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1 Executive Summary
1.1 Introduction

Introduce the project.  Provide any relevant background or context.

1.2 Project Justification

What is the justification for this project?  Why does this project need to occur?

1.3 Timeframe

What is the high level expected timeframe for this project?  This is not meant to substitute for the fully defined project plan, but rather to provide an overview.

When will the project start? When will it end?

Include any established estimates for major milestones, such as

· Design complete by XX

· Development work complete by XX

· Implemented by XX

1.4 Phase Overview

If applicable, describe how the project scope is broken into phases.  This would apply if certain functionality will be implemented in an initial phase, subsequent functionality in a second phase, etc.

Note that this may not apply for most small projects.  Many small projects will be limited to one phase.  If this section does not apply, delete it.

	Phase
	Objective
	Date

	
	
	

	
	
	


1.5 Budget Overview

Provide an overview of the budget required for this project.

How many and which people will be required to participate in the project?

Address whether there are expected costs in the following areas:

· Hardware

· Consultant Spend

· Vendor Spend

· Any other miscellaneous costs

2 Objectives

2.1 Project Objectives

What objectives is the project meant to achieve?

· Divide the objectives into the appropriate focus areas, such as patient/family satisfaction, staff satisfaction, compliance, fiscal responsibility, etc. 

· List the more specific objectives for each area.

· Include measurements or metrics that can be used to measure the impact that the project has made.  What measurements will allow us to determine whether the objective has been successfully met?

	Focus Area
	Objective
	Measurement

	Focus Area 1
	· Objective 1

· Objective 2


	· Measurement 1



	Focus Area 2
	· Objective 1

· Objective 2


	· Measurement 1




3 Assumptions, Constraints, and Risks

3.1 Assumptions

List any assumptions being made.  These should be documented so that everyone has a common understanding of what is being assumed and there are not surprises down the road. 

For example, is there an assumption that certain key resources or groups will be available to provide input on the project?  Is it assumed that the vendor will be fully regression testing their application?
· Assumption 1

· Assumption 2

3.2 Constraints

What constraints affect the project?  For example, are there any constraints regarding the timing of the project?  Is the entire project team planning to take three weeks off in December?  Will a certain key piece of functionality not be available from the vendor until XX date?  Do resources need to finish the project by XX date, because they will then be required to work on a different initiative?

· Constraint 1

· Constraint 2

3.3 Risks

What risks are known for the project?  Risks describe what might occur that could potentially impact the project in the future.  For example, is there a risk that a key vendor is on the verge of bankruptcy and make not be able to deliver?  Is there a risk that key resources may be pulled away to work on another high priority initiative?
· Risk 1

· Risk 2

3.4 Integration Areas

What other initiatives or groups need to be integrated with?  For example, is it known that a department is currently redesigning their workflow, and that those changes may impact this project’s design decisions?  Does the project need to integrate with corporate security standards?
· Integration Area 1

· Integration Area 2

3.5 Known Dependencies

Are there any known dependencies for this project?  For example, does the project rely on another project completing its implementation first?  Is the project dependent upon the vendor providing a key piece of functionality?

· Dependency 1

· Dependency 2

4 Scope 

4.1 In Scope

List items which are in the scope of this project.  This should be a summary of the high-level changes that will be implemented.  This is NOT intended to be a full list of detailed business requirements, but rather to provide a high-level understanding of the scope of the project  

· Scope Item 1

· Scope Item 2

4.2 Out of Scope

List any items which have been specifically called out of scope and will not be addressed by this project.   It is important that everyone have a common understanding of what will NOT be changing within the scope of the project.

For example, are there certain systems or processes which will be left as-is and not included in the project?  Are there certain existing issues which are not being addressed with the scope of this project?
· Out of scope 1

· Out of scope 2
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