Project Opportunity Statement (POS)

This statement specifies the business opportunity, the project goal and deliverables, and the expected business outcomes this project will deliver.   The project’s executive sponsor is responsible for the completion of this statement with the project manager’s assistance.


All grey text in this document is commentary. It is designed to either help complete the document or to understand its content.
	Project Name:
	
	Project ID:
	

	Exec Leader:
	
	Project Leader:
	
	Project Manager:
	

	Start Date:
	
	End Date:
	
	Date Submitted:
	


This information is for review by senior management to determine the priority and to support the project’s needs.  It forms the basis to secure senior management’s approval to plan the project.  Once this statement is approved it becomes the foundation for future planning and execution of the project, and it becomes the reference document for questions or resolving conflicts regarding the purpose and scope of the project.

1.
Business Opportunity:

The opportunity states the rationale for doing the project. It defines the specific business opportunities or problems being addressed by the project.  It contains statements of well-known fact, statements that everyone in the organization will accept as true.  
	


2.
Project Goal:

A project has one overall goal.  The goal concisely summarizes what will be delivered by the project that addresses the business opportunity statement above.  The goal provides a continual reference point for any questions regarding purpose or direction of the project. 

	


3.
Scope:

The scope identifies which aspects of the business are to be included in the project and which aspects are to be excluded. It determines what other external influences and impacts, such as interfaces, customer needs, and regulatory requirements, are to be addressed.   Use the tables below to specify the various scope elements of the project.

3.1  Business Process Scope

The business process scope addresses what the enterprise does, how it does it, in what sequence it does it, what rules it follows, and what type of results it obtains.

	In Scope
	Out of Scope

	· 
	· 


3.2  Business Product Scope

The business product scope addresses the various product lines of the business.  

	In Scope
	Out of Scope

	· 
	· 


3.3  Organization Scope

The organization scope deals with the people in the enterprise: their culture, their capabilities, their roles, their team structures, and their organizational units. It also addresses the support systems that make organizational change possible.  

	In Scope
	Out of Scope

	· 
	· 


3.4  Application Software Scope

The application software scope deals with the capabilities, structure, and user interface of software provided for the business.  

	In Scope
	Out of Scope

	· 
	· 


3.5  Other Scope

Document any other categories of scope your project requires.

	In Scope
	Out of Scope

	· 
	· 


4.
Expected Business Outcome / Contribution to Corporate Goals – Measuring Business Success:

Expected business outcomes measure the business success of the initiative.  Describe the specific metrics that will be impacted, the degree of their contribution to each corporate goal (with starting and ending metrics), and when the expected metric will be realized. If a current metric is not known and/or an expected metric will not be determined by this project—state that fact. (This is perfectly acceptable in some cases.)
The expected business outcomes listed here will be the result of achieving the deliverables listed in the next section:
	Corporate Goal 

     (do not edit this column)
	Expected Business Outcome Metrics Description / Contribution(s) to corporate goals
	Expected Date

	Goal 1:.
	Metric Description: 

Current Metric Value: 
Expected Metric Value:
	mm/dd/yyyy



	Goal 2: 
	Metric Description:

Current Metric Value:

Expected Metric Value:
	mm/dd/yyyy



	Goal 3:.
	Metric Description:

Current Metric Value:

Expected Metric Value:
	mm/dd/yyyy



	Goal 4:.
	Metric Description:

Current Metric Value:

Expected Metric Value:
	mm/dd/yyyy



	Goal 5: 
	Metric Description:

Current Metric Value:

Expected Metric Value:
	mm/dd/yyyy




5.
Major Project Deliverables – Measuring Project Completion:

The deliverable statements define what constitutes project completion.  The major project deliverables describe what must be accomplished in order to achieve the business outcomes and reach the project goal.  Deliverables should describe what is to be accomplished (i.e., a future state; typically a noun) and an action (i.e., how the deliverable will be delivered; typically an action verb A planned date and measures of completion help to clarify deliverables.  Do NOT list events that are needed primarily by the project team (e.g., project plans completed, testing completed, etc.; these are milestones)

The following Major Deliverables will be completed during this Project:

	Deliverables
	Description/Completion Metric(s)
	Planned Date

	1. 
	Delivered when:

· 
	mm/dd/yyyy

	2. 
	Delivered when:

· 
	mm/dd/yyyy

	3. 
	Delivered when:

· 
	mm/dd/yyyy

	4. 
	Delivered when:

· 
	mm/dd/yyyy


6.
Major Milestones – What it takes to get us there:

Use this section to document the milestones (events) that must occur in order to reach the deliverables noted in the section above.  These milestones should include those for varied other milestone sets and processes, e.g., Business Process Redesign, IT, Budget, Vendor, Product Development, etc.

The following Major Milestones must be met during this project:

	Milestones

(e.g., Capital Budget Approved)
	Measure of Milestone 

(e.g., Capital Budgeting Committee signed off on project request)
	Planned Date 

	
	Completed when:

· 
	mm/dd/yyyy

	
	Completed when:

· 
	mm/dd/yyyy

	
	Completed when:

· 
	mm/dd/yyyy

	
	Completed when:

· 
	mm/dd/yyyy


7.
Project Flexibility:

Address the “triple constraint” of Scope, Schedule, and Resources.  When one of these factors is constrained, another must be flexible. Remove “X”s (leave one per row and column) to show which row is associated with which column. Explain the “most flexible” and “least flexible” rows.
Use this section to document the constraints of the project. Knowing where the flexibility is in the project will guide decision making by the project team and manage the expectations of the stakeholders.
	Flexibility Matrix
	Least Flexible
	Optimize
	Most Flexible
	Why?

	Scope
	X
	X
	X
	(explain here)

	Schedule
	X
	X
	X
	(explain here) 

	Resources
	X
	X
	X
	(explain here)


8.
Assumptions:

Assumptions listed here are factors that, for planning purposes, will be considered to be true, real, or certain.  Assumptions generally involve a degree of risk.  Be sure to include here any assumptions made in the creation of this document.
	


9.
Risks to Project and Contingency Plans: 

Risks are factors that may interfere with the project work.  For example, internal risks are factors that the project team can control or influence, such as staff assignments and cost estimates.  External risks are factors beyond the control or influence of the project team, such as market shifts and government action.  State any project risks and the contingency plans (if any—some risks may be assumed) for addressing those risks.
	Risk
	Contingency Plan

	· 
	· 

	· 
	· 

	· 
	· 


10.
Dependent Initiatives:

It is important that the project stakeholders understand how this project is linked to other work in the organization.  This dependent work includes any other initiatives or work currently undertaken by business units.
	This project is relying upon: 

(Project cannot be completed unless this work is done)
	This project is necessary for: 

(Project results will contribute to these projects)

	· 
	· 

	· 
	· 

	· 
	· 


11.
Core Team Personnel Resources:

Document the skill sets and/or specific people this project will need for its core team.  Estimate the extent (person-month, e.g., .25, .50. .75) of commitment necessary for each personnel resource.  (Detailed resource requirements for the entire project will be ascertained during the planning phase.)
	Business Unit 
	Skill Set / Function 
	Resource Name
	Proposed

FTE
	Role and Responsibility

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


12.
Alternatives Considered:

Note any other approaches that the team considered when preparing this project.  Explain why these alternatives were rejected.
	


13.
Financial Analysis:

Quantitative: Define the financial impact of the project.  If the project is being justified on the basis of financial return, provide a detailed cost/benefit analysis (or link to that document).  If the project will change our ongoing cost structure, please prepare a financial analysis.  
	


14.
Authorization to Proceed:

Obtain approval from the appropriate executive to continue with the project.
	
	

	Executive Sponsor

	Date
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