Marketing Performance Measurement Toolkit
Project Definition Report
Use this to define summarize project information for project sponsors and other managers.  Contents of each cell are listed in the table below.  See Chapter 2. 

	Project Definition Report


	project goals
	goals for users other than the primary participants

	information to be provided
	update frequency, detail levels, quality standards, data volumes, and distribution mechanisms

	sources of the information 
	specific sources, tied to particular applications when appropriate

	how that information will be used, and the resulting benefits
	primary application and secondary applications.  See Application Sequence Worksheet for details

	people, processes and systems affected
	specific departments and processes, numbers of users by department, integration requirements, and existing systems that might be replaced

	key uncertainties and risk factors 
	additional information as uncovered; project manager can now assess issues related to data volume, number of users, and over-all project complexity
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