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Project Overview

Provide a high level description of the project that includes the background and context for why it is being undertaken. Speak to the business value of the work being performed. 

Project Objectives & Success Criteria

List the Project Objectives in the table below. The Objectives are what you hope to achieve by undertaking this project. Next list Success Criteria for each Objective. The Success Criteria describes how you will know if the project was successful at meeting that Objective. Success Criteria must be SMART: Specific, Measurable, Attainable, Realistic, and Time-bound. Examples listed in table below.  
	#
	Objective
	Success Criteria

	Ex 1
	Implement a new XYZ solution to replace the outdated legacy system before the current contract expires.
	The XYZ solution is implemented by/before 12/31/2015. 

	Ex 2
	Reduce annual IT Operating costs.
	Annual operating costs associated with XYZ are reduced by 10%.

	Ex 3
	Improve customer service by improving the turnaround time for processing XYZ requests.
	XYZ requests are completed within 48 hours. 

	Ex 4
	Reduce the amount of manual labor required to perform XYZ business function.
	State labor hours to perform XYZ business function are reduced by 10% annually.
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Project Scope

Scope statements are used to define what is within the boundaries of the project and what is outside those boundaries. Examples of areas that could be examined are data, processes, applications, or business areas. The following types of information can be helpful:

· The types of deliverables that are in scope and out of scope (business requirements, current state assessment)

· The major life-cycle processes that are in scope and out of scope (analysis, design, testing)

· The types of data that are in scope and out of scope (financial, sales, employee)

· The data sources (or databases) that are in scope and out of scope (billing, general ledger, payroll)

· The organizations that are in scope and out of scope (human resources, vendors)

· The major functionality that is in scope and out of scope (decision support, data entry, management reporting)

In Scope:
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Project Milestones, Deliverables & Schedule

List the project’s major milestones, deliverables, and the target dates for their delivery. This list should reflect overall project deliverables/outcomes, as well as the delivery of key project management or other project-related work products. 

	Milestone/Deliverable
	Target Delivery

 Date or Range

	Project Start Date
	

	
	

	
	

	
	

	
	

	
	

	Project End Date
	


Stakeholders

List the key internal (e.g. departments, functional areas, etc.) and external entities who will be impacted by this project. Provide a brief description of the impact for each. 
	Stakeholder Group
	Impact

	Financial Services
	New method to collect registration fees

	
	

	
	

	
	

	
	

	
	


Estimated Project Cost
List the estimated project costs below. Add lines as needed for other types of costs that aren’t listed in the table. Use the project’s approved ABC form for reference, but be sure the table below includes any new or updated cost information obtained since the project’s ABC form was approved. 
	Description
	One-Time Cost
	Annual Reoccurring Cost

	Configuration/Installation/Implementation
	$
	$

	Hardware
	$
	$

	Equipment
	$
	$

	Software/Licenses
	$
	$

	State Labor
	$
	$

	Project Management (contracted services only)
	$
	$

	Other Professional Services
	$
	$

	Service Level Agreement/On-going Maintenance Costs
	$
	$

	Hosting Provider
	$
	$

	
	$
	$

	
	$
	$

	Totals
	$
	$


Assumptions, Dependencies & Constraints
Provide a list of project Assumptions, Constraints and Dependencies. Assumptions are factors that, for planning purposes, are considered to be true, real, or certain without proof or demonstration. Inaccurate, incomplete or inconsistent assumptions will create project risks and may adversely affect project scope, schedule and/or cost. Constraints are limitations placed upon the project that the Project Manager and Team must work within. Dependencies are completed, ongoing or future projects, or other external factors that this project is dependent on in order to be successful.
	#
	Type

(Assumption, Dependency or Constraint)
	Description
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Project Risks

Project risks are characteristics, circumstances, or features of the project environment that may have an adverse effect on the project or the quality of its deliverables. Identify known risks below, the impact and probability of occurrence, and the plan (i.e., the specific activities to perform) to eliminate or mitigate the risk. 
	#
	Risk Description
	Impact

(H/M/L)
	Probability (H/M/L)
	Risk Plan
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Approvals

	Role
	Name and Title
	Signature
	Date
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