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1.  Distribution List 

 

Role Name Position Scope 

Owner    

Author    

Role Name Position Scope 

 

1.1 Issue/Amendment Record 

 

Status Version Release Issue Date Reason For Issue/Changes Made 

Draft 0.1 0 Date First Draft 

     

     

 

1.2 Instructions To Recipient 

• The final version of this document will be version 1.0 

• A re-issue of the document containing fundamental changes to the document will be 

represented by a change in version number. 

• A re-issue of the document containing only minor changes to the document will be 

represented by a change in release number. 

• The owner of the document should be contacted to request changes to this document. 

• The Quality Reviewer will sign off the content of each new release and new version 

of the document  

• Recipients will be notified of all changes to the document. 
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2. Summary 

2.1 Purpose of Project 

The Purpose of the Project should clearly define the reasons for implementing the Project in regards to the 

Business Performance Improvements that will come from implementation. 

  

2.2 Executive Summary 

The Executive Summary should give a clear and descriptive high-level explanation of what the Projects 

Objectives and Benefits are. 

2.3 Scope 

High Level information surrounding scoping and what type of activities that the Project intends to deliver 

by activity or task level so that there is good understanding of what the Plan/Programme will incorporate 

for delivery. 

2.4 Dependencies 

This section is to identify the process and procedures needed and dependencies that have any impact in 

delivering the Project or Supporting the Project. 

2.5 Business Need 

This sections is to detail the predominate benefits in implementing this Project and to also ensure that the 

Business Requirements are met and documented. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


