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Introduction/Background
For example: 

“The purpose of this document is to….”

“The findings of the … provide a starting point for this project.” 

“This project will....”

Project use cases

The primary purposes and functionality of the project are:

· [Use case description 1]

· [Use case description 2]

Project objectives

The objectives of this project are:

· [Objective1]

· [Objective 2]

Requirements

[Item 1]:

· [Detailed description, point 1]

· [Detailed description, point 2]

[Item 2]:

· [Detailed description, point 1]

· [Detailed description, point 2]

Risks

[Summary of risks.]  

To address these risks, the project team will:

· [Itemized plan]
Success criteria

[Describe metrics and method of data capture.]

Timeline

The table below outlines a high level timeline for the project. The total project duration is estimated to be approximately {X}. Scheduling of discovery meetings has the potential to impact timeline. Delays in meetings and/or changes in scope will be evaluated for potential timeline impact and will be managed accordingly.

	Milestone 
	Duration
	Notes

	
	
	

	
	
	

	
	
	

	
	
	


Cost estimates

[Include this section if applicable.]

	Budget item 
	Cost

	
	

	
	

	Project Total
	


[If project is “fee for service,” perhaps include the following text: 

“OIT will charge a “kill fee” in the event of early termination of the project in an amount to compensate for services completed and expenses incurred. The above estimate does not include direct costs. “Direct costs such as license fees for software or images may be billed directly to the client or as a recharge.]
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