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1 Project Overview 
1.1 Project Description

Insert description and aim of the project here.
2 Project Scope
Insert a brief description of the scope of the project here.
The scope of this project includes and excludes the following items:

2.1 In Scope:

· Insert list of items considered in scope 

2.2 Out of Scope:

· Insert list of items considered out of scope 

The following deliverables will be produced on behalf of this Project:
· Requirements Documentation: A listing of required and “nice to have” features of an ideal Board Management tool
· Project Charter: A document outlining the scope of the Project
· Product Demonstration Analysis: An analytical report of how closely each Product aligns to the requirements
· Vendor Evaluation Document: A document that list the security protocols of the vendor that are reviewed and approved by the Data Governance Committee
2.3 Organizations Participating or Affected / Impacted:

The impact of this project on other organizations needs to be determined to ensure that the right people and functional areas are involved and communication is directed appropriately.

	Organization
	How Are They Participating?
	How Are They Affected?

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


3 Project Milestone Schedule

The following Milestones and dates represent initial planning estimates and may change at any time during the course of the Project. 
	Key Milestones
	Date Completed

	Start Project
	

	Product Demonstrations
	

	Product Analysis
	

	Product Selection
	

	Product Implementation 
	

	End Project
	


4 Project Costs
Project costs will be determined outside to purview of this Charter.
5 Project Assumptions
Certain assumptions and premises need to be made to identify and estimate the required tasks and timing for the project. Based on the current knowledge today, the project assumptions are listed below. If an assumption is invalidated at a later date, then the activities and estimates in the project schedule should be adjusted accordingly.

· Insert ant project assumptions here
Project risks are characteristics, circumstances, or features of the project environment that may have an adverse effect on the project or the quality of its deliverables. Known risks identified with this project have been included below. A plan will be put into place to minimize or eliminate the impact of each risk to the project.

	Risk Description
	Risk Score

(H/M/L)
	Risk Response Plan

	
	
	

	
	
	


6 Project Organization
An appropriate project organization structure is essential to achieve success. The following depicts the proposed organization:

	Team Member Name
	Organization
	Role on Team
	Team Member Contact Information (email, phone, etc.)
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