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Purpose: To identify the objectives and proposed solution of the project along with quantifiable benefits and costs. This document is started in the Initiating Process and completed in the Planning Process. Similar information is documented on the Project Initiation Document and Project Charter and used for the decision for the project to proceed with resources and monies for the next Processes. The objective of this information is to gain approval during the Project Funding Checkpoint.

<Use the blank template on the Web, or use this document and delete the instructions contained in each block as it is filled out. Similar information is documented on the Project Initiation Document and Project Charter and used for the decision for the project to proceed with resources and monies for the next Processes. Remember to delete the cost information if the program manager will not be filling it out.>

	Project Identification 

	Project Name
	Project Number
	Date Created

	
	
	

	Project Sponsor
	Project Owner

	
	

	Program Manager
	Project Manager

	
	

	Completed by

	


	Executive Summary

	Objective – opportunity to state your case and gain interest

	< State what business need the project is solving. >




	Problem / Opportunity

	< Leverage some of this information from the Project Charter and/or Project Initiation Document. Some refer to this as the “AS IS” Situation. The objective in producing an “AS IS” Situation is to understand the underlying reasons for the existing process. To create this information use the following process, as needed: Break the problem into concise distinct bullets and separate them into causes and effects. Then consolidate the bullet items into a concise statement. >



	Proposed Solution 

	<Take some of this information from the Project Charter and/or the Project Initiation Document. Describe the solution and the plan for addressing the current situation. Some refer to this as the “TO BE” Situation. To create this information use the following process, as needed: Break the problem into concise distinct bullets and separate them into causes and effects. Then consolidate the bullet items into a concise statement. >



	Project Comparison

	< If you know of any internal or external projects that are similar in nature to this project, please describe the project(s). >




	Strategic Alignment

	Business Strategy

	<All projects should support and tie to strategic goals. Answer how the objectives align with the business strategy. > 

Links:  OBR Goals
            HEI Goals
            CHEE Goals


	Technology Strategy

	<All projects should support and tie to strategic goals. Answer how the objectives align with the technology strategy. > 


	Milestones

	<List any Milestone related to the schedule known to date – this milestone list may be expanded in the Planning Process. List as many as needed with the most important listed first. Many milestones are the completion of phases, if this is the case just state that and do not list all phases. >

· 


The following sections should only be filled out by the program manger when deemed necessary. If these areas are not needed, please delete these sections from the document.
	Benefit Analysis

	Benefit
	Savings

	· < List the benefit. These could be cut and pasted from the Project Charter, which lists tangible and intangible benefits. >
	$ <List the estimated cost savings. >

	· 
	$

	· 
	$

	· 
	$


	Cost Summary

	Economic Feasibility 

	< Itemize the cost components. High Level Costs associated with development and operational or maintenance. Be sure to include both capital and expenses. During the Opportunity Assessment and Initiating Process the Rough Order of Magnitude, ROM, is +75 -25. These will be expanded during the planning process, with a ROM of + - 5%. >

	Capital
	
	
	

 

	Labor
	
	
	

	
	Applications Development

	$xx,xxx
	

	
	Documentation

	xx,xxx
	

	
	Total Labor
	
	$xxx,xxx

	
	
	
	

	Hardware
	
	
	

	
	Item A

	xx,xxx
	

	
	Item B

	xx,xxx
	

	
	Total Hardware
	
	xxx,xxx

	
	
	
	

	Software
	
	


  
	


  

	
	Item A

	xx,xxx
	

	
	Item B

	xx,xxx
	

	
	Total Software
	
	xxx,xxx

	Total Capital
 
	
	
	$xxx,xxx

	
	
	
	


	Expense
	
	
	

	
	Maintenance
	$yyy,yyy
	

	
	Expense labor
  
	   yy,yyy
	

	
	Support personnel
	   yyy,yyy
	

	Total Expense
	
	
	$yyy,yyy

	
	
	
	

	Total Project Costs



	
	
	$zzz,zzz


	Investment Analysis

	Business Impact Analysis

	< How long will the business function operate without this project, before it would significantly affect the ability to conduct business or meet required obligations? >


	Return on Investment 


	Simple ROI

	< Examples listed below. This is a calculation of simple ROI, Return on Investment. >

	Proposal A
	

	Total Cash Benefit
	$190,000

	Total Cash Cost
	($130,000)

	Net Benefit
	$60,000

	Simple ROI = 60/130
	46%

	Proposal B
	

	Total Cash Benefit
	$230,000

	Total Cash Cost
	($130,000)

	Net Benefit
	$100,000

	Simple ROI = 100/130 = 
	77%


	Payback on ROI
	Initial 
	Year 1 
	Year 2
	Year 3
	Year 4

	< Examples listed below. They show the number of years (or months) until the cumulative net benefit equals zero. Below is one way to calculate payback. >
	
	
	
	
	

	Proposal A
	
	
	
	
	

	Cash Flow
	($3000)
	$2000
	$1000
	$1000
	$1000

	Cumulative
	($3000)
	($1000)
	$0
	$1000
	$2000

	Payback
	
	
	Payback in 2 years
	
	

	Proposal B
	
	
	
	
	

	Cash Flow
	($3000)
	$1000
	$2000
	$3000
	$5000

	Cumulative
	($3000)
	($2000)
	$0
	$3000
	$8000

	Payback
	
	
	Payback in 2 years
	
	

	< A second way to calculate payback is listed with the following example: 

An integration service costs a client $120,000 and produces $240,000 the first year in economic benefits.

Payback = (120,000 / 240,000) * 12 months

Payback = 6 months
	Payback = 

(Costs/unit time) / (Economic Benefits/unit time) * Unit Time
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