(About the Project Description: The Mandate for the Concept Phase is the basis for the decision to go forward to the Concept Phase during which a complete and detailed Project Description is developed. While the Mandate for the Concept Phase and Project Description will contain many of the same elements, the Project Description gives the Steering Committee a sufficiently detailed understanding of the project to allow them to decide whether to commit to and authorize the project. The scope and level of detail in the Project Description is adapted to the project’s size, complexity, and environment. It is the Project Manager’s description of work for the project and constitutes a binding agreement between the Steering Committee and the Project Team. A good Project Description is precise, defines clear boundaries, and gives realistic estimates.)
Background and Rationale
(Briefly describe the background and reason for the project. Describe any previous work that may have a bearing on the project’s implementation. Provide a short, specific, fact-based description of the current situation and the desired situation after project completion—or after handover of the project deliverable to Line Management/the System Owner. Summarize, as briefly as possible, the purpose of the project.

Desired Outcomes and Benefits
(Briefly describe the project’s objectives. First, show which of UiO’s strategic goals the project will advance or achieve. Next, describe the project’s desired outcomes—benefits that the organization aims to realize once the project’s deliverable is in use. Note that benefit realization may start before the end of the project but normally follows project completion. Finally, specify the project objectives—Project Team goals for the project.)
    
	Level
	Description
	Success Criteria

	To which of UiO's strategic goals does this project contribute?
	 
	 

	Desired Outcomes (long-term objectives. Note that these can be both “hard” and “soft”)
	 
	 

	Project Objectives (the objectives for the project itself; measured, e.g., in time, cost, and quality, etc.) 
	 
	 



General Conditions and Constraints
(A description of relevant conditions and constraints, e.g., laws, statutes, guidelines, etc.)

Scope and Deliveries
(Give a concise description of the proposed project’s primary deliveries. Deliveries may be organizational (e.g., description of workflow, a new leadership-training program, new structure, etc.), technical (e.g., a new electronic case handling system, an E-learning platform, etc.), or activity oriented (e.g., a large event).  Clearly show the boundaries for the project’s deliveries. The Project Description is the Project Manager’s “contract” with their Stakeholders and describes obligations for both the Project Manager and the Stakeholders.)
  
	Delivery

	Description


	
	

	
	

	
	

	
	



Scope Limitations (what is not included in the delivery):
	Limitation

	Description


	
	

	
	

	
	

	
	



Assessment of Project Risks and Opportunities  
(Describe, as briefly as possible, the internal and external factors that are potential risks or opportunities for the project. These include internal -and external deliveries and dependencies, procurement, and access to resources, expertise, data, etc. Describe the most important risks and opportunities for the project and the associated strategies for mitigating and exploiting them.)

Internal and external factors that affect project deliverables (important concerns that must be addressed by the project) 


	Risks
	Description
	Mitigation Strategy

	
	
	

	
	
	

	
	
	



	Opportunities
	Description
	Exploitation Strategy

	
	
	

	
	
	

	
	
	



Alternatives and Cost/Benefit Analysis

Evaluation of Alternative Concepts and Solutions
(Briefly describe the alternate solutions that were considered for achieving the project objective and explain why the selected approach is preferred.) 

Benefit Overview
(Set up an overview of the expected benefits [see pt.2, Desired Outcomes] Describe who will benefit and how the benefits will be experienced. If possible, describe the conditions necessary to achieve project benefits. This is the beginning of a Benefit Realization Plan; this plan will continue to develop throughout the lifetime of the project. Note that benefits can be both “hard” and “soft”). 

	Benefit
	Who will benefit and how will the benefit manifest itself?
	Necessary conditions to achieve the benefit

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Cost/Benefit Analysis
(Submit the preliminary estimates of expenses and any anticipated financial gains. Where it is not possible to quantify economic benefits, describe the foreseen qualitative benefits.)  

	Economic/Qualitative benefits
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5

	External expenses
	
	
	
	
	

	Internal expenses (resource use: personnel)
	
	
	
	
	

	Economic benefits (savings)
	
	
	
	
	

	Qualitative benefits
	
	
	
	
	

	· qualitative benefit 1 (describe)
	
	
	
	
	

	· qualitative benefit 2 (describe) 
	
	
	
	
	



Rough Timeline and Milestones
(Submit a rough estimate of the project schedule and milestones. Create a brief plan for how the Planning Phase will be implemented, how long it will take, and an estimate of needed resources.)

Organization, Roles, and Responsibilities 
(Name the Project Owner and where project authorization comes from in the organization. Describe the expected size and composition of the Project Team. Describe the different roles and their associated responsibilities, as well as resource requirements.)

Stakeholders
(Name the key internal and external Stakeholders identified at this point in the project.)

	Stakeholder  
	Role 
	Notes 

	
	
	 

	
	
	 

	
	
	 

	
	
	 


Budget
(Briefly outline the project budget.)  

Change Log
(The Project Description is adopted as a draft before Phase 2 (Planning) and as a final version before Phase 3 (Implementation). In the event of major changes during the project, and at least in the transition between defined implementation phases, update the Project Description. At the transition from planning to implementation—and in subsequent revisions—specify each change, who made the change, and who approved the change.)
	Version
	Date
	Change
	Responsible for change documentation
	Responsible for change acceptance 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Distribution Log
(To ensure that all relevant Stakeholders receive the latest version of the Project Description, update the Distribution Log each time the document version changes.)
	Version
	Date
	Sent to:
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AT A GLANCE—PROJECT DESCRIPTION
[bookmark: _Toc309220423]Purpose of the Project Description
The Project Description provides the Steering Committee a sufficient basis to assess the project before authorizing the planning phase.

Who Develops the Project Description?
The designated Project Manager, or the person designated to lead Phase 2 of the project, is responsible for developing the Project Description. 
[bookmark: _Toc309220424]
Who Receives the Project Description?
The Project Owner, who approves the content and secures authorization in the Steering Committee, receives the Project Description.
[bookmark: _Toc309220425][bookmark: _GoBack]
When is the Project Description Developed?
Development of the Project Description occurs during the Concept Phase. Once accepted, the Project Description is “frozen” and replaced by the Project Plan. In longer projects that go through several implementation phases, however, review and update the Project Description after each implementation phase. 
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