Baseline Project Scope Reminder
This document is designed to ensure that there is a consistent understanding of the project scope as originally understood.  It also is designed to affirm commitments by the various parties on the project. 

DURATION:

On short projects: Refreshed twice-weekly

On mid-range projects:  Refreshed/Reviewed weekly or every other week

Long projects: Refreshed/reviewed monthly

OWNER:

This document is owned by the project steering committee.  It should be maintained in a well-advertised, shared environment

ACTIONS REQUIRED:

This document is e-mailed prior to regular steering committee meetings.  It should be included as an element of the meeting agenda.  It is designed to provide a brief recap or summary of the project as conceived. 

One-Page Project Summary

Project Name:  Description 
Project Goal:  Statement of project intent as a full sentence.  Preferably defensible as a Specific, Measurable, Agreed-upon, Realistic and Time-constrained (SMART) objective
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