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Executive Summary
Project objectives, case for change, scope and way forward in less than a page
1.0   Objectives
1. Measurable and simple objectives that are dot point and give a very clear picture about what your project will achieve
2.0   Background to proposal
Only half a page -1 page background information that expands on why this project exists and other programs of work that are being aligned with or leveraged from. 

3.0 Case for Change
Evidence that proves that making a change through the proposed project is essential. Consider literature, best practice, Root Cause Analysis data, patient access, safety and quality data, surveys, patient experience and staff experience. 

Summarise a strong case for change in less than a page.
4.0 Scope

4.1  In-scope 
· What will this project focus on? (what sort of patients, facilities, clinical pathways, clinical specialties, networks etc)

4.2  Out of scope
· What won’t this project focus on? (set clear boundaries so that the scope of the project doesn’t continue to grow beyond the intended and manageable point)
5.0 Evaluation: defining success
Describe what success will look like upon successful implementation. 

Where possible describe the early elements of the projects evaluation framework. 

The evaluation framework must continue to develop with the project. 
6.0 Engagement and Communications 
Define the key stakeholder groups in the project and a high level picture on how they may be engaged.

	Consultation Level
	Who
	What and How
	Frequency

	Stakeholder group
	Only be as specific as is appropriate – become more detailed as the project progresses
	· What does this stakeholder group need to know about and what is the best method to get that message to them?
	· How often does this stakeholder group need to receive information (this may change at various points of the project, so keep updating your communications plan)


7.0 Risk Management
What are the high level risks and issues associated with this project. 

Maintain a risk and issue log  through out the project as it will continually evolve. 
	Risk
	Potential Issue(s)
	Potential mitigation

	1. High level risk that may occur in the project
	· What will that risk cause if it happens
	· What strategy can you put in place to prevent the risk becoming an issue?


8.0 Resources
What resources will this project require to be successful? Where possible describe items such as: staffing, capital, communications, travel and external consultants. 

The exact dollar values may develop with the project, but try to at least flag areas for potential expenditure and approximate amounts. 

9.0 Way forward
What are the next steps for this project to develop momentum? Describe a basic path that will move from a project plan to an engaged and effective project.
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