“Learn Today… Live Tomorrow”
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Project Management Form: Project Name
Project Summary
Explain which project will be carried out, i.e. a Luncheon, Heart Walk, etc. and how your chapter plans to do so (PowerPoint presentation, handouts, and so on.) 

Project Overview

Describe the background and context for this project and why it is being undertaken.  

Project Objectives

List and describe the objectives that this project will achieve and deliver.  They should be “SMART”: Specific, Measurable, Achievable, Realistic, and Timebound.

1.


2.


3.
Organizations Affected or Impacted

Specify areas or groups affected by, or that may participate in, this project.  Include how they are affected or how they are participating.

1.


2.


3.


4….. etc.
Project Estimated Cost, Effort, and Duration

Your costs may be represented in many ways, such as costs per individual, or by your entire chapter as a whole.  You may also describe costs by category, i.e. supplies, entertainment, permits, etc.  Attach a budget sheet depicting your costs at the end of this form.

Estimated Cost (list materials):


Estimated Effort Hours:


Estimated Duration:

Project Risks

All projects contain risks.  They may not be able to be eliminated entirely, but they can be anticipated and managed, therefore decreasing the probability that they will occur.

1.


2.


3.


4….. etc.

Project Organization

It is important to know who the major players are on the project.
Project Director:

Project Sponsor (if applicable):

Project Advisor:

Committees and Members:

Etc…
