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[bookmark: __RefHeading___Toc465216955]Current Business Environment
Describe the existing business environment and the business problem that must be solved.
[bookmark: __RefHeading___Toc465216956]Proposed Business Environment
Describe the business environment after implementation of this project.
[bookmark: __RefHeading___Toc465216957]Business Justification
Identify measurable benefits that will be realized with implementation of this effort.  Identify cost reductions, business practice efficiencies, increased revenue or legal or regulatory compliance that will be achieved.  Attach detailed documentation to backup benefits calculation and any documents related to the financial analysis performed for project evaluation purposes.
· 
[bookmark: __RefHeading___Toc465216958]Alternatives Considered
List alternatives that were considered to solve the business problem.
[bookmark: __RefHeading___Toc465216959]Recommendations
Identify the recommended alternative and state reasons supporting the recommendation.
[bookmark: __RefHeading___Toc465216960]Project Scope
This section describes what activities and tasks are included in the project.  It defines the boundaries of the problem and recommended solution.  The scope should be specified in terms of processes performed and data used.  Including diagrams may be helpful to clearly identify the scope of the project.  Where possible, it is also helpful to identify business functions or processes that are specifically not within the scope of this project.
[bookmark: __RefHeading___Toc465216961]Delivery Commitment
This section identifies the key project activities and milestones with related deliverables and anticipated target dates.  The target date may be described as “project start + number of months or weeks.”
	Activity/Milestone Description
	Deliverable Name/Description
	Target Date

	
	
	


[bookmark: __RefHeading___Toc465216962]Responsibilities
This section helps clarify specific roles and responsibilities between the business unit and technical project teams.  List specific roles and responsibilities to clarify interdependencies between groups.
[bookmark: __RefHeading___Toc465216963]Business Unit
· 
[bookmark: __RefHeading___Toc465216964]IT
· 
[bookmark: __RefHeading___Toc465216965]Assumptions
List assumptions regarding estimates, costs, resources, skill sets, or skill level of project team members, timeframes, hardware/software, and constraints that might impact the ability to complete the project on budget, within the specified schedule, and within acceptable quality parameters.
· 
[bookmark: __RefHeading___Toc465216966]Risk Identification and Mitigation
Identify risk and what actions can be taken to mitigate each.  Risk might fall into those impacting the ability to complete the project within the identified budget or within the specified timeframe.  Risk could be classified as those related to technology, quality, or functionality.
[bookmark: __RefHeading___Toc465216967]Estimated Cost
Budgeted Funds $NNN or Nonbudgeted Funds $NNN
The project will be conducted on a time and materials basis. The cost estimates for completion of deliverables are calculated based on best estimates of costs for projects of similar scope, complexity and schedule constraints.  Any changes to the scope of the project as outlined in this proposal will be handled through existing project modification procedures.
	Cost Impact

	Resource Expenses
	Number
	Rate
	Estimated Months
	Total

	ITby Job Category
	
	
	
	

	Business Unitby Job Category
	
	
	
	

	
	
	
	
	

	Total Estimated Resource Expenses
	
	
	
	

	Hardware/Software Expenses
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total Hardware/Software Expenses
	
	
	
	

	Miscellaneous Expenses
	
	
	
	

	Travel
	
	
	
	

	Training
	
	
	
	

	Other
	
	
	
	

	Total Miscellaneous Expenses
	
	
	
	

	Total Project Expenses
	
	
	
	


[bookmark: __RefHeading___Toc465216968]Customer Approval Sign-off
I have read the above Statement of Work and agree that the scope identified is accurate and complete.  I authorize the process to obtain a work order and understand that no work can begin until an approved work order has been obtained.

	GPG IT Project Manager
	
	
	

	
	Name
	
	Date

	
	
	
	

	GPG IT Manager
	
	
	

	
	Name
	
	Date

	
	
	
	

	Business Unit Project Manager
	
	
	

	
	Name
	
	Date

	
	
	
	

	Business Unit Executive Sponsor
	
	
	

	
	Name
	
	Date

	
	
	
	

	Architecture Office
	
	
	

	
	Name
	
	Date

	
	
	
	

	Program Office
	
	
	

	
	Name
	
	Date

	
	
	
	

	GPG VP & CIO
	
	
	

	
	Name
	
	Date
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