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[This template contains limited instructions for properly completing this document. The following table contains the template style conventions and should be deleted during development.]
	Style
	Convention

	Normal text
	Indicates placeholder text that can be used for any project.

	[Instructional text in brackets]
	Indicates text that is be replaced/edited/deleted by the user]



Project Sample Library:
The CA-PMF has a Project Sample Library that contains real-world project artifacts from approved projects that you can reference to help you complete CA-PMF templates. Visit the CA-PMF website to access the Project Sample Library.

[bookmark: _Toc449340545]Problem/Opportunity Statement
[bookmark: _Toc448929957][bookmark: _Toc448933969]
[Provide a brief narrative statement of the overall problem or opportunity. The narrative should address the contributing factors for the problem or opportunity.]

[bookmark: _Toc449340546]Assessment Criteria
[bookmark: _Toc448929958][bookmark: _Toc448933970]
[Complete the tables below by answering each of the questions. For each question answered with a “No,” provide a recommended action or next step.]








[bookmark: _Toc449340547][bookmark: _Toc448929959][bookmark: _Toc448933971]Business Case
[Answer the table’s preliminary questions about the project’s business case.]
	Question
	Yes
	No
	Recommended Action or Next Step

	Has the business opportunity or problem the project is intended to address been clearly stated?
	
	
	

	Has a clear and compelling project purpose been written?
	
	
	

	Have the problems/opportunities the project is expected to address been clearly documented? 
	
	
	

	Has the cost of the problem the project is intending to address been identified?
	
	
	

	Are business benefits documented and well defined?
	
	
	

	Are business benefits and project outcomes measurable? Have measures been established?
	
	
	

	Does the project align with the organization’s strategic plan, priorities, and future direction?  
	
	
	

	Has a rough order of magnitude cost estimate to implement a project of this nature been identified?
	
	
	

	Have thresholds where the cost of the project exceeds the benefit derived been developed?
	
	
	

	Have the appropriate Stakeholders been engaged in developing a compelling business case?
	
	
	

	Has someone external to the project reviewed the business case and provided feedback?
	
	
	





[bookmark: _Toc449340548]Organizational Impact
[Answer the table’s preliminary questions about the project’s organizational impact.]
	[bookmark: _Toc448929960][bookmark: _Toc448933972]Question
	Yes
	No
	Recommended Action or Next Step

	1. Have the areas of the organization and the positions that will be impacted by the project been identified?
	
	
	

	Has the nature of the impact been documented? 
	
	
	

	a) Have people (internal/external) who will be impacted by the project been identified? Is there a clear understanding of the impact?
	
	
	

	b) If a person’s job function(s) will fundamentally change (such as processes and tools), has the organization made plans to address the impacts (for example, unions, HR)? 
	
	
	

	c) If the project requires changes to the organizational structures, have the activities been planned? 
	
	
	

	d) Have business processes that will be impacted been identified?
	
	
	

	e) If business processes need to be reengineered or improved, has organizational change management been planned for the project? (Before the project or as part of the project?)
	
	
	

	f) Are current business processes well documented?
	
	
	

	g) Have budget impacts been identified and documented? (Such as one-time costs, ongoing support costs, increased revenues, reimbursements, tracking and reporting requirements)
	
	
	

	Does the organization have a proven approach to managing organizational change? 
	
	
	

	Does the organization have experienced Organizational Change Managers currently available to support this project? 
	
	
	







[bookmark: _Toc449340549]Organizational Readiness
[bookmark: _Toc448929961][bookmark: _Toc448933973][Answer the table’s preliminary questions about the project’s organizational readiness.]
	Question
	Yes
	No
	Recommended Action or Next Step

	1. In taking on this project, is the organization prepared to be successful?
	
	
	

	Is the IT Organization disciplined and highly effective in its day-to-day operations?
	
	
	

	Are Program areas affected by the project disciplined and highly effective in their day-to-day operations?
	
	
	

	Does the organization have a history of effectively aligning people, processes, and strategies to deliver timely and measurable results?
	
	
	

	Is the organization proactive in attracting and developing top talent? 
	
	
	

	Will this project have access to the talent/skills required to be successful? 
	
	
	

	Is the organization highly disciplined and rigorous in its daily activities?
	
	
	

	Is there strong leadership that is respected and provides clear direction?
	
	
	

	Is the organization highly collaborative?
	
	
	

	Would staff characterize the organization as a positive work environment?
	
	
	

	Are staff highly engaged and motivated? 
	
	
	

	Can employees safely engage in strategic conflict and challenge the status quo?  
	
	
	

	Is the organization fairly risk tolerant? 
	
	
	

	Is this the only major change initiative currently underway? 
	
	
	

	Is this project the top priority for the organization? 
	
	
	

	Are employees fatigued from other significant change initiatives?
	
	
	

	Does the organization’s leadership have time to commit to this project?
	
	
	

	Can the project be successfully undertaken by the organization given current demands and workload of the day-to-day operations?
	
	
	

	Does the organization have existing governance processes in place that result in timely and effective decision making? 
	
	
	

	Does the organization have a track record of disciplined project execution?
	
	
	

	Have lessons learned from similar projects been reviewed and incorporated into the organization’s processes?
	
	
	



[bookmark: _Toc449340550]High-Level Risk Assessment

[Assess at a high level the amount of risk associated with the project based on the responses to the assessment criteria, as well as the recommended actions and next steps noted. Partner with project leadership to determine whether and how the organization is prepared to proceed.]
