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Introduction

Problem/Opportunity Statement(s)

<List one or more problem /opportunity statements in this section of the document. When writing the statements keep in mind that you are answering the following question: What problem are we solving or what opportunity are we trying to seize?>

For example:

“To prevent further erosion of our market share in the equities market our company must develop an online security trading system that offers reduced trading commissions” or
“The acquisition of an online clearing house will provide our company with additional revenues from online purchases that use our credit card product”.
Goals
<List project goals in this section. When writing the goals, remember that you are answering the following question: Where do you want to get to and by when?
For example:
“Prepare and launch the space shuttle Atlantis on March 4, 2002, from Cape Kennedy, Florida” or

“Purchase Siebel Software’s CRM software package by May 3, 2004 and implement all of its modules by June 1, 2005”
Objectives

<List project objectives in this section. When writing the objectives, remember that you are answering the following question: How are you going to get there? Also, remember to use the SMART methodology (Specific, Measurable, Assignable, Realistic, Time-related>

For example:

“Complete the registration process for enrolment in the first year of the BCIT Operations Management program by no later than April 2004” or

“Save $5,000 by the end of August 2004 in order to pay ABC Training Inc. the required tuition fees for the PMP preparation course”
Scope Inclusions and Exclusions
<Provide brief overview of what is included and what is NOT included in the scope of this project.
For example:

“The scope of the project includes:

Three-bedroom, two-bathroom Victorian-style home and a two-car garage

The scope of the project does not include:

Pool, landscaping and fence”>

Rough Order Magnitude (ROM) Budget and Schedule
Establish priorities

Scope vs.

Budget vs.

Time

Assign “Importance Factors” (percentage weights)

e.g. Scope and Quality Importance Factor – 60%

Duration Importance Factor – 30%

Budget Importance Factor – 10%

Include estimates with +/- qualifiers

+75%; -25% for familiar projects

Justification and Strategic Alignment
<Include a discussion/analysis of a justification for the project.  These may include:
· Financial return (ROI, IRR or NPV calculations)
· Risk management

· Consistency with values

· Consistency with strategy
· Regulatory/government-mandated>
Risk Management
Assumptions

<Include several (but no more than 5 or 6) assumptions in the table below. 
Assumptions are typically “good” things that are supposed to happen on your project, but you are not entirely sure they will happen
e.g. “We assume that all the resources required for the successful delivery of this project will be available”>
	ID
	Description

	A1
	

	A2
	

	
	


Constraints

< Include several (but no more than 5 or 6) constraints in the table below. 
Constraints are the certain things that constrain your options with respect to the successful delivery of project products or services. They typically include deadlines, budgets, availability of resources, etc.
e.g. “The budget of the project was capped at $100,000”> 

	ID
	Description

	C1
	

	C2
	

	
	


Risks
< Include several (but no more than 5 or 6) risks in the table below. 
Risks are the uncertain things that can jeopardize the project success.

e.g. “There is a possibility of major contractor’s employees going on strike”> 

	ID
	Description

	R1
	

	R2
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	Project Sponsor
	

	Project Manager
	

	Business Sponsor
	

	<Project Stakeholder 1>
	

	<Project Stakeholder 2, etc.>
	



