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The Project Definition Reference Guide shows you how to plan and execute the 
project definition phase of the fast track process. 

What is the Fast Track Process? 

It's not a short-cut - It's a solution! 
The fast track concept is simple, straightforward, and ready-for-use. When 
resources are limited, and time is in short supply, you have to make the most of 
every available tactic, tool and strategy.  

The Fast Track Project Toolkit shows you how to set priorities, minimize 
redundancies, leverage available resources, and apply standardized tools and 
practices to suit individual projects. Every step, tool and template is connected in 
a streamlined process designed to produce required results in the shortest time 
possible! 

The Toolkit gives you everything you need to execute our time-saving fast track 
management model - from project proposals to post project reviews. 

 
Take a peek at the Table of Contents for the Project Definition Reference Guide, 
part of the Fast Track Project Toolkit. 

 

http://www.ittoolkit.com/fast-track-project-toolkit.html�
http://www.ittoolkit.com/�


FAST TRACK PROJECT TOOLKIT 
Project Definition Reference Guide 

1 
 

Table of Contents 
INTRODUCTION...................................................................................................... 3 

What is the Project Statement of Work? ............................................................ 3 

STATEMENT OF WORK GUIDELINES ....................................................................... 6 

SMART Requirements ......................................................................................... 7 

Content Strategies .............................................................................................. 8 

Content Requirements ........................................................................................ 9 

Project Size ...................................................................................................... 9 

Goals and Objectives ..................................................................................... 10 

Scope Inclusions and Exclusions ..................................................................... 11 

Structure and Schedule .................................................................................. 13 

Deliverables ................................................................................................... 14 

Stakeholder Roles and Responsibilities .......................................................... 15 

Project Organization ...................................................................................... 16 

Cost Projections ............................................................................................. 21 

Risks ............................................................................................................... 22 

Analysis of Project Terms ............................................................................... 24 

Specification of Measurement Criteria .......................................................... 26 

SOW PROCESS AND WORKFLOW ......................................................................... 28 

Overview .......................................................................................................... 28 

Resources ...................................................................................................... 29 

Inputs ............................................................................................................ 30 

Outputs .......................................................................................................... 31 



FAST TRACK PROJECT TOOLKIT 
Project Definition Reference Guide 

2 
 

Techniques .................................................................................................... 31 

Process Checkpoints ...................................................................................... 32 

SOW To-Do List ................................................................................................. 32 

Appendix A: PROJECT DEFINITION GLOSSARY ...................................................... 37 

Appendix B: PROJECT RISK ANALYSIS ................................................................... 41 

Risk Types and Examples .................................................................................. 41 

Risk Identification ............................................................................................. 44 

Risk Probabilities ............................................................................................... 45 

Impact Targets & Value ..................................................................................... 46 

Risk Thresholds ................................................................................................. 47 

 

 

  




