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Purpose:

The purpose of this document is to define the scope of the project, outline tasks to be completed by the Simonyi Center (SC), and establish expectations of the project for both the Company ABC and the SC.
Description:

If the business is an existing entity: In paragraph form, give general business information such as name of business, owners/managers and their roles/responsibilities, line of business and scope of products and services, mission/vision if established, and the geographic region in which they do business. 

Also give business’s legal structure and brief business history to show that you have an understanding of their past.  This should also state what the pain/problem is that the client is facing.
If the business is a start-up: In paragraph form, give general business idea information such as owners and their roles/relevant experience, line of business and scope of products and services, mission/vision, and the proposed geographic region in which they’ll do business.  
Also give the proposed legal structure and what initiatives have already been completed in starting the venture.  This should also state what the pain/problem is that the client is facing – whether it be securing financing and/or establishing feasibility.
Assistance Provided:

SC has determined in coordination with Company ABC that the development of a Type of Deliverable and what it will help solve for the client.  This requires specifically stating how the work we are doing will alleviate the pain/problem the company is facing. This will specifically include:

· Describe individual sections of the deliverable in their own bullet point.  State what the purpose is of that section.  For example one of the bullet points could state “An operational analysis describing the company’s current operational activities and any changes necessary to reach growth goals.”

· The next could state, “A competition analysis describing other companies providing X service in the area and potential competitive advantages of this company’s service.”

Expectations:

The SC will provide assistance to Company ABC, but requires complete disclosure and cooperation.  In order to successfully complete this project, the SC has the following expectations from Company ABC:
· Engage in frequent communication with the SC throughout the development of the aforementioned analysis.  Be specific about communication expectations i.e. “This entails that Company ABC will respond to emails within 48 hours” or “This entails a conference call with SC staff once a week for 30 minutes,” etc. If these guidelines are not met, this could extend the timeline of the project and/or postpone the project.   
· Complete … List items that you expect your client to do for the project.

· Provide… List items that your team needs from the client to complete the aforementioned deliverables.  This could include: product and pricing information, customer lists and expenditures by type of customer, growth goals, financial statements including material costs, overhead expenses, and profit and loss statements, etc.
· Provide follow-up information to the SC about the success and/or hurdles that the company is facing after project is completed.  This information will be solicited by the SC if needed, and is to help support continued funding of this free technical assistance.  

Timeline:


Date of initial meeting – Proposed date for final deliverable.  Propose to your 
project manager an internal action plan stating interim deliverable dates, and then 
work on firming up a timeline with your project manager.
If communication guidelines are not met, this could extend the timeline of the project and/or postpone the project.   
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