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Activity description
Purpose: Describes the activity’s arena, with objectives and limits. Gives mandate to the person responsible for the activity and ensures that the orderer of activity and the person responsible for the activity agree. Does also include support for how to control and finish the activity.

	Activity name
	

	Organizational unit
	

	Responsible for activity
	

	Orderer of activity
	

	Date
	

	Version with description
	

	Document code
	

	Enclosures
	

	References
	

	Distribution to
	


1 Background
2 The activity’s arena

2.1 Purpose (Business objectives)
2.2 Activity objectives
2.3 Exclusions

2.4 Time limit – duration, dates for start and finish

2.5 Limit for working hours and other resources

2.6 Cost limit

2.7 Delivery
3 Time planning

4 The activity’s finish
4.1 Achievements compared to the activity’s arena

4.2 Deviations and lessons learned 
5 Other

This template was originally drawn up by Wenell Management AB. You may make adaptations to suit your needs. 
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