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	Project name:
	Project manager:


	Goal:






	Approximate budget:


	Approximate deadline:



	Essential: 





	Desirable:





	Inclusions:




	Exclusions:





	Assumptions:




	Risks:





	Prepared by:

Date:
	Approved by:

Date:


Task outline
	Task
	What is the purpose of the task?
	How much time do you need to complete the task?
(This information will be used to develop your schedule).
	What resources are required:
people and hours
equipment and material?
(This information will be used to develop your budget).

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	





RACI chart
	
	Person

	Task
	Client
	Project Manager
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[bookmark: _Toc229988142]Defining project responsibilities
	Personnel
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	Tasks / activities
	
	
	
	
	
	
	
	



Risk analysis
	Nature of risk or uncertainty
	Likelihood
(High,
Medium, Low)
	Impact
(High,
Medium, Low)
	Actions required & who will take responsibility to manage the risk

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




[bookmark: _Toc354131442][bookmark: _Toc463852958][bookmark: _Toc465085486][bookmark: _Toc465146392]Project proposal
Project definition form
	Project title
Very brief title.
	

	Client
Insert client's name.
	


	State below the link with the corporate strategy
The actual words in the corporate strategy – showing the link with this project.




	Project background
Background to the project.  Enough to inform the reader.
	





	Project benefits
Outline what the benefits are to the organisation, individuals or stakeholders in delivering the project.
	





	Project Objectives
The specific objectives for the project.  The objectives can be one line or more detailed text.
	





	Project Deliverables
These are what you will have at project end, for example a report, a building, improved service levels etc.
	









	This project will include
This section defines the boundaries of the project.




	This project will not include
Planning details should not be included at this stage.





	Success criteria
How you will measure the success of the project.  The success criteria must be measurable.
	








	Constraints
Examples here can be specific (a skill which the project team must have) resources, or a legal deadline.  Only include time and money if you can quantify them.
	







	Key assumptions
The assumptions you are making in putting this document together.
	






	Project manager
Who fulfils this role and what they do.
	








	Project client
Who fulfils this role and what they do.
	






	Project sponsor and steering committee
Who fulfils this roles and what they do.  May not be appropriate for all projects.
	










	Project team
Who fulfils this roles and what they do.  May not be appropriate for all projects.
	









	Budget

	Resource costs




	Other costs





	Total costs (attach a breakdown of the overall budget):

	Start date
	
	Completion date
	

	Attach a copy of schedule

	Signature of Project Manager
	

	Date
	

	Approval from client
	

	Date
	



Project status report
	Project name:
	

	Project period:
	

	Report prepared by:
	

	Planned activities for the period:
	
	
	
	
	

	Accomplished planned activities:
	
	
	
	
	

	Planned activities not accomplished:

	Activity
	Reason
	Expected Completion

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Unplanned activities performed or identified:

	Activity
	Reason
	Expected Completion

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

		
	
	

	Planned activities for next period:
	
	
	
	
	

	Comments:
	
	
	
	
	



Milestone report
	Project name:
	

	Date of meeting
	

	

	Deliverables due
	Due date
	R / A / G
	Action to take to bring deliverable to task back on schedule
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Change control sheet
	Project Title:
	
	Project Number:
	

	Project Manager:
	

	Change Request

	Originator:
	Date of Request:
	Change Request Number:
Allocated by Change Controller.


	Items to be Changed:


	Reference(s):


	Description of Change: Reasons for change, benefits, date required.




	Estimated Cost & Time to Implement:

[bookmark: Check1]Quotation attached? Yes  |_|  No  |_|

	Priority / Constraints: Impact on other deliverables, implications of not proceeding, risks.

	Change Evaluation

	What is Affected:


	Work Required: Resources, costs, date.

	Related Change Requests:
	

	Name of Evaluator:
	Date Evaluated:

	Signature:

	Change Approval

	Accepted Rejected Deferred

	Name

	Signed

	Date


	Comment


	Change Implementation

	Task

	Implementer

	Date Completed

	Signature





Actual vs planned
	Activity
	Planned Time
	Actual Time
	Difference
	Planned
Cost
	Actual
Cost
	Difference

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Project evaluation form
	1. How close to scheduled completion was the project actually completed?

		
	
	

	2. What did we learn about scheduling that will help us on our next project?

		
	
	

	3. How close to budget was final project cost?

		
	
	

	4. What did we learn about budgeting that will help us on our next project?

		
	
	

	5. Upon completion, did the project output meet client specifications without additional work?

		
	
	

	6. If additional work was required, please describe.

		
	
	

	7. What did we learn about writing specifications that will help us on our next project?

		
	
	

	8. What did we learn about staffing that will help us on our next project?

		
	
	

	9. What did we learn about monitoring performance that will help us on our next project?

		
	
	

	10. What did we learn about taking corrective action that will help us on our next project?

		
	
	

	11. What technological advances were made on this project?

		
	
	

	12. What tools and techniques were developed that will be useful on our next project?

		
	
	

	13. What recommendations do we have for future research and development?

		
	
	

	14. What lessons did we learn from our dealings with contractors?

		
	
	

	15. If we had the opportunity to do the project over, what would we do differently?

		
	
	




