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	PM:
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Instructions: Delete BLUE text as you prepare the [document name]. Type your responses in black normal text

1. Key Dates/High Level Timeline

Include a simple Gantt chart or milestone dates for major project phases.

2. High Level Resource Estimate (Financial, Personnel, and Other) 

Describe the resource needs (both internal and external). Include the total estimated cost for both internal and external resources if these can be calculated.
For example: 
· 1 internal PM full time for 1 year 
· An external expert on the system being described for 1 year 
· Hardware (estimated at $x) and software (estimated at $y) 
· Organizational change management and training 
· Support from the business unit (estimated at 4 people for about 8 hours per month during the first 6 months, then 20 hours per month through the end of the project) 

3. Governance: Reporting Organization

For example: 
	The Project Steering Committee is responsible for investment oversight, and maintaining project alignment with agency strategy and serves as the final recourse for issues and risk.

	The Sponsor is responsible for leadership, ownership, oversight and resources to successfully implement and support the project. The sponsor is also responsible for timely decision-making and issue resolution.

	The Project Manager is responsible for daily project management duties connected to the program deliverables and escalation of appropriate issues and risks.



A RACI may be substituted for a table or text description. 

4. Governance: Change Control

For example: 
A multi-tiered approach will be used to approve change requests: 
· The Project Manager will make decisions to analyze and decisions to proceed with changes if the changes do not impact scope, budget or schedule or result in an increase in risk for the project. 
· Changes which do impact scope, budget or schedule will be forwarded to the Steering Committee for review. The Steering Committee will advise the Project Sponsor. 
· Where the [functional owner] has the resources to absorb the impact of the change, the Project Sponsor will make the final decision, based upon the information provided by the Project Manager and the input of the Steering Committee. The Project Sponsor, the [advisor], and [advisor] will discuss requests that may result in a significant change in scope, schedule, and budget, i.e. the impact of the change cannot be covered by [functional owner] resources. This group will advise the Steering Committee. 
· The Steering Committee will make the final decision based upon the information provided.


Decision Matrix
	
	
	Scope Change
	Increases Budget
	Does not Increase Budget
	Increases Risk
	Does not Increase Risk
	Increases Schedule
	Does not Increase Schedule

	The impact of the change may be absorbed by the functional owner
	Decision by Project Manager
	N
	N
	Y
	N
	Y
	N
	Y

	
	Vet with Steering Committee
	Y
	Y
	N
	Y
	N
	Y
	N

	
	Decision by Steering Committee
	Y
	Y
	Y
	Y
	Y
	Y
	Y

	The change can not be absorbed
	Vet with Advisor
	Y
	Y
	N/A
	Y
	N/A
	Y
	N/A

	
	Decision by Steering Committee
	Y
	Y
	Y
	Y
	Y
	Y
	Y



5. Agreement on Objectives as Outlined in the Business Case

	Project Sponsor:
	
	Date:

	Agency Director:
	
	Date:

	Steering Committee:
	

	
	
	

	
	
	

	
	
	

	
	
	



[bookmark: _GoBack]Note: You may wish to include the project manager, change manager and key project team members on the “agreement of objective” sign offs, depending on the nature of your project.
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