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Purpose / Description:

This provides a brief description of the project and its main outcome. It should be confined to just one or two brief statements sufficient to give a high-level summary of 'what and why'.

Content:

· A series of bullet-points or brief statements providing the main headings for the work which will be addressed during the project. This part of the Product Description is a key element of the whole document and vital to the ultimate success of the project. 

· Essentially the Content of the project described here defines what the project will deliver and summarises the eventual outcome. The Project Manager (or anyone else responsible for doing the work) will use the Content as the major source for direction towards a successful outcome.

Format:

What form the initial outcome will take. This is especially relevant where the project deliverable is a report or must conform to specific size, shape or form constraints.

Derivation:

Reports, Papers, People, Organisations etc. that will be approached, used or consulted during the project to produce the required result.

Quality Criteria:

The basis upon which a judgment will be made on the final acceptability of the project. Quality Criteria should be measurable wherever possible, although some subjectivity is inevitable in some areas (e.g.. In judging whether a project outcome is suitable for use). The Quality Criteria may be interpreted as 'Acceptance Criteria' for the project.

Quality Method:

How the project outcome will be measured, using the Quality Criteria above. The Quality Method may take a variety of forms from a formal meeting to a walk-through of the outcome to a simple switch-on / switch-off test to establish a working product.

External Influences:

Any element or feature outside the Project Manager's influence or control that needs to be identified at the outset of the project. It serves as a record and reminder of such issues.

Project Manager's and Project Authority's Signatures:

To show commitment and record and authorise the expenditure of resources against the project.

Project Manager:………………………………………………………………………….

Client Project Authority:………………………………………………………………….

Supplier Project Authority:……………………………………………………………….

(note that for small in-house projects the Client Project Authority and Supplier Project Authority may be one and the same)

Additional Information:

Any additional information about the project that the Project Manager believes would contribute to a successful outcome, or which would record a situation that the Project Manager considers relevant to the project.
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