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1.
Project Summary

Information in the project summary areas was started during the project concept phase and should be included here.

	Project Name:
	
	Start Date:
	


	Organization::
	
	Submitted by:
	


	Prime Contractor:
	
	Date Awarded:
	


	Current Stage of Project:
	Development Life Cycle (Design, Development, Integration or Testing or Implementation)


	Project is On Schedule:
	Yes: (
No: (
Details:


	Project is within Budget:
	Yes: (
No: (
Comments:




	Please answer the following questions by marking “Yes” or “No” and provide a brief response as appropriate
	Yes
	No

	Is this an updated Project Plan? If so, reason for Update:


 

	
	

	Budget for project by fiscal year and is project funded? If so,  for what amount(s) and period(s):

Budget Amount:
Year:
Funded?

Budget Amount:
Year: 
Funded?

Budget Amount:
Year: 
Funded?

Total Budget:

	

	



Project Summary - Continued

Points of Contact

This should be the list of individuals that will be involved with the project during the execution phase.

	Position
	Name/Organization
	Phone
	E-mail

	Project Manager
	
	
	

	Senior Management Sponsor
	
	
	

	Senior Technical Sponsor
	
	
	

	Procurement Contact
	
	
	

	Customers:


	
	
	

	Other Stakeholders (Top 3):


	
	
	


Prime Contractor Information

Company:

	Position
	Name
	Phone
	E-mail

	Project Manager
	
	
	

	Senior Technical Sponsor
	
	
	

	Contracts Contact
	
	
	


 2.
Project Charter

Business Problem.

All projects start with a business problem/issue to solve.

Statement of Work (Goal).

The statement should be short and to the point. It should not contain language or terminology that might not be understood.

2.
Project Charter, continued

Project Objectives:

Provide a brief, concise list of what the project is to accomplish.
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