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	Business Opportunity

	[PROBLEM: Work with the project sponsor to describe the business need or opportunity for initiating the project, specifically stating the business problem.]





	Business Objectives

	[List the desired OBJECTIVES of the business that will be the result of this project.
Summarize the criteria that must be met in order for the project to be accepted by the customer or sponsor.]






	Project Description

	[SOLUTION: Provide a high-level description of the project.  Provide high-level capabilities (features and functions) that will be delivered to meet stakeholders’ needs and satisfy the objectives.]






	Project Approach

	[Describe the structure of (i.e., Phased Approach, Project Lifecycle, etc.).  Provide a general description of the Project Methodology. Describe how the project will be implemented (i.e., discuss outsourcing plans or the hiring or temporary resources, the creation of various testing environments, etc.).]






	High Level Timeline/Milestones

	[Include a list of significant events in the project.  These can include the completion of key deliverables, the beginning or completion of a project phase or product acceptance. Also include the estimated completion date of each milestone.]

	Description
	Date

	
	

	
	







	Roles and Responsibilities

	[List the members of the project team and their role on the project.  Also list key stakeholders who are individuals, groups, or organizations that are actively involved in the project, are affected by its outcome, or can influence its outcome. ]

	Roles
	Responsibility

	Sponsor – Name
	[Make key decisions about project]

	Project Manager – Name
	[Oversee the project]

	Business Lead - Name
	[Provide business expertise]

	Technical Lead - Name
	[Provide technical expertise]

	Legal Lead - Name
	[Provide legal expertise]







	Organizational Chart

	[Provide an organizational chart for the project.]





	Funding

	[Identify the funding source and amount approved for the project.  List the initial range of estimated expenditures for the project.]





	Success Criteria

	[bookmark: _GoBack][Determine the definition of “success” for the project.  How will the sponsor know that the project has been a success?]





	Project Constraints

	[Document and identify known project constraints.  These may later be listed as risks during the project planning phase.]





	Project Assumptions

	[List any assumptions being made concerning the project.]





	Supporting Documents

	· Project Directory
· Project Kickoff Document
· Traceability Matrix
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