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Business Problem
What is the problem the project is trying to address?  This was already documented in the Concept Paper but it does need to be reviewed after the interviews.

Example:  We currently cannot tell our stock levels accurately.  Stock availability is always based on the stock levels after last night processing.  Customers may order stock based on our knowledge of stock levels but orders earlier in the day may have depleted the stock.
Outcome

What will be different in the organisation if the project is successfully completed?

Example:  Customers will be able to place orders based on real stock availability.  Purchasing will be advised immediately when stock is to be replaced rather than overnight.

Strategic Alignment

How does this project align with the corporate strategy?

Example:  
This project supports our corporate goals.  In particular:

· “Improve customer experience”.  This project will ensure less surprises caused by unforeseen out of stocks.

· “Reduce cost of inventory”.  More up to date reporting will mean we will be able to reduce buffer stock which is held to cover the gap when stock levels are out of date. 
Objectives

The objectives for the project should be measurable. It is a given that the first key objective is to achieve the outcome however objectives can also relate to the management of the project.

Answer the questions.

· Business Objectives are ... (What are the objectives for the business?) 

· Project Objectives are .. (What are the objectives for the project?) 

Example:
Business Objectives:

· Provide accurate stock figures in 98% of cases

· Reduce our out of stock rate to X%

Project Objectives

· Implement the new system by the end of the year

· Resource the project using contractors to fill project manager, BA and developer roles
Solution Options

Outline any options that are presented to management for consideration.  In some cases there is only one option (aside from the ‘do nothing’ option).  An example may be a software upgrade.

Depending on the complexity of the options considerable discussion may need to follow.  If there is no preferred option, this document may outline what we know about the options and conclude that the project will investigate the feasibility of the various options. 

Example:

Option 1.  Implement package A.  This is our preferred option as it is less expensive and integrates with our existing systems.

Option 2.  Implement package B.  This option will provide additional functionality however the price is approximately twice that of package A.
Deliverables

External

External deliverables are things the project delivers to the users e.g. screens and reports. Users typically think of a system in these terms. It also includes any hardware or software required by the users or the project team.  It is likely that the users will not be absolutely clear on all the deliverables. In this situation you can make generic assumptions. For example, you might not know exactly what reports are required but you allow for 12 unspecified reports.
Example:

	Name
	Description

	Stock Review Screens (3)
	Screens to view stock availability

	Reports (5)
	Yet to be specified reports on stock levels

	Interface to Sales System
	Stock levels adjusted as sales are processed

	Interface to Purchasing system
	Update purchasing information

	Etc
	


Internal

Internal deliverables are things the project generates internally e.g. Project Charter, Business Requirement Specification etc.

	Name
	Description

	Project Charter
	Document identifying how the project will be managed

	Business Requirement Specification
	Document identifying the requirements for the project

	Weekly Reports
	Status reports to be issued weekly

	Prototypes x 3
	Three prototypes will be allowed for in the development.

	Etc.
	


Other Work

Are there other things that might need to be done?  Don’t worry if you are unsure if something is Internal, External or Other Work.  For example, it could be argued that Training is an External Deliverable although parts of the process (e.g. Training Plan) may be Internal.  Get the items down on paper and don’t be too concerned which box they fit into.

Example:
	Name
	Description

	Training
	Existing sales and purchasing staff will need to be trained.  We need to develop material and put together a training plan.

	Business Process Review
	Need to review existing processes to see if they require changes

	Business Continuity Plan
	Our BCP will need to be updated

	Staff Recruitment
	Need to recruit a developer

	Etc
	


Scope 

In a few lines define the scope.

Example:  The scope includes a system to manage stock reductions due to sales and report the current stock level based on the sales up to that point of the day.  It should also advise purchasing immediately reorder points are reached.  This will require interfaces to both the existing sales and purchasing systems.  Included in the scope are all activities involved with defining requirements, building or purchasing a system, and implementing and supporting the system.

Scope Exclusions

What might people think is inside the scope which is not included?

Example:  Excluded are any financial reporting tools related to sales for the day.
Project Parameters

Assumptions

The following assumptions have been made in order to progress the planning.

Example:

· We will roll out on a branch by branch basis
· Training will be undertaken in two locations
Constraints

The following constraints apply to the project.

Instructions:

Constraints are situations that cannot be changed.  They are the immovable objects around which the project must be planned.

Example:
· We cannot launch the new program over the Christmas period due to staff being on leave

· Any solution selected must integrated with our ERP system

Dependencies

Instructions:

Identify situations where this project is dependant on another project, and where another project is dependant on this project.

Example:

	This project is dependant upon:


	· Upgrade of our ERP system

· Workstations being installed in Goods Receipting Department

	Other projects depend upon:


	· Purchasing business process depends on revision to ordering procedures

· Stock management plan depends on real time updates of stock levels
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