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	Objectives and Scope
	
	
	


Business Problems/Opportunities

Describe the current business problem(s) to be solved and/or future opportunities. 

Objectives

Identify what will be accomplished by this project.  Clearly state the business objectives and improvements that will be achieved by this project.  Remember that objectives should be defined using the SMART principle (Specific, Measurable, Achievable, Realistic, and Timely).

Project Scope

Define the boundaries for the project.  Include what is and is not included in the span of this project (may be best shown in a table format).  Be sure to take into account all items or functions that may be considered in the realm of the project as well as people and organizations both internal and external that may be affected by the project objectives.  

	In Scope
	Out of Scope

	
	


Deliverables/Requirements and Acceptance Criteria

List a clear description of what will be delivered by the project activities.  Be sure to include project documentation as well as products.  It may be helpful to classify the items by mandatory, optional, and “nice to haves”.  Define the conditions that must be met in order for products to be considered complete.

Assumptions
Document the assumptions made in developing the information contained in this document.

	Resources, Roles and Responsibilities
	
	
	


Identify resources (technology – software and hardware, personnel, contractors, subject matter experts, etc.) necessary to accomplish the objectives of the project. 

Example:

26 NT Workstations by xx/xx

Project Sponsor – champions the project, provides/secures resources, addresses barriers – PT

Project Manager – controls day to day project activities and project scope, budget, and schedule commitments/expectations – FT

	Risks, Impact and Contingencies
	
	
	


Describe items that may become barriers to project progress and achievement of project objectives.

	Risk
	Impact on Project
	Contingencies/Counter-Measures

	Brief Description.    
	Describe schedule, cost, resource impact
	Brief Description


	Project Milestones
	
	
	


Summary of project milestones depicting when key deliverables will be completed.  For example: 
Initiation, Analysis, Design, Develop, Implement.  May be an extract from Microsoft Project schedule.

	Estimated Costs
	
	
	


Identify any expenses and labor costs associated with the project. May be documented in a separate spreadsheet
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