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Document Purpose 

This document outlines the scope, objectives and participants involved in the project. It will provide a 

preliminary statement regarding the project objectives and key stakeholders. It serves as a reference of 

authority for the future of the project. 
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1. Project Description 

 

 

2. Problem Statement 

 

 

3. Business Case 

 

 

4. Deliverables 

 

Deliverable Goal / Metrics 

  

  

  

  

 

5. Impacted Processes 

 

Process© Process Owner 

  

  

  

 

6. Scope 

6.1. Items in Scope 
 

6.2. Items Out of Scope 
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7. Customer Expectations 

 

Customer External (T/F) Expectation 

   

   

   

 

 

8. Timeframe 

 

Milestone Start Date End Date 

   

   

   

 

 

9. Expected Business Benefits 

 

Benefit Quantify Explanation 

Operating Budget Reduction   

Indirect Cost Reduction   

Revenue Generation   

Improved Customer Service   

Operational Improvement (Day to 
Day) 

  

Risk Reduction   

Compliance   

Intangible   
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10. Risk Assessment (High Level) 

 

 

11. Expected Resource Needs 

 

Resource 
External 

(T/F) 
Period Cost Purpose 
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