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< Project name goes here >		

[bookmark: _GoBack]PROJECT OVERVIEW/OBJECTIVE
[bookmark: _Toc71684367][bookmark: _Toc127588218]Background
In a few paragraphs, introduce the project and why we are doing it.

[bookmark: _Toc127588219]Current Situation
Provide a background and description of project, including factual information on the current situation and business need.  What is the impact of the current situation? Is there anything depending on this project?

[bookmark: _Toc127588220]Project Objectives
What does the project hope to achieve?

[bookmark: _Toc71684368][bookmark: _Toc127588221]Scope
Detail what is included (deliverables) within the scope of this project.

[bookmark: _Toc127588223][bookmark: _Toc71684371]Desired Outcomes
Summarize the desired end result(s) of the project.

[bookmark: _Toc127588224]Stakeholders and End Users
Identify the primary / key stakeholders and users impacted by the project.  

The following Stakeholders and End Users have been identified:

	Stakeholder
	Job Function / Impact

	List the stakeholder (manager level and above)
	Add the job function or the area of impact

	
	

	
	

	
	

	
	




[bookmark: _Toc71684374][bookmark: _Toc127588225]Dependencies
List dependencies that have been identified and are being actively managed.  These could be dependencies on other projects, resources, people or business areas/functions.

The following dependencies have been identified and are being actively managed:

	Dependency
	Description
	Dependency Type
	Coordination Approach

	List the dependency name
	Add a brief description of the dependency
	Are we dependent on the project?  Are they dependent on us? Or both?
	What measures are in place to manage the dependency?

	
	
	
	

	
	
	
	

	
	
	
	



[bookmark: _Toc71684375][bookmark: _Toc127588226]Risks / Issues
List any risks / issues that have been identified and are being actively managed.  Include high-level risks and issues rather than smaller day-to-day ones.

The following project risks have been identified and will need to be managed to ensure the project is successfully executed on schedule:

	Risk / Issue
	Likelihood / Impact
	Mitigation Approach

	List the risk / issue name
	What is the likelihood it will occur?  If it does occur, how significant is the impact?
	What mitigation approach will be used to manage the risk?

	
	
	

	
	
	

	
	
	


[bookmark: _Toc71684376]
[bookmark: _Toc71684377][bookmark: _Toc127588227]Assumptions
Clearly detail all assumption in relation to this project.  

The following Assumptions have been identified at this time:

· Assumption #1
· Assumption #2
· Assumption #3
· Assumption #n


[bookmark: _Toc71684393][bookmark: _Toc127588250]PROJECT REQUIREMENTS
This section should provide the detail on the project requirements.

[bookmark: _Toc127588251]Requirement Format
	Number
	Requirement Title
	Requirement Description

	
	
	

	
	
	

	
	
	




[bookmark: _Toc71684404][bookmark: _Toc127588253]PROJECT DELIVERABLES
This section should provide the detail on the planned project deliverables.

PROJECT SCHEDULE CONSIDERATIONS
[bookmark: _Toc71684405][bookmark: _Toc127588254]Critical Dates
List any Critical Dates that must be met to ensure the project is a success.  For example:

The system must be implemented by August 14 to enable 2006/07 tax statements to be produced.

[bookmark: _Toc127588255]Constraints and Dependencies
Include any constraints and dependencies that may impact the project’s ability to achieve the planned outcomes.


PROJECT EXECUTION
This section should provide detail on the project execution including detail on the work breakdown.
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