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1. Introduction

discuss here the general situation - and if necessary state the problem the project is seeking to address - using data!

Error! No table of contents entries found.
2. Mission
The mission of the project is:

write project mission here

3. Objectives
The objectives to support the mission are:

· list objectives here

4. Scope
Scope is defined as in the IS/IS NOT matrix below:

	
	IS
	IS NOT

	Groups involved
	
	

	Project aims
	
	

	Other 1
	
	

	Other 2
	
	


5.  Alternatives Considered

Describe why this was chosen as the best solution and what other options were considered. A selection matrix as below may be a useful tool. 

	
	Criteria 1
	Criteria 2
	Total

	weighting
	w1
	w2
	

	Option 1
	
	
	

	Option 2
	
	
	

	Option 3
	
	
	

	Option 4
	
	
	


6. Strategy Alignment

The project strategy is aligned with the strategy of:

The Strategic intent of the company is to see xxxx become a world-class xxxx company.

	External SI’s
· secure a competitively priced supply

· develop strategic alliances

Internal SI’s
· best practice business processes

· lowest cost operator

· establish operational excellence in the Network business

· create a champion team

· develop an integrated IT system
	Customer Related SI’s
· build the brand

· create customer intimacy

· grow Residential sales

· expand services business.


Describe how the project will contribute to Strategy.

7. Targets

Targets for the project are set out in the balanced scorecard below:

	Customer View
	Learning & Growth

	
	current performance
	projected performance
	
	current performance
	projected performance

	· measures of improved customer sat
	
	
	· measures of improved ability to compete
	
	

	· 
	
	
	· 
	
	

	Process Performance
	Financials

	
	current performance
	projected performance
	
	current performance
	projected performance

	· process performance measures
	
	
	· financial measures
	
	

	· 
	
	
	· 
	
	


Projected performance figures are given for [date]

8. Staff Impact Assessment

Discuss staff impact here. The text below may context your discussion.

Staff tend to resist change due to fear of the unknown, a perceived loss of influence or power base in the company. Most people, however will accept the changes to their work processes if they are actively involved in the defining the change. Even if the news is not good, such as staff reductions, or job redundancy, it is better to deal with the matter up front by identifying the business reasons for the changes that will occur and conducting some change planning sessions with staff to discuss requirements and possible alternatives.  The review sessions also familiarise staff with the new procedures which will be instigated by the introduction of the system and removes some of the uncertainty.

The assessment of possible staffing impacts must be identified early in the project so that an adequate plan of action can be prepared.

Staff impact analysis is important to the success of any project as it improves the chances of the project succeeding.
9. Costs

Edit the following table (paste into Excel to do the sums if you like!), to arrive at project budget. Hint - delete lines you don’t need!

Build in appropriate contingency – better to under-promise and over-deliver!

Note: you may find it helpful to use an alternative breakdown of costs. For example, for some projects contractors may need to be broken down into different categories.

	
	SETUP
	YEAR 1
	YEAR 2
	YEAR 3
	YEAR 4
	YEAR 5

	
	
	
	
	
	
	

	Capital Expenditure
	
	
	
	
	
	

	
	
	
	
	
	
	

	Asset Disposals (enter as negative)
	
	
	
	
	
	

	Building purchase/Land Purchase
	
	
	
	
	
	

	Computer hardware
	
	
	
	
	
	

	Computer software
	
	
	
	
	
	

	Equipment Purchase
	
	
	
	
	
	

	Furniture
	
	
	
	
	
	

	Patent acquisition
	
	
	
	
	
	

	Site establishment
	
	
	
	
	
	

	Tools and equipment
	
	
	
	
	
	

	Vehicles
	
	
	
	
	
	

	
	0
	0
	0
	0
	0
	0

	Working capital
	
	
	
	
	
	

	
	
	
	
	
	
	

	Inventory
	
	
	
	
	
	

	Debtors
	
	
	
	
	
	

	Creditors (enter as negative)
	
	
	
	
	
	

	
	0
	0
	0
	0
	0
	0

	Income
	
	
	
	
	
	

	
	
	
	
	
	
	

	Commission
	
	
	
	
	
	

	Directors' fees
	
	
	
	
	
	

	Grants
	
	
	
	
	
	

	Management fees
	
	
	
	
	
	

	Sales
	
	
	
	
	
	

	
	0
	0
	0
	0
	0
	0

	Expenses
	
	
	
	
	
	

	
	
	
	
	
	
	

	Administration and accounting
	
	
	
	
	
	

	Advertising and promotion
	
	
	
	
	
	

	Allowances
	
	
	
	
	
	

	Audit fees
	
	
	
	
	
	

	Bad debts
	
	
	
	
	
	

	Bank fees
	
	
	
	
	
	

	Board expenses
	
	
	
	
	
	

	Computer rental
	
	
	
	
	
	

	Computer software enhancements
	
	
	
	
	
	

	Computer supplies
	
	
	
	
	
	

	Conferences
	
	
	
	
	
	

	Consultancy
	
	
	
	
	
	

	Consumables
	
	
	
	
	
	

	Contract administration
	
	
	
	
	
	

	Contract staff
	
	
	
	
	
	

	Cost of free credit
	
	
	
	
	
	

	Cost of internal jobs
	
	
	
	
	
	

	Courier services
	
	
	
	
	
	

	Course costs
	
	
	
	
	
	

	Credit authorisations
	
	
	
	
	
	

	Credit management
	
	
	
	
	
	

	Customer research
	
	
	
	
	
	

	Customer satisfaction expenses
	
	
	
	
	
	

	Damage repairs
	
	
	
	
	
	

	Damaged stock
	
	
	
	
	
	

	Delivery expenses
	
	
	
	
	
	

	Demobilisation (cessation of operations)
	
	
	
	
	
	

	Demolition
	
	
	
	
	
	

	Depreciation
	
	
	
	
	
	

	Directors' fees
	
	
	
	
	
	

	Display materials
	
	
	
	
	
	

	Electricity 
	
	
	
	
	
	

	Employer levies
	
	
	
	
	
	

	Equipment maintenance
	
	
	
	
	
	

	Equipment rental
	
	
	
	
	
	

	External services
	
	
	
	
	
	

	Fault investigation
	
	
	
	
	
	

	Financial advice
	
	
	
	
	
	

	Freight inwards
	
	
	
	
	
	

	Fringe benefit tax
	
	
	
	
	
	

	Fuel
	
	
	
	
	
	

	Functions
	
	
	
	
	
	

	Gas
	
	
	
	
	
	

	General expenses
	
	
	
	
	
	

	Grants
	
	
	
	
	
	

	Gratuities
	
	
	
	
	
	

	Guarantee work
	
	
	
	
	
	

	Host expenses
	
	
	
	
	
	

	Incentive Payments
	
	
	
	
	
	

	Installation costs
	
	
	
	
	
	

	Insurance
	
	
	
	
	
	

	Interest - fixed loans
	
	
	
	
	
	

	Interest - overdraft
	
	
	
	
	
	

	Lease Payments
	
	
	
	
	
	

	Legal expenses
	
	
	
	
	
	

	Mailing expenses
	
	
	
	
	
	

	Management Fees 
	
	
	
	
	
	

	Market research 
	
	
	
	
	
	

	Materials
	
	
	
	
	
	

	Non-recoverable work
	
	
	
	
	
	

	Obsolete stock
	
	
	
	
	
	

	Office expenses
	
	
	
	
	
	

	Office rental
	
	
	
	
	
	

	Overtime
	
	
	
	
	
	

	Patent expenses
	
	
	
	
	
	

	Patent maintenance
	
	
	
	
	
	

	Payroll processing
	
	
	
	
	
	

	Penalty for Non-Performance
	
	
	
	
	
	

	Photocopying
	
	
	
	
	
	

	Photographic processing
	
	
	
	
	
	

	Plant usage
	
	
	
	
	
	

	Printing & stationery
	
	
	
	
	
	

	Product evaluation
	
	
	
	
	
	

	Production costs
	
	
	
	
	
	

	Promotional expenses
	
	
	
	
	
	

	Protective clothing
	
	
	
	
	
	

	Provision for technical obsolescence
	
	
	
	
	
	

	Publications
	
	
	
	
	
	

	Quality Assurance
	
	
	
	
	
	

	Rates
	
	
	
	
	
	

	Recruitment
	
	
	
	
	
	

	Removal/Relocation
	
	
	
	
	
	

	Remuneration payments - eg Southern Cross, bonuses etc
	
	
	
	

	Rent expense
	
	
	
	
	
	

	Repairs and maintenance - eg plant & equipment, furniture, buildings etc
	
	
	

	Research & development
	
	
	
	
	
	

	Road user charges
	
	
	
	
	
	

	Rubbish removal
	
	
	
	
	
	

	Safety
	
	
	
	
	
	

	Salaries
	
	
	
	
	
	

	Security
	
	
	
	
	
	

	Service contracts
	
	
	
	
	
	

	Software mtce 
	
	
	
	
	
	

	Sponsorship
	
	
	
	
	
	

	Staff discounts
	
	
	
	
	
	

	Staff training
	
	
	
	
	
	

	Staff transfer expenses
	
	
	
	
	
	

	Statutory approvals
	
	
	
	
	
	

	Stocktake adjustments
	
	
	
	
	
	

	Strategic research
	
	
	
	
	
	

	Subscriptions
	
	
	
	
	
	

	Taxation advice
	
	
	
	
	
	

	Tea, milk & sugar
	
	
	
	
	
	

	Telephone and facsimile
	
	
	
	
	
	

	Telephone rentals
	
	
	
	
	
	

	Telephone - toll calls
	
	
	
	
	
	

	Tender preparation costs
	
	
	
	
	
	

	Travel and accommodation
	
	
	
	
	
	

	Uniforms
	
	
	
	
	
	

	Vehicle parking
	
	
	
	
	
	

	Vehicles
	
	
	
	
	
	

	Wages
	
	
	
	
	
	

	Warehousing/Storage
	
	
	
	
	
	

	
	0
	0
	0
	0
	0
	0

	
	
	
	
	
	
	

	PROJECT TOTAL
	0
	0
	0
	0
	0
	0


10. Stakeholders

List all stakeholders - ie anyone impacted upon by project. 

Include in this list ‘negative’ stakeholders - ie regulatory bodies - who you may not want to include in teams but would need to plan to manage their expectations in some way.

	Stakeholder
	How the project is going to meet their needs

	eg name, team name, organisation
	eg invite onto team, communications etc

	
	

	
	


11. Implementation Strategy

Discuss here how the project will be implemented. Relevant items would include:

· internal vs external project manager

· use of internal project resource vs contractors

· review mechanism - ie IT Strategy Committee

· what internal communications devices used keep staff informed of progress

· how an internal project manager is going to manage project activities along with day-to-day job responsibilities
12 Alignment to our Values

Explain how the management of this project align to our stated values in the table below:

	Performance through People
	

	Customer Focus
	

	Continuous Improvement and Innovation
	

	Management by Fact
	

	Integrity
	


In the table remember you need to comment on the way in which the project will be implemented as much as the aims or the project outcome. In other words, how will the management of the project align with our values. For more details on the values refer to the intranet - ‘People Manager’ section.

12. High Level Schedule - Key milestones and dates

Include here an indication of the duration of the project - by setting out estimated dates of key deliverables.


13. Risk Identification

Insert here a preliminary risk assessment. Include here any inter-project issues.
	Ref
	Risk
	Explanation
	Likely-hood
	Impact

	1. 
	name of risk - select from list below
	why this is a risk
	H,M,L for high medium low
	H,M,L for high medium low

	2. 
	
	
	
	


Risk Identification Checklist - delete this section when you have completed the Risk table above

Due to the uniqueness of individual projects it is not practical to attempt to prescribe a standard approach to risk analysis.  However, the following Risk Identification Checklist is intended as a prompt to some of the risks that may need to be addressed.  

Market analysis, technology analysis and risk analysis will generally be closely inter-related.

	Risk Group
	Examples of Risks to Consider

	Technology


	The technology may not be able to be proven

It may be too complex to ever "get off the ground"

Even if it works it may not be reliable or durable

The project may depend too much on the success of another which may not succeed (ie interdependence risk)

Specialised materials may not be procurable

Specialised expertise may not be procurable

The technology may be superceded soon (ie obsolescence risk)

	Market


	There may be no market acceptance for this technology/service even though it looks great to us?

Competitors may have a better product

Competitors may have already captured the market (even though their product may be inferior)

If we are late getting the technology/service to market our potential profits will be substantially reduced

The product/service may have a very short life cycle

	Commercial


	Patents may be difficult or too expensive to obtain, difficult to protect and too expensive to maintain

The intellectual property may be stolen (by a competitor or by a staff member who becomes a competitor)

The partners may not be appropriate (for various reasons)

There may be unacceptable legal "hurdles" and related expenses

	Financial


	Funding may not be available

The cost of funding may be too great

Interest rates may be too unpredictable

Foreign Exchange rates may be too unpredictable

Share market fluctuations may be too unpredictable

Financiers may be lost during the project

Systems/procedures to monitor/control bad debts may not be acceptable

	People


	Existing staff or other players may not have the skills, experience or personalities appropriate to the success of the venture

Appropriately skilled and experienced people may not be available soon enough and at an acceptable price

Loss of one or two key players (eg the inventor) through sickness, injury or old age may jeopardise the success of the whole venture

Key players may be "head-hunted" by competitors

There may be incompatible personalities within the project team

There may be a possibility of internal sabotage by parties with a vested interest in the venture not succeeding

There may be a possibility of industrial relations problems (particularly if major construction is involved)

Service provider industrial problems may spread to other service providers or direct hire employees

	Organisational


	"Stakeholders" for the venture may not be clearly identified and there could be "political hurdles" and delays due to lack of "buy in" within the organisation

Changing priorities or restructurings within the organisation may jeopardise the venture at any time

There may be other projects competing for the same resources

Existing project management systems may not instill confidence in stakeholders

	Political,

Legislative,

Environmental

and Public Relations


	The success of the venture may depend on existing government or local body legislation being retained or changed

There may be a significant possibility of adverse environmental impact

Resource consents may not be able to be obtained

Being associated with the venture may cause negative public relations

Not being associated with the venture may cause negative public relations

There may be a likelihood of pickets or sabotage

	Procurement


	Goods or services may not be obtainable at an acceptable price, within an acceptable time frame or to an acceptable quality

Service providers may not honour commitments of price, time and quality

Service providers may not be financially stable

Service provider industrial problems may spread to other service providers or direct hire employees

Transport of goods (particularly from overseas) could be subject to delays and/or goods may be damaged in transit

Service providers may not honour maintenance commitments or provide sufficient back-up services

Processes for handling of variations and claims may be inadequate

Lack of security at service provider premises may put intellectual property at risk

Effective hand-over to or from a third party may be very difficult to achieve

	Maintenance


	Expertise gained during the project may not be able to be retained to ensure effective maintenance later

Specialist services may not be available in the right location, within an appropriate response time or at an acceptable price

Maintenance requirements may be too unpredictable

	Information


	Loss of data or other information may seriously jeopardise the success of the venture

There may be insufficient computer back-up systems in place

Lack of information security could jeopardise intellectual property and competitiveness

Specialised systems may need to be developed to meet QA requirements (typically at a cost of 1-2% of total project cost)

Logistics and costs associated with on-going information retention (for 10 years or more) may not have been considered

	Natural Disasters

and

Accidents


	The nature of the project or the environment in which it is implemented may increase the possibility of accidents

Health and safety programmes may not have been established

Natural disasters may have above average probability in the area concerned (eg earthquakes in San Francisco!)

Adverse weather may seriously delay progress
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