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General Information

Client Name: 

Project Title:

Project Sponsor: (main client contact)

Project Overview

Background on Organization (Summary of the organization and the services it provides to its constituents) 





Project Objectives (What the Organization is hoping to get out of the project) 





Project Scope (What areas will be analyzed. List those that are both in and out of scope.)  

Areas to be explored include:
·  
·  
·  
· 

Areas outside the scope of the current project that will not be explored include:
·  
·  
·  
·  


Approach (What activities will be performed. If it is helpful, also list those that will not be performed and may be a good opportunity for future projects. List key milestones during the project.)

Key activities include:
·  
·  
·  
·  
· 

Activities not included in the current project include:
·  
·  
·  
· 



Project Deliverables with timelines (Key deliverables that will be developed during and upon completion of the project and the timelines when they will be delivered.)

Key deliverables and timelines are as follows:
·  
·  
·  
·  
·  
· 


Project Stakeholders: (Key stakeholders inside and outside the client organization)





Client Inputs Required (Information and participation required for the project – e.g., agreement to project charter, access to key personnel, data, business plans, financials, etc…, as well as review of key deliverables.)

·  
·  
·  
·  
·  





Project Risks (Any risks associated with the project and plan to minimize risks)

·  
·  
·  
·  


Communication Plan (Student communication point person and plan for meetings, calls and updates with the client)




Contact Information:

	Client Contacts


	Name

	Phone
	Email

	

	
	

	

	
	

	Student Team Contacts


	Name

	Phone
	Email

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	Mentor Contact


	Name

	Phone

	Email
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Please ensure that all team members have complete contact information and back-up information in case of an emergency.
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