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Assignment description
Purpose: Describes the assignment’s arena, with objectives, limits and other conditions, and how follow-ups will be done. Gives the assignment managers mandate and ensures that the assignment manager and the assignment sponsor agree. The assignment team’s operational plan for how to organize and realize the assignment. Gives the assignment team a common image of the assignment.
	Assignment name
	

	Organizational unit
	

	Assignment Manager
	

	Assignment Sponsor
	

	Date
	

	Version with description
	

	Document code
	

	Enclosures
	

	References
	

	Distribution to
	


1 General

1.1 Assignment concept & background
1.2 Links to other activities and the external environment
2 The assignment’s arena

2.1 Business objectives
2.2 Assignment objectives
2.2.1 Main assignment objective
2.2.2 Assignment objectives

2.2.3 Exclusions

2.2.4 Time limit – duration, dates for start and finish

2.2.5 Limit for working hours and other resources

2.2.6 Cost limit

2.3 Other conditions

2.4 The assignment focus triangle

2.5 Follow-up routines, extent and content

3 Gate Decisions
3.1 Business potential assessment

3.2 Resource assessment

3.3 Assignment assessment

3.4 Gate decision

4 Operational plans 

4.1  Visualizing, sketches and prototypes 

4.2 Assignment organization

4.3 Communication

4.4 Delivery, quality and handover at assignment closure
4.5 Time planning

4.6 Resource planning

4.7 Risks and opportunities

5 Status report
5.1 Environmental factors and changed conditions
5.2 Performance/quality

5.3 Time

5.4 Resources

5.5 Costs and finances

5.6 Current risks and opportunities with carried out and planned measures

5.7 Supporting activities

5.8 Summary of status and forecast for the assignment
6 The Assignment’s finish
6.1 Business objectives - assessment of the likelihood to achieve them

6.2 Achievements compared to the assignment’s arena

6.3 Deviations and lessons learned 
7 Other

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