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Introduction to the Project Priorities Template
The Project Priorities Template is used to identify key Stakeholder priorities and to gain an understanding and perspective on what tradeoffs may be possible as conflicting priorities are identified. It is the Project Manager’s responsibility to facilitate the alignment of project priorities among key Stakeholders. 
The Project Manager should work with the Project Sponsor to identify key Stakeholders who will need to be consulted about project priorities. This template will assist with recording project priorities and may be used as a tool when facilitating alignment of project priorities with key Stakeholders. The template is also used to record consequences of not meeting top priorities as well as the degree of flexibility that exists with Stakeholders. Once the activity is complete, the template can also be helpful with communicating and reaffirming agreed upon priorities.
For some projects, it may be necessary to perform this activity more than once in order to get to an acceptable outcome. The goal should be to have defined project priorities and alignment before entering into the project’s Planning Process Phase.
The following template provides the suggested structure for the Project Priorities Template along with instructions and descriptions to guide the reader in understanding how to complete it.
Template style conventions are as follows:
	Style
	Convention

	Normal text
	Indicates placeholder text that can be used for any project.

	[Instructional text in brackets]
	Indicates text that is be replaced/edited/deleted by the user]

	Example text in italics
	Indicates text that might be replaced/edited/deleted by the user



As you complete the template, please remember to delete all instructional text (including this section) and update the following items, as applicable:
· title page
· version history
· table of contents
· headers
· footers
Update the document to a minor version (e.g., 1.1, 1.2) when minimal changes are made and a major version (e.g., 2.0, 3.0) when significant change are made.



Project Sample Library:
The CA-PMF has a Project Sample Library that contains real-world project artifacts from approved projects that you can reference to help you complete CA-PMF templates. Visit the CA-PMF website to access the Project Sample Library.


[bookmark: _Toc448929956][bookmark: _Toc448933968][bookmark: _Toc449342343]Introduction
[bookmark: _Toc448929957][bookmark: _Toc448933969][Provide a high-level description of this document and the approach. Provides details of the process used to identify and analyze the project priorities.]
During the project’s Initiating Process Phase, Stakeholder identification and analysis is performed. As part of the Stakeholder analysis process, the project team works with key Stakeholders to identify and analyze project priorities to understand what’s most important in terms of the project’s time, cost, scope and quality. This planning document contains the following four sections:
· Priority Analysis – A ranking of Stakeholder priorities to help everyone see which project aspect is most important to each Stakeholder. 
· Consequences – A description of consequences for not satisfying the Stakeholder’s top priorities. 
· Negotiations – A list of negotiation points for the Stakeholder’s second priority to reduce possible conflict among Stakeholders. 
· Control – A description of how much control Stakeholders will delegate to the Project Manager to address changing priorities.

[Provide additional details about the process used.]

[bookmark: _Toc449342344]Priority Analysis
[bookmark: _Toc448929958][bookmark: _Toc448933970][Identify the key Stakeholders for this project. In rank order (1)-high to (4)-low, define the priorities for each Stakeholder. A key Stakeholder is an individual or group who will have a significant impact on the project or who will be significantly impacted by the project. Add rows as necessary.]

	Role and Name
	Time
	Scope
	Cost
	[Insert Project Constraint i.e. Quality, Risks, etc.]

	[Project Role – Name]
	[Indicate Priority]
	[Indicate Priority]
	[Indicate Priority]
	[Indicate Priority]

	Project Sponsor – Jim Bell
	1
	4
	2
	3

	Executive Sponsor – Katie Deter
	4
	1
	2
	3

	Business Customer – Suzanne Navo 
	2
	3
	1
	4





[bookmark: _Toc449342345]Consequences
[bookmark: _Toc448929959][bookmark: _Toc448933971][For the attributes ranked first for each key Stakeholder, define the consequences of failing to satisfy the Stakeholder's number one priority. Add rows as necessary.]

The consequences of failing to meet the number one priority are…

	Role and Name
	Attribute
	Consequence

	Project Sponsor – Jim Bell
	Time
	Department will not meet legal obligations resulting in monetary charges.

	Executive Sponsor – Katie Deter
	Scope
	The organization will miss the opportunity to collect necessary fees to operate.

	Business Customer – Suzanne Navo 
	Cost
	Customer satisfaction will continue to deteriorate.




[bookmark: _Toc449342346]Negotiations
 [For the attributes ranked second for each key Stakeholder, define precisely which parts of the attribute or to what degree the Stakeholder would be willing to negotiate. Add rows as necessary.]

The degree of flexibility in the second priority is…

	Role and Name
	Attribute
	Degree of Flexibility

	Project Sponsor – Jim Bell
	Cost
	Not flexible, first and second priorities go together.

	Executive Sponsor – Katie Deter
	Cost
	Somewhat flexible as long as first priority is met.

	Business Customer – Suzanne Navo 
	Time
	Very flexible.






[bookmark: _Toc449342347]Control
[For the attributes ranked third and fourth, define how much of the attribute will be under the control or discretion of the Project Manager. Add rows as necessary.]

The degree to which control of the third and fourth priorities is delegated to the Project Manager is…

	Role and Name
	Attribute
	Degree of Delegation

	Project Sponsor – Jim Bell
	Quality and Scope
	The project team has control of quality of the product, but should escalate for decision scope changes.

	Executive Sponsor – Katie Deter
	Quality and Time
	The project team has control of how their time is spent, but not the milestone dates.

	Business Customer – Suzanne Navo 
	Scope and Quality
	The project team has control of the scope requirements, but not the objectives or goals.









