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Executive Summary
[Summarize background, vision, goals, deliverables, timeframe, resources, budget, success criteria.]
Background
History
[Provide relevant historical context.]
Requirements
[Describe business problem or opportunity.]
Solution
[Describe purpose, scope, and approach.]
Proposal
Vision and Goals
Vision: [Write vision here]
Goals: [List SMART goals here]
Deliverables
	Title
	Description
	Notes

	[Deliverable]
	[Description]
	[Notes]


Timeframe
[Specify timeframe and importance.]
Resources
	Type
	Quantity
	Notes

	[Resource]
	[Qty]
	[Notes]


Budget
[Write budget estimate and ROI.]
Ownership
	Role
	Name
	Contact Details

	[Sponsor/Customer/PM]
	[Name]
	[Contact]


Reporting
[Describe communication and reporting methods.]
Risks & Issues
	Risk
	Details
	Likelihood

	[Risk]
	[Details]
	[High/Med/Low]

	Issue
	Details
	Impact

	[Issue]
	[Details]
	[Impact]


Implications
[Implications of not undertaking project.]
Success Criteria
[List key success criteria.]
Authorization
Project Sponsor Name: __________  Date: __/__/__
Customer Name: __________  Date: __/__/__
Appendix - Supporting Documentation
[Include supporting docs, research, quotes, etc.]
