
The Scope Creep Stopper Checklist
For IT Services & Digital

Transformation Founders
Protect your projects from expanding beyond the contract — 

without awkward client conversations or constant renegotiation.

Pre-Project Clarity
1. The project scope is clearly documented before work begins.
2. All deliverables are listed with specific outcomes and acceptance criteria.
3. The timeline is tied to defined milestones rather than open-ended phases.
4. Responsibilities are clearly defined between your team and the client.

Proposal Structure
1. The proposal outlines what is included in the project.
2. The proposal also clearly states what is not included.
3. Assumptions are documented (for example: data availability, client 

resources, or system access).
4. The project includes a defined number of revisions or iterations.

Communication Boundaries
1. The client has a clear primary point of contact.
2. Requests outside the scope are routed through a formal process.
3. Project communication occurs through a single agreed channel (not 

scattered emails and messages).
4. Major decisions are documented in writing.

Change Management
1. There is a defined process for handling scope changes.
2. New requests are reviewed for time and cost impact before work begins.
3. Additional work is priced and approved before the team proceeds.
4. Change orders are documented and signed when required.

Delivery Discipline
1. The team tracks actual hours against estimated hours.
2. Weekly project check-ins identify scope drift early.
3. New tasks are evaluated against the original scope before being accepted.
4. The team feels comfortable pushing back on work outside the agreement.

INSTRUCTIONS
Before starting your next project, run through this checklist. Answer each statement: Yes / No / Not Sure

You’re not fixing anything yet. You’re identifying where scope creep usually begins.
Every “No” or “Not Sure” is a place where additional work can quietly slip into the project.

If you’re seeing signs of scope creep in your current 
projects, it may be time to tighten how work is 
structured and priced.

What Your Answers Reveal Why This Is Important

Most scope creep doesn’t start with a big request.
It starts with small favors, unclear boundaries, and 

undocumented assumptions.

Scope creep is one of the most common profit leaks 
in IT services businesses. When projects expand 

beyond the original agreement, it creates:

The problem isn’t bad clients. It’s unclear structure.
When expectations and boundaries are clear at the 
beginning, projects run smoother for both the client 

and the team.

1. Hidden labor costs
2. Overworked teams
3. Delayed timelines
4. Reduced project profitability

1. 0–3 “No / Not Sure”:  Your projects likely have 
strong scope protection.

2. 4–7 “No / Not Sure”: Some scope expansion 
may be happening quietly during delivery.

3. 8+ “No / Not Sure”: Scope creep is likely eating 
time, margin, and team capacity.

Book Your Free Clarity Call:

YES NO NOT
SURE

Book a free 15-minute Financial Clarity Review and we’ll 
identify where projects may be quietly eroding margin. https://www.alzaelevate.com/


