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1. SCOPE STATEMENT

2. GOALS
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3. OBJECTIVES 
 
 
 

 

4. CONSTRAINTS 
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5. DEFINITION OF ROLES 

ROLE DEFINITION 
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6. CUSTOMER PROJECT TEAM 

DEPARTMENT / ROLE TITLE NAME EMAIL 

    

    

    

    

    

    

    

    

    

    

    

    

 



 

  Page 7 of 23 

CUSTOMER PROJECT TEAM, CONTINUED 

DEPARTMENT / ROLE TITLE NAME EMAIL 
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7. ASSUMPTIONS 
 
 

 

7.1 COMMITMENT OVERVIEW 

Percent of time investment required per week based upon assigned roles.  

ROLE % OF TIME 

Executive Sponsor  

Project Manager/Project Owner  

Team Leader  

Team Member  

System Administrator  

Project Advisor  

  

  
 



 

  Page 9 of 23 

8. DELIVERABLES 
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9. FUNCTIONAL REQUIREMENTS 
9.1 LIBRARY MASTER 

LIBRARY MASTER  NOTES 

MANUAL INPUT  

 
 

 
 

DATA CONVERTED  

  

REPORTS / INQUIRIES REQUIRED  

  

CUSTOMIZATIONS AND USER DEFINED FIELDS  

  

PROCEDURE CHANGES  
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9.2 GENERAL LEDGER AND BANK RECONCILIATION 

GENERAL LEDGER AND BANK RECONCILIATION NOTES 

MANUAL INPUT  

 
 

 
 

DATA CONVERTED  

  

REPORTS / INQUIRIES REQUIRED  

  

CUSTOMIZATIONS AND USER DEFINED FIELDS  

  

PROCEDURE CHANGES  
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9.3 ACCOUNTS RECEIVABLE 

ACCOUNTS RECEIVABLE NOTES 

MANUAL INPUT  

 
 

 
 

DATA CONVERTED  

  

REPORTS / INQUIRIES REQUIRED  

  

CUSTOMIZATIONS AND USER DEFINED FIELDS  

  

PROCEDURE CHANGES  
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9.4 ACCOUNTS PAYABLE 

ACCOUNTS PAYABLE NOTES 

MANUAL INPUT  

 
 

 
 

DATA CONVERTED  

  

REPORTS / INQUIRIES REQUIRED  

  

CUSTOMIZATIONS AND USER DEFINED FIELDS  

  

PROCEDURE CHANGES  
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9.5 PAYROLL  

PAYROLL NOTES 

MANUAL INPUT  

 
 

 
 

DATA CONVERTED  

  

REPORTS / INQUIRIES REQUIRED  

  

CUSTOMIZATIONS AND USER DEFINED FIELDS  

  

PROCEDURE CHANGES  
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9.6 INVENTORY MANAGEMENT  

INVENTORY MANAGEMENT NOTES 

MANUAL INPUT  

 
 

 
 

DATA CONVERTED  

  

REPORTS / INQUIRIES REQUIRED  

  

CUSTOMIZATIONS AND USER DEFINED FIELDS  

  

PROCEDURE CHANGES  
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9.7 SALES ORDER  

SALES ORDER NOTES 

MANUAL INPUT  

 
 

 
 

DATA CONVERTED  

  

REPORTS / INQUIRIES REQUIRED  

  

CUSTOMIZATIONS AND USER DEFINED FIELDS  

  

PROCEDURE CHANGES  
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9.8 PURCHASE ORDER  

PURCHASE ORDER NOTES 

MANUAL INPUT  

 
 

 
 

DATA CONVERTED  

  

REPORTS / INQUIRIES REQUIRED  

  

CUSTOMIZATIONS AND USER DEFINED FIELDS  

  

PROCEDURE CHANGES  
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9.9 BILL OF MATERIALS  

BILL OF MATERIALS NOTES 

MANUAL INPUT  

 
 

 
 

DATA CONVERTED  

  

REPORTS / INQUIRIES REQUIRED  

  

CUSTOMIZATIONS AND USER DEFINED FIELDS  

  

PROCEDURE CHANGES  
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9.10 WORK ORDER  

WORK ORDER NOTES 

MANUAL INPUT  

 
 

 
 

DATA CONVERTED  

  

REPORTS / INQUIRIES REQUIRED  

  

CUSTOMIZATIONS AND USER DEFINED FIELDS  

  

PROCEDURE CHANGES  
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10. PROJECT CHANGE CONTROL 
 
 
 

 

11. FUTURE PROJECTS 
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12. ATTACHMENTS 

ATTACHMENT NAME LOCATION / LINK 
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13. APPROVAL

Project Approver Name and Title  (Printed) 

Project Approver Signature Date 

Project Sponsor / Lead Name and Title (Printed) 

Project Sponsor / Lead Signature Date 

Project Manager Name  (Printed) 

Project Manager Signature Date 

Provided by Smartsheet, Inc.
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DISCLAIMER 

 
Any articles, templates, or information provided by Smartsheet on the website are for reference 
only. While we strive to keep the information up to date and correct, we make no 
representations or warranties of any kind, express or implied, about the completeness, 
accuracy, reliability, suitability, or availability with respect to the website or the information, 
articles, templates, or related graphics contained on the website. Any reliance you place on 
such information is therefore strictly at your own risk. 
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