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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 manager 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. 
Tips: Under each headline you will find text within square brackets. These are commentaries intended for your support, which you should erase afterwards. Avoid empty lines. Just »enter« to start a fresh paragraph, spaces will be added automatically.

	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
[A short description of the concept/idea and the assignment’s background]

1.2 Links to other activities and the external environment
[Describe major interactions/dependencies to this assignment. Describe vital observations in the assignment’s environment]

2 The assignment’s arena

2.1 Business objectives
[The effects to be realized in the long term through utilization of the assignment’s results.]

2.2 Assignment objectives
2.2.1 Summary assignment objective
[A summary description of the overall results the assignment will deliver.]

2.2.2 Assignment objectives

[Assignment objectives are the concrete results to be created and delivered within the assignments limits.]
2.2.3 Exclusions

[Describes results that should not be achieved or delivered.]

2.3 Allocated limits
[Limit of calendar time with dates for start and finish. Limit of working hours and other resources. (Other resources can for instance be equipment and test environments). Limit of costs for the specific assignment]

2.4 Other conditions

[Specific conditions for the assignment that the assignment manager and assignment team shall consider]

2.5 The constraint triangle

[The relative importance of assignment objectives and time and resource limits with an explanation of where the assignment team have some degree of freedom or not]
2.6 Follow-up routines, extent and content

[The extent, format and content of follow-up and reporting, and the routines for this]

3 Gate Decisions
3.1 Business potential assessment

[Estimated value of the business objectives for the own organization and the stakeholders in relation to effort to be invested]

3.2 Resource assessment

[The assignment’s present and future need of resources and availability of the necessary resources. Are there any resources of “bottleneck” character?]

3.3 Assignment assessment

 [The assignment’s status in relation to plan, and a forecast for the future]

3.4 Gate decision

[The gate decision, terms connected with the decision and how follow-up of these shall take place]

4 Operational plans 

4.1  Visualizing, sketches and prototypes 

[Sketches, structures and models/prototypes that visualize the assignment or its results/functions]

4.2 Assignment organization

[Groups, networks and roles in the assignment organization, including customer/user, receiver and resource owners]

4.3 Communication

[Describe how communication will be carried out internally as well as externally]

4.4 Delivery to Customer/User
[What will be delivered, to whom and how. Describe how verification/validation will be done, and other means to secure the quality]
4.5 Handover to Reciever
[Who will take over responsibility for the assignments delivery after the assignment is finished. Describe how the handover will be done] 
4.6 Time planning

[The assignments time schedules including a list of milestones. If the time schedules are not part of this document, write a reference to them and preferably have them as an appendix]

4.7 Resource planning

[Define the resources (personal and other resources) needed tor the assignment.] 

4.8 Risks and opportunities

[Describe the assignments most crucial risks and opportunities and which measures are to be taken]

5 The Assignment’s finish

[Describe fulfillment of the assignment objectives. Spread lessons learned. Clarify and list outstanding issues. Clarify when business objectives are to be evaluated and by whom.

5.1 Business objectives - assessment of the likelihood to achieve them

[Current forecast of the possibility to reach the business objectives]

5.2 Achievements compared to the assignment’s arena

[The achieved results in relation to the objectives and limits]

5.3 Deviations and lessons learned 
[Indicate any deviations and the most important lessons learned]

6 Other

[Additional information]

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