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Important Elements to Include

	Project Name
	

	Project Description / Statement of Work

	Describe what the project is and briefly explain the basic elements of your project.


	Business Case / Statement of Need (Why is this project important now?)

	Why is this project important now? Describe what problem it solves and what gave you the opportunity to make this idea a reality. 

	Identified Stakeholder & Their Roles

	NAME 1: Title and Role on this Project

	NAME 2: Title and Role on this Project

	Project Definition	

	Project Goal
	What is the goal of this project?

	In Scope / 
Out of Scope
	What product, service, or result do you expect to get from this project? What actions will your team take to undertake the project? It’s also important to mention what your team will not do.

In Scope
· Identify project work/tasks that is in scope
Out of Scope
· Identify work/tasks NOT to be done by this project

	Project Deliverable(s)
	Identify key deliverable(s) that will define success for this project

	Project Constraints / Assumptions/Risks/Dependencies

	Constraints: These are the limiting factors that impact your project in a particular way. 
Assumptions: Factors that you are relying on in order to succeed in your project.
Risks: Anything that might get in the way of your team trying to accomplish your project goals.
Dependencies: These are essential elements of the project.

	Implementation Plan / Milestones 

	What
	When
	Who

	
	
	

	
	
	

	Communication Plan (What needs to be communicated? When is communication needed? To who? How?)

	What needs to be communicated? When is communication needed? To who? How?


	Change Management / Issue Management

	How decisions will be made? How changes will be made?




