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Purpose:​ What is the objective or purpose of this project? What are the overall goals for 
success? 
 

 
 
 
 

 
Scope: ​How will this project get accomplished? What teams will be involved? What outside 
vendors will need to be involved? 
 

 
 
 
 

 
Objectives: ​What is the end goal of this project? How will this project impact the organization? 
What does a successful completion of this project look like? 
 

 
 
 
 

 
Requirements​: What is vital for the success of this project? This can include budget, 
deliverables, timeline, etc.  
 

 
 
 
 
 



 
 
Constraints: ​What problems might you run into during this project? How can you avoid them? 
What can you do to help this project run as smoothly as possible? 
 

 
 
 
 

 
Timeline: ​How long will this project take to complete? What will be impacted if this project gets 
delayed? Is there a plan if the project falls behind schedule? 
 

 
 
 
 

 
Team: ​Who needs to work on this project? Who will be in charge? Who will everyone else go to 
with questions? Who makes the final decisions? 
 

 
 
 
 

 
Notes / Misc: ​Use this section to jot down any notes, comments, or thoughts that didn’t fit in 
one of the above categories.  
 

 
 
 
 

 
 


