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The Project code can act as an index into a project register

Project Code  

Project Name 

Project Description










Project Manager



Signature



Date

Acceptance


	Management
	Signature
	Date

	Project Owner
	
	

	Key Stakeholders
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Project Brief


The project brief is a statement of requirement usually emanating from the client.

Background Information:


Strategic Alignment


Project Objectives 

Project objectives should be specific and measurable.  They may also be attached to a timeframe.  For example an objective could read: “To double the throughput of orders by December 1998.”

	


Project Deliverables 

Project objectives should be specific and measurable.  They may also be attached to a timeframe.  For example an objective could read: “To double the throughput of orders by December 1998.”



Project Scope

To be included:


To be excluded:


Project Constraints 


	Constraining Factor


	Response Strategy

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Stakeholder/Communications


It is useful to list all of the interested parties that will need to remain informed during the life of the project.  List all  stakeholders’ names, , the nature of their stake or interest, and the method and frequency with which you will be communicating with them

	Stakeholder
	· Stake 

· Medium

· Frequency

· Address/Email/Phone/Fax    



	Stakeholder
	· Stake 

· Medium

· Frequency

· Address/Email/Phone/Fax    



	Stakeholder
	· Stake 

· Medium

· Frequency

· Address/Email/Phone/Fax    



	Stakeholder
	· Stake 

· Medium

· Frequency

· Address/Email/Phone/Fax    



	Stakeholder
	· Stake 

· Medium

· Frequency

· Address/Email/Phone/Fax    



	Stakeholder
	· Stake 

· Medium

· Frequency

· Address/Email/Phone/Fax    



	Stakeholder
	· Stake 

· Medium

· Frequency

· Address/Email/Phone/Fax    


Assumptions


Related Project Information


Risk Assessment


	Factor
	Likelihood
	Impact
	Description
	Strategy

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Duration Estimates


	WBS


	TASK NAME
	EFFORT
	RESOURCE
	SKILL
	ALL%
	CONTIN’CY
	DUR

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Work Breakdown Form


List each task, along with an estimate of duration.  For each, use the WBS code (or ID number) of each task as a reference in the predecessor column.  This will indicate those tasks that need to be complete (or have shown some stated degree of progress) before the current task can begin.  It is also useful to list the deliverable that will constitute its successful completion.

	WBS 
	TASK NAME


	DURATION
	PRED’S
	DELIVERABLES
	ALLOCATIONS

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Work Breakdown Form


	WBS 
	TASK NAME


	DURATION
	PRED’S
	DELIVERABLES
	ALLOCATIONS

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Resource List


List each task, along with an estimate of duration.  For each, use the WBS code (or ID number) of each task as a reference in the predecessor column.  This will indicate those tasks that need to be complete (or have shown some stated degree of progress) before the current task can begin.  It is also useful to list the deliverable that will constitute its successful completion.

	ID 


	Resource Name
	  Availability
	Rate

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Broad Schedule


List each task, along with an estimate of duration.  For each, use the WBS code (or ID number) of each task as a reference in the predecessor column.  This will indicate those tasks that need to be complete (or have shown some stated degree of progress) before the current task can begin.  It is also useful to list the deliverable that will constitute its successful completion.

	WBS


	Phase / Task
	Start
	Finish

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Costing 


	Major Phases
	Cost

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Contingency
	

	Total
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