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1.	PROJECT DESCRIPTION
What we’re doing: Briefly describe the project.













2.	PROJECT OBJECTIVES
Why we are doing it: The specific, measurable outcomes that the project intends to achieve, and how they link to the overall strategy or goals of our organisation.










3.	PROJECT DETAIL

3.1 Project Scope
More of what we’re doing: A high-level description of the work that will be performed and the project’s expected outputs. 








What we’re not doing: List things that are out of scope – related options that are best delivered as separate projects (you’ll thank me later).







3.2 Project Schedule
When we will do it: Commencement, key milestones and expected delivery dates. It’s best to give a range of estimates at this stage; for example, no sooner than this date and no later than that date.








3.3 Project Budget
How much it will cost: An estimate of the financial resources required for the project – should also be a range of estimates that are refined in the planning stage.













4.	PROJECT RISKS
	
	LOW RISK
	MEDIUM RISK
	HIGH RISK

	Project Cost
	Less than 5% of our program budget
	Between 5-15% of our program budget
	Greater than 15% of our program budget

	
	±10% confidence in the cost estimate
	±25% confidence in the cost estimate
	Greater than 25% margin of error assumed in the cost estimate

	
	Expected costs are fully allowed for in our program budget or financed by the client
	Expected costs are partially allowed for in our program budget or financed by the client
	Expected costs are neither allowed for in our program budget nor externally financed

	Project Time
	The project can be delivered in less than 3 months
	The project can be delivered in less than 6 months
	The project will take more than 6 months to deliver

	
	±10% confidence in the time estimate
	±25% confidence in the time estimate
	Greater than 25% margin of error assumed in the time estimate

	
	The project has no fixed deadline for delivery
	The project has a preferred (but not mandated) delivery window
	The project must be delivered on or by a fixed date

	Project Scope 
	We have successfully delivered this project five (5) or more times
	We have successfully delivered this project at least once before
	We have never successfully delivered a project like this before

	
	Stakeholders agree on what is to be delivered and the expected outcomes
	Key stakeholders are yet to agree on what is to be delivered or the expected outcomes
	Key stakeholders disagree on what is to be delivered or the expected outcomes

	Internal Factors
	Project delivery will noticeably impact one (1) department in our organisation
	Project delivery will noticeably impact several departments in our organisation
	Project delivery will noticeably impact most or all, including core service delivery

	
	The project has no major precedent or subsequent dependencies
	The project has some major precedent or subsequent dependencies
	The project has several major precedent or subsequent dependencies

	
	Project outcomes will fulfil one (1) strategic objective of our organisation
	Project outcomes will fulfil several strategic objectives of our organisation
	Project outcomes will fulfill most or all of the strategic objectives of our organisation

	External Factors
	Project delivery presents no employee or public health, safety, or well-being risks
	Employees/public may be at risk of minor injury, illness, or harm during project delivery
	Employees/public at risk of serious injury, illness, or loss of life during project delivery

	
	The external political, social, and economic environment is unlikely to impact the project 
	The are some political, social, and economic factors outside our control that may impact the project
	The project will be delivered in a political, social, and economic environment that is volatile and unpredictable

	Project Stakeholders
	The project can be fully delivered by our current staff
	Some project work will need to be shared with proven, existing partners
	The project will depend on collaboration with new or unknown partners

	
	The project is only of internal interest to our organisation
	There is likely to be some community interest in the project or its outcomes
	The project or its outcomes will be highly visible in the community



Overall, this project presents a high/medium/low level of risk to our organisation.

Other risks: List below any other potential issues that could affect the completion or success of the project, as well as any constraints that limit options, such as available resources, regulations, cost, and time.






5.	PROJECT GOVERNANCE
Who’s in charge: The people within our organisation who’ll oversee the project and authorise change.








6.	KEY STAKEHOLDERS
Who says: A list of individuals, teams, or organisations consulted in the initiation of this project.












7.	AUTHORISATION 



SIGNATURE					Name & Title
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