Executive Summary


	Project Name:

	Project Manager:

	Project Sponsor:


	
	Estimated
	Actual

	Costs
	
	

	Start Date
	
	

	Completion Date
	
	


History & Situation (briefly, really no more than 1-2 paragraphs)
Problem & Opportunity (identify what the problem or opportunity is and how the project applies to it)
Scope (description of proposed project, always a good idea to include what is NOT in scope as well)
SMART Objectives (specific, measurable, achievable, related to division objectives & time bound)
Schedule

	Estimated Duration
	Proposed Start Date

	Proposed Finish Date

	
	
	


	Milestones
	Dates

	1
	

	2
	

	3
	

	4
	

	5
	


Major Risks (show stoppers, deal breakers, project killers)
Success Criteria / Definition of Completion (very specific & quite measurable, “how will we know when we are done?”)

Assumptions & Constraints (what are some of the assumptions being made about the project or what is in place already, are there constraints such as a lack or resources or necessary skills, tight budget, etc.)
Major Resources Required (include people, equipment, software – licensing, maintenance, etc.)
Risk Management Overview (3-5 Major Risks – use the 80/20 rule as your guide.)
	Major Risk
	Probability
	Impact
	Avoidance

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Other Special Requirements or Considerations (need to justify the project? need to indicate what will happen if the project is not completed or funded?  Have a dependency that needs to be called out?)
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