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BACKGROUND
A record of events

A record of agreements up to the point where the Terms of Reference are being written

OBJECTIVES
What are we trying to do?

Why is it essential/desirable?

Is it realistic?

Is it measurable?
Is it quantifiable?
Are there multiple objectives?

Are they agreed by all parties?

SCOPE
Who is it and what is it?
Who it isn't and what it isn't?
CONSTRAINTS
What is going to stop us from doing a perfect job?

eg, timescales, cash, time, people, tools, environment, etc.

Are they agreed by all?

ASSUMPTIONS
List all the assumptions made today, (these might change over time.)
Are these all agreed and shown to be true?

Also in this section include the risk assessments?

METHOD

How are the objectives to be addressed?

What quality controls will be in place?
Are all the "deliverables" defined?

How will acceptance of completed work/delivered items be confirmed - ready for payments?
When will items be delivered?

What are the roles people will play in the project?

Where are the boundaries of responsibilities?
Plans for contingency

How will the project be managed?

Planning, progress monitoring, reporting, frequency of reviews 

Authorisation levels for spend - on the larger multi-company projects
Action Planning:
Task dependencies (Logical Network)

Critical Path Analysis (longest path through the project plan)
Earned Value Performance Measurement (Can you show the planned and actual value of work performed against project milestones, for your stage payments and cost control?)






