
      Project “SMART” Sheet

	Project Purpose: ( What is the project seeking to address or accomplish ? ) 



	Project Scope: ( What are the boundaries within which the project will operate, ie what is included and what is not ? )


	Key Activities / Deliverables: ( Summary of key activities to be undertaken )



	Roles & Responsibilities:  ( Who will do what ? eg Project Sponsor, Project Manager, Project Team ) 



	Project Budget: ( Cost & whether cost has been budgeted for ?  Please advise Internal resource costs and External costs ).



	Major Milestones / Timeframes: ( What will be the key sign off’s  / milestones in the project and how long will each take ?)



	Resourcing: ( What resources will be required ? and in particular will IT involvement / resources be required ?  please advise details )



	Sign Offs Required: ( What authorisation is required to proceed with the project ? eg are IT resources required and if so has the Group Programme Office been notified ? )




SMART Sheet Purpose

This document represents an important communication mechanism for Life & Investment Company Management and those involved in projects. It is intended to communicate key information about specific projects and assists in allocating priorities to projects based on the value they may potentially add to the business:

Priority Rating Scale Guidelines. – refer box in top left hand corner of template 

10.
Required by Law

9. 
Must do to avoid negative financial impact on Company

8. 
Must do to achieve Strategic Plan Objective ( note Issue No on front page )

7.
Should do to achieve Strategic Plan Objective  ( note Issue No on front page )

6.
Must do to achieve Departmental Plan Objective ( note Issue No on front page )

5.
Should do to achieve Departmental Plan Objective ( note Issue No on front page )

4.
Would be nice to do and will add quantifiable value to the business

3. Would assist business in tangible manner

4. Would assist Department in tangible manner

1.
Nice to have

Corporate Strategic Plan and Departmental Plan alignment.

As indicated in the priority rating scale ( points ratings 8,7,6,5 ) above, where the project is to be initiated to meet a need identified in either the Divisional Strategic Plan or a Departmental Plan the Issue number should be identified on the Template in the box provided in the top right hand corner.

Please note that for larger projects and / or those with significant IT involvement a Business case and / or Project Plan may be required.

Strat Plan       Dept Plan


  Issue No        Issue No








Priority Rating 1 – 10


( refer rating scale overleaf )











