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Introduction
Provide a paragraph or two describing the project and a bit of background information, if relevant.  Refer to where the reader can find the Charter, Project Management Plan, etc for further information.
[bookmark: _GoBack][Insert Introduction]
Scope
Provide a description of the project’s scope.  Refer to the scope statement in the Project Charter or the more detailed one within the Project Management Plan (if applicable).  This will define boundaries and set expectations for the requirements and fit/gap analysis listed in this document.
[Insert Scope]
Fit/Gap Analysis
This section contains the fit/gap analysis for the identified project requirements.  This section can be broken down by activity or business process if it makes sense to categorize the requirements that way.  In each section, it’s advisable to include a brief statement of what is encompassed with the implementation for that business process or activity.
The fit/gap analysis can be represented within the following chart (where P1 is a must have requirement and P2 is a nice to have requirement):
[Insert Fit/Gap Analysis]
	
	
	Fit/Gap
	
	

	Requirement
	Priority
	Fit
	Partial Fit
	Gap
	Comments
	Recommendation

	Requirement A
	P1
	
	X
	
	Insert any comments concerning the fit/gap analysis for this requirement
	Ace task NNN or request NNNNN has been created for this customization with a very high priority

	Requirement B
	P1
	X
	
	
	Insert any comments concerning the fit/gap analysis for this requirement
	Set up is documented in Appendix A for this requirement

	Requirement C
	P2
	
	
	X
	Insert any comments concerning the fit/gap analysis for this requirement
	Accept this gap


Revision History
Provide a chart where document revisions are recorded.  This chart should include who made the revision, the date made, what was revised, who it was reviewed & approved by, and the date it was reviewed & approved.
[Insert Revision History chart]
Appendices
The Appendices may include any configuration/set up that may have to be done for the requirement.
Appendices may also include a discussion of alternatives and what the recommended solution is with regards to a gap.
[Insert Appendices]
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