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1. Primary Points of Contact

	Project Role
	Name
	Location
	Phone
	Fax
	Cell/Pager
	Email

	Senior Project Co-Sponsor
	[Sponsor’s name]
	XXX
	XXX
	XXX
	
	XXX

	Senior Project Co-Sponsor
	[Sponsor’s name]
	XXX
	XXX
	XXX
	
	XXX

	XXX

Manager
	[Sponsor’s name]
	XXX
	XXX
	
	XXX
	XXX



	XXX

Manager
	[Sponsor’s name]
	XXX
	XXX
	XXX
	XXX
	XXX

	Project Manager
	[Project Manager’s name]
	XXX
	XXX
	XXX
	
	XXX


2. Project Overview

2.1 Current Situation Understanding

[describe what circumstances are driving the project (e.g. competitive situation, need to utilize new technology, focus on specific new leadership priorities…)]

2.2 Business Objectives of the Project

[goal and expected outcomes]

2.3 High-level Project Description 
[Executive level brief summary of what the project will provide and how]

3. Project Scope

3.1 Scope of Project Effort

This will create boundaries around the project: who will be impacted (numbers, locations, duration…)

3.2 Scope of Impact

[What fulfillment of goals will provide the company]

3.3 Scope of Resources

[Who will work on the project – groups involved, time commitments]

3.4 Areas Out-of-Scope

[This is the flip side of boundary setting – what aren’t you going to do?]

3.5 Other Assumptions

· Management is committed to support the program by: [specify what you will need from management to be successful]

· [other conditions which will have to be true for project to be successful (e.g. available resources, training provided, space requirements, technology provided…)]

4. Project Approach

4.1 Approach Overview 

[This is how you will conduct the project.]

4.2 Major Project Activities and Deliverables

	Activity
	Description/Purpose
	Deliverables

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


4.3 Project Schedule

Overall Schedule

· Expected Project Start and Finish: [start date] – [end date]

Project Timeline - Key milestones

[Month 1]

[Month 2]

[Month 3]

4.4 Management Control Activities

	Control Activity
	Participants
	Frequency
	Description/ Purpose

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


5. Project Organization
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5.2 Key Roles and Responsibilities

	Role
	FTEs
	Effort
	Responsibilities

	
	
	
	· 

	
	
	
	· 

	
	
	
	· 

	
	
	
	· 

	
	
	
	· 

	
	
	
	· 

	
	
	
	· 


6. Project Financials

6.1 Estimated Project Costs

	Category
	Source
	# FTEs
	# Wks

	PRELAUNCH STAGE
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	POSTLAUNCH STAGE
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


6.2 Expected Financial Benefits
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