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1 Executive Summary
The Executive Summary briefly and concisely describes the project, its benefits, and the estimated timetable for completion.  Its purpose is to express in terms suitable for perusal by busy executives what you want to do, why it is good, and when it can be delivered.  The remainder of this document should be built around supporting all the representations made in the Executive Summary.
Background
Include one or two paragraphs describing the history behind the proposed project.  Why is it important for us to do the project?

Scope (X months or years in duration)
·  Bulleted list of the project’s major steps and activities
Outcomes / Expected Benefits
· Bulleted list of the project’s major outcomes / expected benefits
Project Scope
	Project Name:



	Project Sponsor(s):


	Project Manager:



	Project Start Date:


	Project End Date:  



	Goals / Objectives (Succinctly captures the project’s goals and objectives.  Good objective statements should identify the time and performance elements of a successful project implementation):


	Background / Narrative (Describes the history behind the project.  Answers the question – “Why are we doing this project?”.  Identifies the ‘drivers’ that compel the University to do the project.):


	Project Deliverables (Tangible and intangible products, processes, results and services provided by the project):

1. 

	Project Boundaries (Empowerment limits, project constraints, and things that will not be done as part of the project):



2 Expected Benefits
	Project Name:



	Project Sponsor(s):


	Project Manager:


	Project Start Date:


	Project End Date:  



	
	How the Objective Benefits:
	How the Objective Supports the University’s IT Strategic Plan

	Project Objective
	Students
	Faculty
	Staff
	Administration
	

	1. 
	
	
	
	
	

	2. 
	
	
	
	
	

	3. 
	
	
	
	
	

	4. 
	
	
	
	
	

	5. 
	
	
	
	
	


3 Preliminary Project Timeline
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Describe, with a supporting schedule chart, the estimated duration of the entire project, broken down by major phases.  Include the proposed start and end dates and key project milestones.

4 Preliminary Staffing Requirements

Describe the roles of the core project team and supporting non-team subject matter experts.  Diagram relationships using an organizational chart structure, if feasible.  Itemize roles as follows:

Core Project Team Roster

List the candidate individuals who will constitute the near full-time core project team.  Itemize each role, the required skills for the role, and the name and position of the target person to fill the role (with alternative qualified candidates if feasible).

	Role
	Qty
	Required Skills
	Name / Position of First Choice(s)
	Name / Position of Alternate Choice(s)

	1. 
	
	
	
	

	2. 
	
	
	
	

	3. 
	
	
	
	

	4. 
	
	
	
	

	5. 
	
	
	
	

	6. 
	
	
	
	

	7. 
	
	
	
	

	8. 
	
	
	
	

	9. 
	
	
	
	

	10. 
	
	
	
	


Supporting Subject Matter Experts

List the individuals who will not be members of the core project team but whose specialty expertise will be necessary to the project from time to time.  Itemize each non-team role, its knowledge area or expertise, name and position of the target person to fill the role (with alternative qualified candidates if feasible), specification of that individual’s key expertise relevant to the project, and an estimate of the time the individual would need to allocate to the project.
	Role
	Qty
	Knowledge Area / Expertise
	Name / Position of First Choice(s)
	Name / Position of Alternate Choice(s)
	Time Allocated to Project

	1. 
	
	
	
	
	

	2. 
	
	
	
	
	

	3. 
	
	
	
	
	

	4. 
	
	
	
	
	

	5. 
	
	
	
	
	

	6. 
	
	
	
	
	

	7. 
	
	
	
	
	

	8. 
	
	
	
	
	

	9. 
	
	
	
	
	

	10. 
	
	
	
	
	


5 Preliminary Risk Assessment

Identify the potential problems that could negatively impact the project.  This is an initial attempt to identify the project’s potential problems, strategies for preventing their occurrence, and contingency actions in the event that they do occur.  A more thorough analysis of potential problems will also occur during PM STEP 5 – Perform Project Risk Analysis.
	Potential Problem
	Preventive Actions
	Contingency Actions

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	

	5. 
	
	

	6. 
	
	

	7. 
	
	

	8. 
	
	

	9. 
	
	

	10. 
	
	


6 Preliminary Assumptions

Include a list of succinctly stated assumptions that must hold true for the project to succeed.   Assumptions can also be thought of as critical success factors.  Each assumption should include an impact statement, which describes what would happen to the project’s budget, timeline or staffing needs if the assumption is violated.

	Assumption
	Impact to Project’s Budget, Timeline, or Staffing Needs if Assumption is Violated

	1. 
	

	2. 
	

	3. 
	

	4. 
	

	5. 
	

	6. 
	

	7. 
	

	8. 
	

	9. 
	

	10. 
	


7 Preliminary Budget
Estimated project related costs for various spending categories.

	A.  INFRASTRUCTURE

	Description
	Quantity
	Per Unit Cost
	Total Cost

	
	
	
	

	
	
	
	

	
	
	
	

	Total Infrastructure
	

	B.  SOFTWARE AND OPERATING SYSTEM LICENCES

	Description
	Quantity
	Per Unit Cost
	Total Cost

	
	
	
	

	
	
	
	

	
	
	
	

	Total Software and Operating System Licenses
	

	C.  CONSULTING

	Description
	Quantity
	Per Unit Cost
	Total Cost

	
	
	
	

	
	
	
	

	
	
	
	

	Total Consulting 
	

	D.  TRAINING

	Description
	Quantity
	Per Unit Cost
	Total Cost

	
	
	
	

	
	
	
	

	
	
	
	

	Total Training
	

	E.  TEMPORARY STAFF

	Description
	Quantity
	Per Unit Cost
	Total Cost

	
	
	
	

	
	
	
	

	
	
	
	

	Total Temporary Staff
	

	G.  OTHER PROJECT COSTS

	Description
	Quantity
	Per Unit Cost
	Total Cost

	
	
	
	

	
	
	
	

	
	
	
	

	Total Other Project Costs
	

	Total Project Estimated Cost Less Contingency
	

	Contingency (25%)
	

	TOTAL PROJECT ESTIMATED COST INCLUDING CONTINGENCY
	


8 This Project and Its Impact On or By Other Projects
Identify other projects that will either be impacted by this project, or will have an impact on this project.
Projects Impacted by this Project
	Name of the Other Project
	How the Other Project will be Impacted by this Project

	1. 
	

	2. 
	

	3. 
	

	4. 
	

	5. 
	


Projects that will Impact this Project
	Name of the Other Project
	How this Project will be Impacted by the Other Project

	1. 
	

	2. 
	

	3. 
	

	4. 
	

	5. 
	


9 This Project and Its Impact On or By Existing Systems

Identify existing systems that will either be impacted by this project, or will have an impact on this project.
Existing Systems Impacted by this Project
	Name of the Existing System
	How the Existing System will be Impacted by this Project

	1. 
	

	2. 
	

	3. 
	

	4. 
	

	5. 
	


Existing Systems that will Impact this Project
	Name of the Existing System
	How this Project will be Impacted by the Existing System

	1. 
	

	2. 
	

	3. 
	

	4. 
	

	5. 
	


10 This Project and Its Impact On or By Existing Infrastructure

Identify existing infrastructure that will either be impacted by this project, or will have an impact on this project.
Existing Infrastructure Impacted by this Project
	Existing Infrastructure Item
	How the Existing Infrastructure Item will be Impacted by this Project

	1. 
	

	2. 
	

	3. 
	

	4. 
	

	5. 
	


Existing Infrastructure that will Impact this Project
	Existing Infrastructure Item
	How this Project will be Impacted by the Existing Infrastructure Item

	1. 
	

	2. 
	

	3. 
	

	4. 
	

	5. 
	


11 Recommendations / Next Steps

Recommend the project as the solution to the business problem, and summarize the reasons why it is the best approach.  You may also include any of the following sections, as appropriate:

· Funding Considerations (how project can be funded)

· Organizational Changes:

· who will be affected by project

· changes in procedures that affect organizational reporting or structure

· resistance to change

· why acceptance of change is critical to success of project

· Performance Measures

· Implementation Issues
· Next Steps

12 Appendices
Attach supporting data, research reports, associated documents and other supporting materials as necessary.
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