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Overview
This report is the result of a Phase Zero study undertaken on a concept paper prepare by …… on ../../..  The Concept Paper in attached. (alternatively you might want to put a hyperlink to the document).

Executive Overview

Summarise the report in the executive overview.  Key points are:

· Level of support

· How the Concept may have evolved since the concept paper was prepared

· Key issues to overcome before the project is commenced

· Key stakeholders and their level of support

· Who should fill which role, and availability of resources

· Suggested path forward

The Executive Overview should be between half a page and one page


Interviewed

The following people were interviewed as part of the Phase Zero
Scope

Attached is the High Level Scope document
Benefits

What benefits will there be?  No need to quantify the benefits at this point.

Example:  Likely benefit areas include:

· Better customer service resulting in increased sales

· Less out of stock resulting in higher delivered order values

· Etc.

Risks

What risks were mentioned during the interviews?

Example:
· Lack of resources to work on the project may delay completion date

· We do not have the expertise to undertake the configuration and may cause unforeseen problems
Size and Cost
If any information has been gathered that relate to the size or cost of the project it should be included.  In the Concept Paper, we did do a rough estimate.  If this is still relevant it should be included.

Example:   In the Concept Paper we estimated the project will take between 2 and 6 months and/or cost between $100k and $500k Stakeholders.  While we still think this is the likely size, we are certainly looking at the upper end of the scale.
Key Stakeholders

An analysis of key stakeholders and their supportiveness of the project is attached.

NOTE:  If the information in the Stakeholder analysis is of a sensitive nature, you might just summarise the information.  If not, include the document produced in the Identify Key Stakeholders step.

Support

Identify the support or otherwise for the project.

Example:  Generally it is felt that the project should proceed.  The need has been evident for some time to create a new system to …….  There are some reservations about how extensive the project should be but there is the general agreement that something should take place.

Impacts

During the interview, you will have developed a deeper understanding of the impacts of the project.

Example:  
Marketing.  Our marketing department will have a major benefit to promote our service in that we can now guarantee stock availability.  We need to ensure the benefit is properly promoted and a campaign developed around the new capability.

Resoucing

In this section cover two key areas.  Firstly any foreseen resourcing issues such as unavailability, and secondly who should occupy key roles.

Example:  Availability of business resources will be an issue.  The manager of the sales team does not have resources to allocate to the project until after year end.

It seems apparent that the Warehouse Manager should be the Sponsor of the project.  Most of the changes relate to the warehouse area, and they will benefit most from reductions in orders that cannot be filled and better restocking policy.
Issues to be Resolved
The “Conflicts and Inconsistencies” document is attached.  The issues to be addressed before the project commences are listed below.  

Assumptions

List any assumptions you have made during the phase

Example:
We assume 

· The business will undertake any BPM work for the project

· Training will be delivered by the vendor

· Etc.
Recommendations

Make a recommendation as to the path forward.

Example:  During the interviews there seemed a feeling that the project should proceed but it was not a top priority.  It is recommended that the project be considered for the next financial year.  In the intervening period, the issues listed above can be resolved.
Attachments:

High Level Scope

Key Stakeholder Analysis

Conflicts and Inconsistencies
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