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[bookmark: _Toc178878500]1. General Information and Project Team
1.1. [bookmark: _Toc178878501]Name of the project
Provide response here
1.2. [bookmark: _Toc178878502]Executive summary of the project
Provide a general description of the project, including implementation complexity, unusual conditions, risks and issues. (half-pager)
Please add drawings and photographs, if available, to illustrate the scope of the project.
Provide response here
[bookmark: _Toc178878503]2. Scope
Please provide bulleted points. (This information can be a sanitized version from the project charter/project initiation document)
Provide response here
[bookmark: _Toc178878504]3. Schedule
If available, please provide a Gantt chart or any other graphical or textual representation of the schedule created for the project. 
Provide response here
[bookmark: _Toc178878505]4. Change Order Process
Please provide the change order process for any change in scope, schedule and/or budget.  
Provide response here
[bookmark: _Toc178878506]5. Communication Plan
Outline how (email, meetings, reports, presentations, etc.) and when (weekly, bi-weekly, monthly, quarterly) project information was communicated to stakeholders. Information such as status updates, milestones, risks, issues, etc. 
Provide response here
[bookmark: _Toc178878507]6. Stakeholder Management Plan
If a stakeholder management plan was required due to varied influences of the stakeholders on the project, then please provide the engagement strategy utilized to ensure stakeholders stayed focused and positive on the project. 
Provide response here
[bookmark: _Toc178878508]7. Risk Management Plan
Provide details on how potential risks were identified, assessed, and managed throughout the project. Outline whether a risk register/log was used. 
Provide response here
[bookmark: _Toc178878509]8. Issue Management Plan
Outline the process used for identifying, tracking, and resolving issues during the project. Information such as how the issues were logged, prioritized, assigned, and escalated to ensure timely resolution and minimize their impact on project success. Outline whether a issue register/log was used.
Provide response here
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