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PROJECT PLAN

Date:  _____________

Project Name:  [Pull from Request Form]
Project Statement:  [One line synopsis of the Project Summary]
Objectives:  [Detailed list of what needs to be accomplished citing tasks and timeline for completion – this form is all about the DETAILS – who will do what by when?]
Functional Requirements:  [Detailed list of what needs to function/work, citing tasks and timeline for completion]
Stakeholders:  [Detailed list of all those who need to be involved to see this project through and/or who this project will affect]
Resources:  [List budget and/or personnel working on completing this project for you]
Reporting:  [Describe plans for communicating progress and/or list dates for scheduled status meetings]
Assumptions:  [Describe the assumptions which are being made within the project]
Constraints:  [Describe any constraints within which the project will have to operate]
Risks and Mitigation Strategies:  [List known or perceived risks to completing the project and how you plan to resolve]
Open Issues:  [Any prerequisites that must be met for the success of this project?]
Supporting Documents:  [Attach meeting notes, calendars, vendor quotes, anything that needs to be referenced to help complete the project on time] 
Approval:
_____________________________


____________________________

   Project Sponsor




  Project Manager
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