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Project Definition Document

	Project Goal
	What do you want?  What is the project about, what is its purpose, what benefits will it produce?






	Project
Objectives
	What are the criteria against which project success will be measured?  Include any time, cost or quality targets.  Think about the triple SR framework for effective objectives.





	Project Scope
	What will be the overall ‘size’ of the proposed project, and what areas/work will it include?  







	Exclusions
	What tasks, activities, related outcomes are out of scope?











	Requirements
	Describe the essential requirements that the project must meet for the customer to accept it.  At this stage, criteria may not be fully known or quantifiable, so indicate the basis for acceptance.







	Project Deliverables
	Key products, or end results, which the project will deliver 
(eg: new computer system, trained staff, policy guidance)








	Dependencies and Constraints
	What external considerations might impact on the project?  What other activities will this project be dependent upon?  What relationships are there with other projects, programmes, and procedures? 







	Assumptions, Risks and Uncertainties
	What assumptions have you made in preparing this project definition?  What are the risks to the project?  What do you not yet know?











	Approach
	What approach will you take, to delivering your project?  Three specific items are set out below…








	Quality
	How will you make sure that you get quality right?









	Equality and Diversity
	How will the project maximise the benefits to all potential users?  What legislative/regulatory requirements should be considered?








	Health and Safety
	What H&S issues are likely to arise and how will they be managed?












	[bookmark: _GoBack]Costs
	What are the broad areas of the project budget?  What is your current best estimate of cost, and your level of confidence?  How much contingency do you need?











	Benefits
	What benefits will the project bring?  Include quantifiable financial benefits and non-financial benefits.
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