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Section 1:  Project Overview
Background

Provide a brief description of the initiative and identify challenges and/or opportunities it will address. Describe why this initiative is important. 
objectives of the Initiative
	Objectives
	Measure of Success

	List each objective in a separate row. Objectives are statements about what the initiative will achieve. What needs to happen, who will be involved, when will this happen, etc.?
	Indicate what will be delivered when the objective is met. How will we know if we are making progress? Quantify what will be delivered. 

	
	

	
	

	
	


Section 2:  Scope
Describe what will be delivered as a result of this initiative (do not focus on the how). This should be a high-level statement about the work that needs to be done so the team has the same understanding of what they are working on (and more importantly, what they are not working on). This helps to create boundaries around the initiative and keep the team in alignment. 
Section 3:  Constraints and Dependencies

Constraints are any known restrictions or limitations on resources, timeline, or budget which may impact the quality of what is being delivered. For example, administrative support to help with scheduling or the impacts of the pandemic on team members availability. Dependencies are factors or processes that need to happen (or not happen) before the identified work can be carried out (i.e., the planning and priorities process, grant deadlines, infrastructure/space, progress of other strategic initiatives, etc.). 
Section 4:  Milestones and Timelines
Milestones are significant points or events in your initiative. They are used to determine whether or not the initiative will meet the anticipated timeline. It is understood that these are high-level and will evolve as the initiative is planned and executed. Examples of milestones are training materials developed, survey sent out, software purchased, etc.
	Milestone
	Target Date

	
	

	
	

	
	

	
	

	
	


Section 5:  Team Members
Describe the key responsibilities for the various team members, including the project manager. 

	Team Member Name
	Responsibility

	
	

	
	

	
	

	
	


Section 6:  Budget
Use the table below to provide an estimate of the costs to carryout this initiative (i.e., administrative resources, consultant fees, compensation for consultations, infrastructure or technology requirements).  

	Resource Type Expenditure
	Costs

	
	

	
	

	
	

	Cost to Complete 
	$Total Cost


Section 7:  Approvals
	Project Role
	Name, Title
	Approval Signature
	Date

	Project Sponsor
	
	
	

	Project Leader 
	
	
	


Reference Guide to Project Management Terminology
Assumptions: factors that are considered to be true without proof or demonstration. When planning a project, decisions may be made based on undocumented assumptions and this can introduce risk. 
Constraints: factors that limit the time, resources or budget available which can ultimately impact the quality of what is being delivered (i.e., administrative support to help with scheduling or notetaking, the impacts of the pandemic on members time/availability, etc.). Constraints will help set realistic expectations for the work that needs to be done and the associated timelines.
Dependencies: any external factors or processes that need to happen (or not happen) before the identified work can be carried out (i.e., planning and priorities process, grant deadlines, infrastructure/space, progress of other strategic initiatives, etc.). Dependencies will help set realistic expectations for the work that needs to be done and the associated timelines.

Issues: expected or known events that are identified and raised and require a timely resolution so they do not jeopardize the project.
Objectives: in depth and short-term statements which provide a series of actions to support what the program is trying to achieve (its goals and benefits). Objectives are tangible and must be SMART:

1. Specific: direct, detailed and meaningful 
2. Measurable: quantifiable to track progress and success
3. Attainable: realistic, and you have the tools/resources to attain it
4. Relevant: aligns with the Institution mission
5. Time-based: has a deadline
Measures of success: these are the metrics assigned to objectives and activities that help to demonstrate the value of those objectives and activities. Success criteria should be able to answer questions such as, “Are stakeholders satisfied with what the initiative delivered? Are stakeholders using what was delivered? Are stakeholders benefitting from what was delivered? Did the initiative manage its budget? Did the initiative deliver on time?”. The answers to these questions are typically quantifiable. For example, “90% of all academic departments will have a curriculum map by fall 2022”, or “Retention of undergraduate students from underrepresented groups increased from x% to x% in 2022-23".

Planning Template or Charter: documents the initiative or project to be undertaken and what will be delivered as a result. The document formally authorizes the existence of a project and the organizational resources that will be applied to its activities.
Risk: an unexpected event that will have some impact on an aspect of the project (i.e., resources, timeline, budget or processes). When trying to determine if a project may be exposed to a risk, consider what that event might be, when it might happen, what might the potential outcomes be and what might trigger it. Risks should be monitored on an ongoing basis and mitigation strategies should be put into place to help lessen the probability and/or impact of their occurrence. 
Scope: helps to place boundaries around what the initiative will deliver. This is done by describing what end results will be delivered and what will not be delivered (perhaps because those deliverables will be part of a later phase of the initiative). 
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