[bookmark: _GoBack]Project Title: ____________________________________________________________ Project Number: _______                 ____________
Project Manager: _____________________________________________ Principal Investigator: __________________________________________
Funding Sources/Amounts: _________________________________________________________________________________________________

	1.3.1 Write the Project Objective (25 words or less)
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
	1.3.2 Complete the Constraint Matrix
	
	Most
	Moderate
	Least

	Scope
	
	
	

	Schedule
	
	
	

	Budget
	
	
	



______________ is most constrained because __________________________________________________________________________________ ______________ is least constrained because __________________________________________________________________________________ 
	1.3.3 Identify Stakeholder or Functional Groups (names identified next)
	Most Affected
	Most Able to Contribute

	1
	A

	2
	B

	3
	C

	4
	D

	5
	E

	6
	F

	7
	G

	8
	H

	9
	I

	10
	J

	11
	K

	12
	L



	1.3.4 Determine Technical Advisory Committee (4 to 7 members)
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	Advocate Name
	Groups 
(letters, numbers)

	Champion:
	

	Project Manager:
	

	
	

	
	

	Advocate Name
	Groups 
(letters, numbers)

	
	

	
	

	
	




	
	2.1.2 Brainstorm project deliverables
	Tangible Deliverables
	Responsible Person
	Is*
	Is Not*
	What done looks like

	Literature review, survey
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Final report/presentation, other
	
	
	
	


* Features, functions, characteristics, approvals, external deliverables or time constraints
	2.1.3 Assess project risks 
	Risk
	Impact (H,M,L)
	Probability (H,M,L)
	Trigger *
	Counter Measure *

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


* Trigger and Counter Measures apply to significant risks
	2.1.5 Determine governance framework
· PI will take meeting notes and distribute
· PM and PI monthly meetings
· TAC and PI routine meetings (monthly, bi-monthly, quarterly)
· Determine TAC roles, meeting rules, escalation processes, interim reports, invoice payments:
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
