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1. 
Scope

This is a high-level statement of the scope of the project.

2. Project Resources/Roles

The table below indicates the required roles for the project.  Details of assignments are provided in the project plan.

	Role
	Person
	Department

	Project manager
	
	

	Functional lead
	
	

	Technical lead
	
	

	
	
	

	
	
	

	
	
	

	
	
	


3. Milestone/Deliverables
These are the dates that need to be met, according to preliminary estimates or business needs.  These dates may change based on the requirements gathering phase.  

All changes to requirements and deliverables must be approved and documented by the functional, technical and quality assurance teams.  If it is agreed that the change is necessary, the impact to development and testing must be assessed by the Test Lead (Technical Team Lead), Quality Assurance/Usability Lead and Project Manager.  Changes may affect delivery dates.
	Milestone/Deliverable Description  
	Lead Resource(s)

	
	

	
	

	
	

	
	

	
	

	
	


4. Assumptions

Any assumptions about project’s deliverables, dates, resources and other are specified in this section.

4.1 Deliverables

Include any assumption about deliverables or usability here.

4.2 Dates

4.3 Resources

4.4 Communication

4.5 Other

5. System access/security

Definitions of the groups allowed to access the system are specified in the following table:

	User Description
	Access description

	
	

	
	

	
	

	
	


Other security or access concerns:

Any other security or access considerations are specified here.  If hours of operation are not the standard hours, that should also be specified here.

6. System Test/Data Management

6.1 System Test

Parties responsible for system test are described here.  Test description is either a deliverable or a type of test (end-to-end, stress, timing, etc)
	Test description
	Responsible Person

	Usability
	

	Functionality
	


6.2 Data Management

Parties responsible for providing data maintenance/clean up/management are specified in this section.

	Data description
	Responsible Person

	
	


7. Revision Chart

All versions should be tracked here

	Draft #
	Primary Author
	Description
	Date Completed
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