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1.
Introduction

[Meeting or event that has led to the possibility of a need for a project]

The purpose of the document is to establish the need for a project and to initially assess the feasibility of carrying it out.
This document has the following sections:

· objectives and scope of the project

· benefits to the business

· indicative costs

· timescale (commercial “window”)

· personnel who would be key to the project, and approximately when needed 

· [if appropriate, availability of 3rd party product and supplier and any potential
          show-stoppers]

· finance


2.  Objectives and scope

[Objectives in 1-3 sentences]

[List of expected results that are within scope]

[Indication of 1-3 key areas that would be out of scope that, by being stated, help to define the limits of the project]

3.
Indicative benefits to the business

[List benefits with “not greater than….not less than” value in cash terms.  Err on the low side in estimating to allow for partial achievement of objectives]

4. Indicative costs

[List main heads of costs with “not greater than….not less than” value in cash terms.  Err on the high side in estimating to allow for detail which will be discovered as the project is planned]
5.
Personnel who are likely to be key to the project


[List of names of personnel, including any IT, whose availability will be key to the project.  Note against them which phases of the project they will be needed for, approximately what % of their time will be needed, and when in the timescale that need is most likely to occur.  This information will feed the table of cross-company commitments to projects and help to check the feasibility in terms of resource availability]
6.
3rd Party Suppliers

[List names of potential 3rd party suppliers.  For each identify any key questions which could be show-stoppers.  This is to focus investigation to quickly eliminate any infeasible supply situations.]
9. Finance

An indicative assessment (without discounting) is that the project is likely to be cost-effective with a margin of the order of   £……………... per annum. 

The proposed budget for the project will be from ………….. department
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