
Project Plan Document – [insert project name]


Start Date: 				 
Target Completion Date: 			

Project Sponsor:  	[person(s) responsible for broad direction and funding]
	(person has to have organizational authority/influence to make sure project meets needs of organization and happens!)
Project Manager:		[person resp for leading team through process]
				(if manager is functional then Technical Lead may be included)

Project Team:		[team members]

Project Objectives: [describe what the project will accomplish/purpose]
(This should be a brief statement or a couple of bullet points about what the project will accomplish.  These should be functional and measurable. The project team will be held accountable for achieving the project objectives so make sure that this statement only includes items that you're willing to be accountable for.)


Final Deliverables: [describe the final deliverable]
(A final deliverable can be a product, service, process, plan, or combination that will be created for the project customer. Everything you do in a project should eventually lead to the final deliverable to the customer and meet objectives defined above. ). Ex: Building a house (final deliverable), excavate lot, building permits, foundation, frame, etc.. are interim deliverables.



Stakeholders: [list of anyone who will be affected by project]
 



Project Resources: [describe anticipated resources]
 (Funding, equipment, hardware/software, staff effort, 3rd party vendors, etc)



Best Practice and/or Peer Institution References:  [guidance for your project]
(List of schools that you are trying to model and/or industry best practices that you have identified via white papers, peers at other institutions, etc..) 

Optional –  determined by sponsor and project manager


Risks: [list the main risks and any countermeasures you have chosen to reduce or eliminate these risks]
(The goal in assessing risk (problem that might occur) is to prevent potential problems from turning into real problems.  Risks can include schedule deadlines, spending limits, technical)

Assumptions:  [identify any assumptions being made with regards to the project]
( i.e. a functional resource devoting 20hrs to the project)


Constraints:  [things that the project team can not change and most work within]  (constraints might include budget, deadlines, downtime, technical issues and/or management mandates)


Background:









SIGNATURES:
Timeframe and # of items completed at sign-off is at the discretion of Project Sponsor


Project Sponsor:								Date:

___________________________________					_______________
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