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Current Status
Explain the current status of the project.

Example:  Approval has been given to enter a Project Planning Phase and produce a justification in the form of a Project Charter
Work Breakdown Structure (WBS)
Identify the work required in the phase.  Using a Work Breakdown Structure (WBS) is a useful approach.

Example:

· Prepare for Phase

· Change Control
· Risks
· Procurement

· Budget Control

· Set Up
· Risk Log
· Issue Log
· Action Log
· WBS

· Draft Schedule

· Final Schedule

· Resources
· Resource Requirements
· Agree Resources
· Define Roles and Responsibilities

· Produce
· Communications Plan

· Risk Assessment
· Quality Plan

· Costs

· Benefits

· Project Charter, Schedule and Project Management Plan
· Plan for next phase

· Sign off report

· Distribute to Sponsor and IT Management

· Discuss the findings

· Make amendments if necessary

· Gain sign off

Resource Requirements
List the skills required in the project and who might be involved in the next phase.  If a resource name is not available, just identify the skills.

Example:

	Role
	Skills
	Nominee

	Project Manager
	Carry out planning and management of a mid sized project
	P. Manager

	Business Analyst
	Assist the business to develop requirements.  Plan and manage testing and support
	

	Sponsor
	Provide the money  for, and executive support to the project
	I. Nitiator


Schedule

The schedule does not necessarily need to be a Gantt chart.  If a Gantt chart is prepared, attach it to the report.  The following example would suffice.  It should relate to the WBS.  You should also indicate when the phase will start and when it will end.

Example:
Phase Duration:  1 June to 20 June

	Activity
	Work
	Start
	Finish

	Prepare for Phase
	2 days
	1 June
	3 June

	Set up Logs
	2 days
	2 June
	6 June

	Resource Planning
	5 days
	7 June
	14 June

	Etc.
	
	
	


Key Milestones
If the Phase is going to take a few weeks to complete, identify Milestones that will determine if the phase is on track.  As a generalisation there should be a milestone each week or at least every two weeks.

Example:
	Milestone
	Date

	Logs set up
	6 June

	Resource Planning Complete
	14 June

	Etc.
	


Risks or Issues

If there are any impediments to the phase being successfully completed, they should be identified.  Once identified, it should be clear how they are to be handled to minimise impact.

	Risk or Issue
	Action

	The Process Owner is on a training course for two weeks
	Will approach her and arrange a telephone interview

	Still major disagreement about the following aspect of the Concept. ………………………
	Schedule a meeting next Monday to resolve the problem.  If we cannot resolve it, we move forward with two scenarios and explore both.

	Etc.
	


Cost

Identify the cost of completing the phase.

Example:

Cost involved will be the cost of a Business Analyst for 8 days.  At our standard IT charge out rate this is $.....
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