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	Assignment 3 – Zoe Price
Question 1
So we are clear, we are using the term Charter to refer to the authority of the project manager and we are using the term Statement of Work (SOW) to represent the formal document that defines the project all its components. 
The SOW is the formal document which is produced, which will detail the expectations and agreements for the project. This is used to confirm responsibilities and working relationships. By creating the SOW, it also gives the project team a chance to ensure they fully understand the project – as this genuine understanding will help make the project as successful as it can be. 
Each SOW will include the following elements:
· Defined Purpose: This will clearly state the ‘why’ behind the project, its intended outcomes and the benefit to the company when the project successfully completes. 
· Statement of Scope: This clearly defines what is within the project and what falls ‘out of scope’ as inevitably, project creep can make the project become much bigger than originally intended. This statement will firmly establish budget and timescales.
· Project Deliverables: This section details the outcome of the successful project, who will benefit, how they will benefit and the overall impact of a successful project. The focus on deliverables keeps the project team on track as there is a measurable outcome to work to.
· Goals and Objectives: The specific end goal is stated and then that goal is broken down into the sub-goals which are the various time lines and review points to ensure the project is running to time and on budget. 
· SWOT: The SOW ensures that this project fits in with the companies bigger picture with regard to the Strengths, Weaknesses, Opportunities and Threats. If a project goes against the companies strategic direction, its unlikely to gain the support of management. 
· Cost and Schedule Estimates: This section provides rough estimates of the projects time lines and cost projections. Although these are rough estimates, they should be based on thorough research. This is the time to be able to answer the following questions: How did you arrive at that cost projection? How was the timeline determined? 
· Stakeholders: This is a list of all the key personnel involved with the project, namely the project manager, sponsor, project team, any managers with an interest in this project and any customers (internal or external) who will give ultimate approval).
· Authority Levels: This element determines the level of authority for each person/team member. This will ensure no one takes over when they shouldn’t, no one can say they didn’t know they had that level of authority and it provides guidance to anyone who feels they need help but are not sure who to go to. 
· Assumptions and Agreements: Here, any previous assumptions and agreements are listed. They should be noted and agreed upon and as assumptions can sometimes be limiting to a project, they should be listed so they are clear to the whole team.  
· Communication Plan: The comms plan will list who is going to be told what, how often and how this message will be delivered. This will include meetings to be held, reports to be generated, people to receive these updates (so as not to include anyone who doesn’t need to know and not to omit anyone who should know). The delivery of these updates and communications will fall to the project manager, although in reality, this could be delegated out. 

Question 2
Project deliverables is another term for the finished ‘product’, the successful outcome of the project. In the example of the project being an office move, the deliverable will be the move being completed and everyone now happily sitting in a new place. This is not a product in the traditional sense, but is the ‘product’ of the project. In this example, the ‘customer’ would be the internal team. 
A deliverable for a manufacturer whose project is to create a new widget for a customer would be delivery of the finished product and the ability to produce those at the scale the customer needs them at. In this case, the product of the project would be a ‘product’ that the customer will buy and the customer in this instance is an external customer. 
A project to create a new suite of employee benefits would see a deliverable as the roll out of the employee benefits package to all employees. Again, the ‘product’ here wouldn’t be a physical product for an external customer. The product of this project would be the successful implementation of the benefits package and the communication of this to the workforce. 
When we understand the intended final outcome of the project (using the examples above and any number of other examples), it becomes clear that knowing the outcome of the project (how it will look when successfully completed), gives the team the bigger picture when they are contributing their smaller part of the project. Sometimes it can be hard to see how your small contribution can count towards the project as a whole. But with a clear understanding of the final ‘product’, what it will look like and how it will be of benefit can help motivate the team, help them create sub-goals and keep the momentum going (especially on long-term projects with a large project team).
The sub-goals help to ensure the project keeps to time scale and budget, and having a clear understanding of the projects deliverables, as well as individual deliverables, keeps the work to time and the costs to budget. 
Along the way, the project team can check their progress against the sub-goals and end deliverables to make sure they keep their work on track and if, at any point, a change of direction is needed, the team can refer back to the intended outcomes to evaluate if a change of direction makes sense.  
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