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1. Background

<Set the context in which this project or piece of work is being undertaken, including a summary of any main project, the reason for this work or whatever else is relevant>

2. Objectives

<Set the overall objectives for the project, making them measurable if at all possible.  This may be used to set project acceptance criteria>

3. Scope

This project will:

· <state what the project will do>

This project will not:

· <state what the project will not do.  If the project is not doing something that it might be reasonably expected to do, say why, and say who is doing it?

4. Approach

<Include an overview of the approach to be taken including main phases or stages of the project, any methods used, major controls (such as testing)
Make sure you consider both your own methodologies and those of any supplier.  If, for instance, the supplier wants to include some sort of review in the project, decide on this here>

5. Plan

<The plan section should include a statement of the key products (deliverables), staff and other resources required, budget, and a schedule of tasks created using MS project.  A snapshot of the Gantt chart is useful, or a list of milestones.  The MS project plan should be attached as an appendix> 

5.1. Key products

<List each of the products to be produced, including a name and definition, who is responsible for it, any other staff involved and the quality checks needed

This section must include management products, such as this TOR, regular reports, closedown report, as well as whatever the project is producing.

Don’t forget – products are not just documents, but include software, trained staff, courseware, commissioned servers and anything else the project delivers>

	Product
	Responsibility of
	Other Staff
	Quality Checks

	· <Product name>

<Main components (eg table of contents for a document, main modules for software) >
	<Author, developer, external company etc>
	<Anyone else likely to be involved in producing the product>
	<How will you make sure this product meets expectations?  Review , testing etc>

	
	
	
	


5.2. Staff and resources

<What is needed to make the project happen?  Include people (supplier and client), machines, software, space, whatever.  Summarise here, and then include in the table.>

	Staff
	Role
	Days 

	
	
	

	
	
	


	Other Resources
	Purpose
	Days  / Amount

	
	
	

	
	
	

	
	
	

	
	
	


5.3. Project Organisation

<show how the project is organised, including all major staff from the sponsor down
Show how this fits into the overall project if there is one, and any governance specific to this, such as with a supplier>

5.4. Budget

<Include a spreadsheet, with capex and opex.  Remove from supplier versions of this document if appropriate>

5.5. Milestones

<show the major milestones of the project>

	Milestone
	Date

	Start the project
	1/1/2006

	Another milestone
	

	Another milestone
	

	
	

	Finish the project
	


5.6. Schedule of tasks

The MS Project version of this plan is in <insert a link to your MS Project plan> 

<Insert a screenshot of the gantt chart>

5.7. Assumptions

In planning this project, the following assumptions have been made

<List all your planning assumptions, and make sure they are validated.  Include items such as availability of staff, availability of resources, other dependencies etc>

	Assumption
	Responsibility
	Validated

	
	
	

	
	
	


6. Risks

The risks for this stream will be included in the project  risks register.

<Summarise the major risks here from the risks register.  Include a statement of how each major risk will be managed>

	Risk
	Management Plan

	
	

	
	

	
	

	
	


7. Constraints

This project operates under the following constraints:

· <Major constraints listed here, such as deadlines, budget available, other projects dependent on this one>

8. Interfaces

<List any other projects which are dependent on this, or upon which this is dependent.  Also include departments which are affected, and any other areas which touch the project

	Area
	Impact
	Owner

	
	
	


9. Terms of Engagement

<It is assumed that there is also a contract in place between the supplier and the client, but individual items may need to be specified here.  You may need some, all, or none of these items.  This section may be replaced by a separate schedule >

The supplier is carrying out this work under the contract signed between <client> and <supplier> on <date>.  If there is any conflict between that contract and this document, the contract will take precedence.

The following staff will be engaged on this project:

	Name
	Title
	Company

	
	
	


Work will be carried out at <client premises, supplier premises, a mix>

The supplier will regularly report progress to <client project manager> using <agreed format, their own format> by <agree time and day>.

<A paragraph outlining the commercial basis and rates, including whether it is time and materials or fixed price, staged payments if appropriate>

Expenses will be payable by the client to the supplier only if agreed in advance by the <supplier project manager> and in accordance with <supplier’s expenses policy> <this should be in a contract, but often isn’t>
<Use of project management processes, such as issue and risk management, change management etc.  Will you use existing ones or define new ones>
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