
Start

Gather all the 
information for your 

project that is 
already available

Become familiar 
with the basic 

information required 
to define the project

Meet with 
appropriate 

stakeholders to get 
an idea of their 

expectations

Create the first draft 
of the Project 

Definition

Begin a draft of the 
workplan

Define the Project 
Management 
Procedures

(optional)
Circulate the Project 

Definition and Project 
Management Procedures 
in a draft form to a small 

group of interested 
stakeholders

(optional)
Update the 

documents based on 
feedback

(optional)
Circulate the revised 

documents to a 
larger group

(optional) 
Update the 

documents again 
based on feedback

Circulate copies of the 
Project Definition and 
Project Management 

Procedures for formal 
approval

Obtain sponsor 
signoff of Project 

Definition and 
Project Management 

Procedures

Hold a Project 
Kickoff meeting to 
begin the project

End

Project 
Definition

Project 
Management 
Procedures

Project 
Definition

Project 
Management 
Procedures

Project 
Management 
Procedures

Workplan

Project 
Definition

- Overview
- Objectives
- Scope
- Estimated effort, duration and 
cost
- Risks
- Assumptions
- Organization

Determine the 
approval process for 

the Project 
Definition (charter)

Circulate copies of 
approved Project 

Definition to 
interested 

stakeholders
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