- The task is not needed

“Maybe”- The potential for an issue exists, but more information is needed to determine specifics

“Need”- The item is required because it currently does not meet standards, is required by law, must be included to accomplish purpose of the project, etc…

“Want”- The item is not required, but it would be ideal to address as part of the project

“Not”- The item is not applicable to this project
The list of items in the worksheets is not an exhaustive list, bur merely guidance to help functional groups scope individual projects. Districts should feel free to make changes to the scoping worksheets as they see fit.
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