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Executive Summary

Provide the following information in short:
· Project’s purpose
· Outcome
· Estimated Budget
· Timeline
· Project Analytics Metrics
· Resources
Project Scope

Provide in detail the following information:
· Project’s purpose, objectives, and goals
· What it includes
· Key activities
· Deliverables
Project Timeline

Provide in detail the following information:
· Key milestones and deadlines for each of the five phases of a project
	Project Phase
	Key Milestones
	Deadline

	Phase 1:
Conception
	
	

	
	
	

	
	
	

	Phase 2:
Planning
	
	

	
	
	

	
	
	

	Phase 3:
Monitoring
	
	

	
	
	

	
	
	

	Phase 4: 
Development
	
	

	
	
	

	
	
	

	Phase 5:
Closing
	
	

	
	
	



 Roles[Optional: Insert link to RACI matrix or other detailed responsibility chart here.]


Provide in detail the following information:
· Roles, responsibilities, and leadership for the entire team involved in the project
	Role
	Responsibilities 
	Team Leader(s)

	Project Manager
	
	

	Marketing Team
	
	

	Sales Team
	
	

	Design Team
	
	

	Quality Assurance (QA) Team
	
	

	Customer Support Team
	
	

	IT Support Team
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


 Costs

Provide in detail the following information:
· Expense categories and allocated budget for each of them
	Expense Category
	Allocated Budget ($)

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Total Budget
	$


Risk Management

Provide in detail the following information:
· Potential risks, estimated impact, likelihood of occurrence, and actions to avoid them
	Potential Risk
	Estimated Impact
	Likelihood
	Actions

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Communication

Provide in detail the following information:
· Communication channels and tools
· Update frequency
· Contact information
· Status meetings.
Monitoring

Provide in detail the following information:
· KPIs
· Performance criteria, metrics, and reports
· In-charge person
Deliverables

Provide in detail the following information:
· Final and partial deliverables
· Timelines for intermediary deliverables
· Reporting tools
· Data analysis
· Project management
Resources

Provide in detail the following information:
· Manpower: currently employed and in need of hiring
· Budget with details costs per activity
· Materials
· Software and hardware
· Real estate necessities
· Industrial necessities (tools and machinery)
· Financial and HR tools
Approval

Provide in detail the following information:
· Prepared by
· Reviewed by
· Approved by



