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	Modification Date:
	

	Prepared by:
	
	Authorized by:
	


Privacy Information
This document may contain information of a sensitive nature.  This information should not be given to persons other than those who are involved with this system/project or who will become involved during its lifecycle.
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Legend:

E = responsible for execution (may be shared)

C = must be consulted

A = final approval for authority



I = must be informed

I.
Management Checkpoints
	Checkpoint
	Evaluation Criteria

	
	

	
	

	
	

	
	


J.
Approval Information
The signatures relay an understanding of the purpose and content of the document by those endorsing it.  By signing this document you agree to this as the formal Charter statement to begin work on the project described within, and commitment of the necessary resources.
Approval Signatures

	Role
	Name/Title
	Signature
	Date

	
	
	
	

	
	
	
	

	
	
	
	


IMPORTANT!  IN ORDER FOR THE REMAINING PAGES OF THIS DOCUMENT TO FUNCTION PROPERLY, PLEASE DO NOT INSERT/REMOVE ANYTHING PAST THIS POINT!  NOTE:  THIS STATEMENT WILL NOT PRINT, UNLESS PROMPTED.  PLEASE DO NOT REMOVE FROM THE DOCUMENT.
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Project Charter
Instructions
A.
General Information

Information to be provided in this section is general in nature and provides the necessary information about the organization of the project and project participants.

Privacy Information

Change Control

This information is to be used to control and track changes made to this system/project document throughout its lifecycle.

B.
Project Purpose

This section communicates the purpose of the project and the charter that is being established.

C.
Project Objective

This section defines the objectives of the project as they relate to the goals and objectives of the organization.  Note:  Projects are full of uncertainty.  As such, it is advisable, as part of this charter, to develop an initial risk assessment to identify, quantify, and establish mitigation responses to high level risk events that could adversely affect the outcome of the project.

The Project will support the following organization strategic goals.  For each goal, project objectives are identified.  The project plan developed as a result of this project charter will:

· Develop a project performance measurement plan to measure performance against these objectives.

· Provide a project performance report to document the results.

The external oversight committee must approve the project performance measurement plan.

D.
Project Scope

The level of detail in this section must be sufficient to allow for detailed scope development in the Project Plan.  A more detailed description of the project scope will be developed in the Planning Phase.  The reader is cautioned that scope creep (adding work without corresponding updates to cost, schedule, and quality) may render original plans unachievable.  Therefore, initial clarification of scope, and adherence to the plan throughout the project, are of the utmost importance.  Describe any applicable assumptions and/or constraints that may affect the project.
Project Results
State what will be created in terms of deliverables to satisfy the purpose of the project, as described in Section B.
Content of the Project
Define what work is to be done.

Exclusions
Define what work is not to be done, that otherwise might be assumed to be part of this project.

Key Stakeholders
List the organizations/persons directly affected by the project and the resulting project deliverables.

Assumptions
List major assumptions pertaining to this project that may impact scope.

Constraints
List all known constraints pertaining to this project that may impact scope.

E.
Project Critical Success Factors

Describe what will be the determining factors that are needed to ensure project success.

F.
Initial High-Level Project Planning

Document project high-level anticipated estimates, specifying a confidence percentage.

Estimated Resource Requirements
Include staff, consultant, equipment, and other resource categories needed for project completion.

Estimated Project Cost
Include staff costs, consultant costs, equipment costs, and other resource categories needed for project completion.

Estimated Benefits
Outline the anticipated benefits as a result of performing this project.

G.
Project Authority

This section describes the authority of the individual or organization initiating the project, limitations or initial checkpoint of the authorization, management oversight over the project, and the authority of the Project Manager.  This project charter defines two management structures--internal and external—to ensure change and issues affecting project completion are properly controlled.

Authorization
This section ensures that the project initiator has the authority to commit the appropriate resources within the organization.

Project Manager
This section explicitly names the project manager and may define his or her role and responsibility over the project.  This section also lists the project manager's skill sets and justifies his or her selection for this project.  Depending on the [Project] complexities, this section may describe how the project manager will control matrix organizations and employees.

Oversight (Steering) Committee
This section describes agency management control over the project.  Within the project, internal control should be established to control the day-to-day activities of the project.  The project manager should manage internal control.  External oversight should be established to ensure that the organization's resources are applied to meet the project and organization's objectives.

List Oversight Committee members and contact information.

Controls
This section should describe or reference a process by which internal and external controls interact.  Diagrams should be used where appropriate.

H.
Roles and Responsibilities

This section discusses the overall structure of the project organization and its roles and responsibilities throughout the project phases.  Note:  As an addendum to this sub-section, it may be advisable to develop a responsibility matrix.  The matrix lays out the major activities in the project and the key stakeholder groups.  It also provides a good example of showing cross-functional/organizational interaction.

Project Organization Overview
This section describes key organizations or individuals supporting the project not directly under the authority of the project manager.  A responsibility matrix may facilitate the task of organizing and assigning resource responsibility.

I.
Management Checkpoints

This section describes key management checkpoints established by the initiating agency.

J.
Approval Information
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