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Basic Information

1.1 Description of the /Potential/ Project

State the expected outcome of the (potential) project. 

Specify the requirements on the project outcome under this heading, or refer to an enclosed document. 

State the time limit for the (potential) project and a date for hand-over of the project outcome. 

State the cost limits for the (potential) project, including costs for human resources.

1.2 Purpose

Describe the purpose of the (potential) project in concise terms. The purpose should be expressed as a description of the general aim and direction of the project, and the expected effect of the project outcome.

1.3 Business Opportunity

Give a brief orientation on the business opportunity, related to the project outcome. 

If applicable, provide information on the market situation for the project outcome. This includes information on, for example: 

· The customer and the status of customer agreements (tender, contracts, etc.) 

· Profitability calculations for the project outcome 

· Technology trends and trends on the supplier market 

· Competitors 

· Competitive products and the market window 

1.4 Background

Put the (potential) project and its expected outcome in its proper context by describing the current situation. The background description helps giving everyone involved a common view of the project. 

Briefly describe the conditions that have resulted in the decision to perform this assignment (prestudy/feasibility study/subproject).

2 Assignment Scope

2.1 Expected Outcome of the Assignment

State the expected outcome of the assignment.

2.2 Time Limits for the Assignment

Set the time limits for the assignment by stating a ready date.

2.3 Cost Limits for the Assignment

Set the cost limits for the assignment.

2.4 Hand-Over of Assignment Outcome

State when, how and to whom the outcome of the assignment should be handed over. 

If applicable, state a date for the tollgate at which a decision on how to continue the project will be made.

3 Assignment Organization and Stakeholders

3.1 The Assignment Organization

If possible, state the name of the person who will be responsible for the assignment and specify his or her role, responsibilities and authority. 

Specify the assignment organization in terms of roles, responsibilities and authority. 

State the routines to be used for reporting progress and results.

3.2 The Customer

If applicable, specify who is the customer of the project outcome. 

Describe obligations made by the customer in terms of products, specifications, contacts, tools, availability, etc.

3.3 Connections to Other Projects and or Assignments

Specify the interface between the assignment and other projects, subprojects or assignments. 

3.4 Suppliers (Services, Competence or Products)

List suppliers related to the assignment or the project outcome, such as partners, subcontractors and consultants, by name and function.

4 Prerequisites and Constraints

4.1 Security

State the confidentiality level of the assignment and what specific security measures must be taken.

4.2 Other constraints

State conditions that are fixed and cannot be negotiated. 

State conditions for engaging consultants/subcontractors.

5 Intellectual Property Rights

State the legal aspects of the project outcome, such as patents, copyright, trademarks, registered names and licenses. 

Note any restrictions that apply, or areas where special attention to the threat of infringement is justified. 

Note areas in which the project is likely to create inventions that should be protected by patents.

6 Other Matters

7 References

List any documents referred to in the Assignment Specification.

8 Distribution List

Select from the target group the persons concerned with the document and list their names. 


