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Project Name: 
Date:
Project Overview / Executive Summary
NOTE:  Describe the background business context, opportunities, and the goals for the project.  What is the problem being solved?

The ‘Why’
NOTE:  Why this project is being proposed? What is the benefit to the organization by implementing this project?

[bookmark: _Toc48054417]Scope Overview
NOTE:  In this section, define the logical boundaries of your project. Scope statements are used to define not only what is within but also what is outside the boundaries of the project. Examples of areas that could be examined are people, data, processes, applications, and business areas. Include integration planning.

[bookmark: _Toc48054418]In Scope
· 
[bookmark: _Toc48054419]Out of Scope
· 
[bookmark: _Toc48054420]Assumptions
· 
Current State Metrics
· 
[bookmark: _Toc48054432]Goals
Note: Describe the project goals using SMART – Specific, Measurable, Attainable, Realistic, Time Bound. These goals should be used to determine the project’s success at its conclusion.
· 
High Level Milestones 
NOTE:  List any known milestone dates that have been established by the business owner or vendor.  Identify ‘time bombs’, i.e. contractual obligations, facility openings, regulatory requirements, etc.  These dates will be included in the project schedule in the project management platform.

	Milestone
	Date

	
	

	
	



Estimated Time to Implement:
NOTE:  This is a high-level estimate that includes all phases of a project – design, develop, test, train, go-live, stabilize/assess.

[bookmark: _Toc48054425]Financial Summary & Resource Overview 
NOTE:  This section should provide a high-level summary of the required capital and operating costs associated with the delivery of the defined project scope within the specified implementation timeline as well as any funding limitations.
 
[bookmark: _Toc48054421]Revenue Generation
· 
Expense Reductions
· 
Soft Savings
· 
Capital Costs
· 
[bookmark: _Toc48054422]Operating Costs
· 

Facility / Space Considerations
NOTE:  This section identifies any needs related to the physical space of the project.  Examples:  Network, Power, HVAC, Electrical, Lighting, Move-in/out timelines, Asset removal/installation, cosmetic/finishes.

[bookmark: _Toc48054433]Potential Risks
NOTE:  List limitations that might affect the outcome)

Change Management - ADKAR
	Category 
	Questions 
	Responses 

	Awareness - of the need for change 
	Why is this change needed? Why do we need to change now? What is the risk of not changing?  
	 

	Desire - to participate and support the change 
	What is in it for the team?  
	 

	Knowledge - on how to change 
	How will we train on processes and tools?  
	 

	Ability - to implement required skills and behaviors 
	How will we ensure that team members can perform their new skills proficiently and how will we measure achievement of the desired change in performance and behavior?  
	 

	Reinforcement - to sustain the change 
	What actions will we take to increase the likelihood that a change will be continued?  
	 


Stakeholders
NOTE:  An individual, group, or organization, who may affect, be affected by, or perceive itself to be affected by a decision, activity, or outcome of a project.
	DOCI
	Description
	Name, Title, Department 

	Driver
	Implement the decisions,
guide decision making, and
engages consultants and informed roles
	  

	Owner
	Only one, Final Approver
	  

	Consulted
	Consulted for their expertise, opinions based on the needs of the owner/driver
	  

	Informed
	Updated by the drivers,
not required for decision making, and consulted at times based on needs
	  



Team Members
NOTE:  Key team members, who will be responsible for deliverables related to this project.

	Name
	Title
	Department
	DOCI

	 
	 
	 
	 

	 
	 
	 
	 



[bookmark: _Toc188181818]Authorization and Executive Commitment
The following key stakeholders and sponsors have authorized the project team to apply resources to this initiative in pursuit of achieving its stated goal.
(These signatures need to be those sponsoring the project from the executive-level personnel. It may also include a department administrator (i.e.: department director) who is responsible for the operational implications resulting from the outcome of the implemented product of the project. This is not to be signed by the project manager)

_________________________________________________________  	_____________
 Signature						Title			Date
(Executive Sponsor)

_________________________________________________________  	_____________
 Signature						Title			Date
(Project Leader)        

