Appendix 1: Sample Project Plan
Project NAME
Date

Overview
Project Background and Description
	Briefly describe the project, purpose, intent, and outcomes
Project Scope
	Bullet point people involved and responsibilities
High-Level Requirements
	Prioritize details including costs
Deliverables
	List all outcomes and dates including benchmarks
Affected Parties
	List all groups/individuals working on any part of the project (Internal and External)
Affected Business Processes or Systems
	Bullet point all systems, software, hardware, other equipment needs
	Other anticipated expenditures
Specific Exclusions from Scope
	List any anticipated barriers to the project
Implementation Plan
	List any training or resources needed to help implement the plan
High-Level Timeline/Schedule
	Bullet point timeline and possible barriers to time table

Approval and Authority to Proceed
List and date people who need to approve the project

	Name
	Title
	Date
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