
PROJECT CHARTER 


Please type your information in the boxes provided below. The boxes will expand to accommodate your typed information. You can refer to Part II for information on what to add in each section of this form. Do not feel a need to complete each section. Ask you project sponsor if information is needed for any area left blank. Please make sure that you have the appropriate sign-offs before beginning any project.
PART I
Section I
A. Project Name/Number
	Project Name       

	Project Number       



B. Project Summary
     
C. Business Case
     
D. Project Scope/Deliverables
     
E. Project's Priority
     
F. Estimated Project Cost and Funding Source
     
G. Operational Implications: Costs/Savings
     
H. Key Project Risk Events
     
I. Project Sponsor
     
J. Authorization
	Project Sponsor       
Signature______________________
	Date     


	Project Manager       
Signature______________________
	Date     


	Project Champion  
Signature______________________
	Date



Section II
A. Project Manager and Date Assigned
	Project Manager       
	Date Assigned       



B. Client Department
     
C. Client Liaison to project
     
D. Associated Projects and Initiatives
     
E. Other Project Stakeholders
     
F. Measurable Success Criteria
     
G. Options Considered (e.g., technical, business process, etc.)
     
H. Project Assumptions
     
I. Project Constraints
     
J. Other Potential Barriers to Success
     
______________________________________________________________________

Section III
A. Action Plan 
     
B. Milestones and Their Dates
     
C. Core Project Team and Team Members' Responsibilities
     
D. Client Responsibilities
     
E. Other Resources Required
     
F. Type of Training Required and Number of Persons Affected
     
G. Decision/Approval Path
     
H. Comments
     
Section IV

A. Terminology and Definitions
     
B. Bibliography
     
PART II—Section Instructions
The following information may be helpful in completing the four sections of the “Project Charter” form. Please use this as a guide as to what should be added. 
Section I
A. Project Name/Name
List the proposed name of the project. If the project has a numeric identifier, add the number.
B. Project Summary

Provide a concise and brief overview of the purpose (problem resolution, legal requirement, compliance issue, technological advance, etc.), the main goals, requirements and outcomes of the project, and how it supports the strategic objectives of the organization.

C. Business Case

Describe the impact of the project in terms of life/safety issues, regulatory requirements, maintenance of existing facilities or generation of new revenue, and the scope and/or services affected. Also identify tradeoffs or negative impacts of the project.

D. Project Scope/Deliverables

The major products, components, services, processes, training, documentation, etc., this project will deliver. The project's deliverables are intended to aid the project's stakeholders in fulfilling their operational objectives and may include business process documentation, training material, and performance appraisal criteria. The definition or specification of the deliverables will also determine the activities and resources required to achieve the quality parameters of the deliverables. (Other questions to consider: Why are we doing this? What problems are we trying to solve? Why do you think this is a problem?
E. Project's Priority
The project's Sponsor must identify the project's priority based upon the strategic plan of the organization and the Department, and current and pending projects within the associated project's timeframe (e.g., five years).

F. Estimated Project Cost and Funding Source

An estimate of the one-time (i.e., capital) or operating costs of the project and the source or sources for funding those costs. The project costs should be in sufficient detail to clearly explain and justify the cost to complete the project. This section should include the following information:

· The total estimated cost to complete the requested project. This estimate should include any costs for property, plant, design fees, furnishings, equipment, utilities, site development, and all other associated costs.

· The methodology used to develop the project cost estimates.
· Proposed funding sources for the project.

G. Operational Implications: Costs/Savings

Describe the incremental operating costs/savings associated with operating and maintaining the outcome of the project (e.g., incremental staffing maintenance of equipment and facilities, other equipment, leases, etc.). These costs/savings should be in sufficient detail to clearly explain the costs/savings to operate and maintain the program/facility once the project is finished. This section should include the following information: 
· Estimates of the costs/savings to operate and maintain the activity/facility upon completion. This means new costs over and above current operating costs including new positions. It also includes any new costs of programs or activities that will operate within the program/facility. Information on facility operating and maintenance costs must be discussed in terms of a l0 year pro forma which should be included with the request that incorporates the following budget parameters:

· Facility start-up costs (one-time costs),

· Moving costs,

· Annual, recurring costs for routine operations and required, maintenance and number of new employees 
· Annual, recurring costs for new programs or activities that capital project and number of new employees required,

· Cost savings and cost avoidance to be derived as a result of the project,

· Methodology used in deriving the operating cost estimates, and
· Source of funding for any cost increases or savings

H. Key Project Risk Events

The critical risk events that would cause significant shortfalls in the technical capability and quality of the product or service, or increases in the cost of the project, or delays in schedule. The risk events occur in a specific timeframe and cause disruption to the planned project and its deliverables. (Key questions to ask: What can derail this project? How can we manage this? How do you know you picked the right solutions?
What could be the risks of the solutions offered? Do we need to test the solutions before rolling it out?)
I.  Project Sponsor

The Sponsor (the organizational "champion") of the proposed project. The Project Sponsor's department is usually responsible for managing the project.

J. Authorization

The project Sponsor is accountable for the overall success of the project and for ensuring it is reviewed and approved at the appropriate level. Authorization signifies that the project may commence as described in this document. Ultimately the name of the decision-making body that has approved the project, and the date of approval are to be documented.
Section II

A. Project Manager and Date Assigned

List the name of the person the Project Sponsor has assigned to manage the project and the date of the assignment.

B. Client Department

Identify the Client Department (external or internal) that will be the primary stakeholder and ultimate owner of the outcome of the project.

C. Client Liaison to Project

List the person whom the Client Department designates as being responsible for the project's implementation in their operational environment. 

D. Associated Projects and Initiatives

The name(s) of any projects or initiatives associated with this project.

E. Other Project Stakeholders

What other areas or groups that are impacted by use of the product(s) or service(s)? Identify those groups impacted. Who can help affect these changes?  What methods of communication will you use to inform the stakeholders? Who will help develop the change management plan?
F. Measurable Success Criteria

Describe the measurable outcome of the project in operational terms, describing the benefìt(s) the users of the project's deliverables will receive (e.g., reduced cycle time, cost savings, process improvement, increased customer service, decreased maintenance time, quicker response time, positive impact on the organization, opportunity to develop new strategic alliances and partnerships). The success criteria will be achieved as a result of delivering the scope of the project and is to be measured in the operational environment after the completion of the project. The project will also be measured on how well the project was managed: e.g., budget compliance, meeting of schedule timeframes, achievement of requirements and functionality, and the management of risk and uncertainty, etc.
G. Options Considered (e.g., technical, business process, etc.)

What were the technical, business process or vendor options that were considered when determining the solution strategy for delivering the project’s product(s) or service(s)?
H. Project Assumptions

The assumptions the project's direction and timeline are based upon (e.g., technical capability of application, ease of interface, complexity of installation, skill level and availability of project team, etc.).

I. Project Constraints

The constraints are conditions that impact the project negatively (e.g., sole-source vendor relationships, lack of qualified organization resources, vendor software in beta testing, availability of vendor resources, dependencies on other projects or departments, funding limitations, etc.).
J. Other Potential Barriers to Success

The programmatic barriers to project success (e.g., undisciplined business processes, internal organizational politics, competing projects, conflicting priorities, time expediency).

______________________________________________________________________
Section III

A. Action Plan

The major steps to be taken to fulfill the project's requirements (e.g., the critical technical processes to be used or the involvement of vendors or other organizational departments).

B. Milestones and Their Dates

The major project deliverables and their estimated delivery timeframe (in months or quarters).

C. Core Project Team and Team Members' Responsibilities

The names of the core members of the project team and each team member's responsibilities.

D. Client Responsibilities

The key implementation and operational actions the Client must be responsible for completing to ensure the project's successful completion and operation.

E. Other Resources Required
Other resources that will be needed and the amount of effort required from each to complete the project. The type would include organization resources; client/other stakeholders (e.g., operators, end users); capital (e.g., building renovation, materials, infrastructure hardware and software); and, contractors (consultants) or vendors

(suppliers of the hardware or software components).
F. Type of Training Required and Number of Persons Affected
Specify the scope and level of training needed to ensure operational success. Consider and identify the need for different types (e.g., end user, operations, support) and amounts of training (number of classes) required to implement the system or process. Include an estimate of the number of people who will require training or skills development, and, if the project is implemented in phases, the categories of people who should be trained during each phase.

Type




Hours


# and Type of Staff

Classroom
Skill-specific

Hands-on

General Information

Manuals

Other (specify)
G. Decision/Approval Path
Review the information regarding decision-making and advisory bodies within the organization. List the groups and individuals whose review and/or approval is needed to ensure stakeholder consensus.
H. Comments
Any other information that may be helpful to know about the project.

Section IV
A. Terminology and Definitions
Any particular project specific terms that will be regularly used in communications with stakeholders.

B. Supporting documentation
Any documentation which adds clarity or background to the project needs to be listed (drawings, case studies, reports, articles, etc.). 
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