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	Project
	
	Start Date
	

	Name
	
	
	

	Project
	
	Prioritization
	

	Manager
	
	
	

	Owner(s)
	
	Scheduled
	

	
	
	Completion
	

	
	
	Date:
	


	Purpose
	Overview. Briefly describe the business case. What is your project going to accomplish?
	

	
	Why does it matter to the organization?
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Scope
	What will be achieved? Clearly define ‘what is in and what is out.’
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	

	Objectives
	
	Success criteria. If they are completed, the project mission will be accomplished.
	
	

	
	
	Follow SMART guidelines. Many projects will have more than one objective.
	
	
	

	
	
	
	
	



Assumptions
Document things that must be true for the project to complete successfully.

What are the “givens” or realities upon which the project is based?


Constraints
Limits placed on the project or project team Document any internal or external

circumstances or events that could limit project.



Time/Decision

Points



List key events which usually represent a significant deliverable or other significant milestone. Start and end dates are helpful. This section is also a good place to document important information pertaining to dates. For instance, if an end date is required by a policy or regulation, that should be documented here.



	Measurement
	
	
	
	

	
	Basis for quantifying quality. Use this section to communicate how the
	
	

	Criteria/Quality
	project team can insure that they will provide a product that not only meets the
	

	
	specifications, but also successfully addresses all quality criteria.
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Major
Define risk events which can affect the project’s success. In this section, define any

Risks
event, which can affect the project’s success. These events can affect the project negatively OR positively. Defining positive risks can help teams focus on ways to optimize opportunities


KEY STAKEHOLDERS


Name

Project Core

Team:

Subject Matter

Experts (SME)

APPROVALS

	
	Type Name
	Signature
	Date

	
	Project Manager Approval:
	
	

	
	
	
	

	
	Sponsor Approval:
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