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Introduction:

This section should contain the outline for the project.

Project Authorities:

The following are authorities for the management of this project, representing the Client and Supplier and specifying the Project Manager.

Client Authority:




Supplier Authority:


Project Manager:


General Approach:

Enter here an outline of the main aspects of the project.  Give an overview of the project outcome and how this is to be achieved.

Estimated Duration:
Enter any specific details regarding the project lifespan.

Estimated Costs and Resource Requirements:
Enter here details of any identified expenditure required for the project and list what resources are required to progress with the project.  If the project is price-capped or time-limited then identify what effects this will have on the project management.

Assumptions and Pre-requisites:
List here what assumptions have been made regarding the project.  Any prerequisites to the starting of the project should be identified, such as access

Review and Controls Proposed:

Specify how the project is to be controlled.  What communication will take place between the signatories to ensure that the project is progressing correctly?  Identify any Milestone, which may need a more formal (recorded) review.  Identify the project Tolerance, listing Time and Cost initially, but also any other measurable that may need to be monitored. 

Main Benefits and Risks:
Benefits:
You should specify here the benefits that the completed successful project will bring to the Client.  This probably stems from the reason the project was started in the first place.  Timesaving improvements in efficiency and any cost-savings etc should be identified.
Risks:

Assess the risks this project poses to the Supplier and the Client.  Assess the effects of late delivery, inaccurate appraisal of the project and any knock-on effects this may have to either organisation.  Adverse publicity should also be assessed should the project run into difficulties.
Summary:
Weigh up the Benefits against the perceived risks in order to present an accurate well-balanced argument for the continuation or otherwise of the project.

Project Manager’s and Project Authority’s Signatures:
Project Manager:




(job title for company name)

Client Project Authority:



(job title for client name)

Supplier Project Authority:



(job title for supplier name)
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