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PROJECT DEFINITION
	PROJECT MANAGER

	

	Full Name :
	     

	Data Created:
	     
	Last Revised:
	      

	

	OVERVIEW:  Briefly introduce the project. how did it come about? why are we undertaking it? what is the problem or opportunity?

	

	Type text:
     

 FORMTEXT 
     

 FORMTEXT 
     


	GOAL: encapsulate the project’s goal in one sentence. what are you tying to accomplish?

	

	Type text:

     

 FORMTEXT 
     

 FORMTEXT 
     

	

	BENEFITS:  who will benefit from this project? how will this project benefit the group?

	

	Type text:

     

 FORMTEXT 
     

 FORMTEXT 
     


	SUCCESS CRITERIA:  list the activities that must be accomplished in order to achieve the project goals

	

	Type text:

     

 FORMTEXT 
     

 FORMTEXT 
     


	APPROACH:  describe the approach, or strategy for your project. for example, will you be developing a system in house, or purchase a vendor package? will the project be delivered in phases as part of a larger project? will you developing prototypes or pilots? if working with a new technology, will there be a critical decision point where you will decide to move forward or implement a contingency plan?

	

	Type text:

     

 FORMTEXT 
     

 FORMTEXT 
     


	ASSUMPTIONS:  what circumstances or events, that are outside of the project teams control, need to occur for the project to be successful? (i.e. resources, policies, schedules, technologies, etc…)

	

	Type text:

     

 FORMTEXT 
     

 FORMTEXT 
     


	CONSTRAINTS:  describe the things that might restrict, limit or regulate the project. often constraints are not controlled by the project team (i.e. resources, policies, schedules, technologies, funds, …)

	

	Type text:

     

 FORMTEXT 
     

 FORMTEXT 
     


	

	

	SCOPE: define the products and /or services that will be included (in scope) and excluded (out of scope) from this project

	


	In Scope
	Out of Scope

	Type text:

     

 FORMTEXT 
     

 FORMTEXT 
     

	Type text:

     

 FORMTEXT 
     

 FORMTEXT 
     



	STAKEHOLDERS, ROLES & RESPONSIBILITIES: people or areas that should be involved or may be affected by the projects activities or results


	
	Name
	Title
	Project Responsibility

	Sponsor:
	
	
	

	Project Manager:
	
	
	

	Project Team:
	
	
	

	
	
	
	

	Audience /Impacted Users:
	
	
	


	RISK PLAN: risk factor  refers to an uncertain occurrence that may interfere with the project goals. it may be related to a product, service, process, resource, cost, or schedule. 
risk rating is the product of the probability of an event times it’s potential consequences (impact) 
high: 3  medium: 2    low: 2


	Risk Factor
	Risk Probability

(3,2,1)
	Project Impact

(3,2,1)
	Risk Rating  *
	Mitigation Strategy

	Project Manager:
	
	
	
	

	Audience /Impacted Users:
	
	
	
	


	TIME LINE:  

	


	Milestone: A milestone is an important event in the life of a project that often relates to the completion of a major deliverable. A deliverable is a project output (i.e. a product, service, process, or plan)
	Completion Date: 
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