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	Project Charter Instructions


	pURPOSE  


The Project Charter names the Project Manager and assigns to him/her a level of authority for managing resources, finances and decisions on the project. In conjunction with the Project Profile, it details the business case for the project, establishes why the project has been created and provides a detailed product description of what the project will create.  

The intended users are the Project Sponsor, the Portfolio Management Committee, the Steering Committee, the Project Manager and Team and the Customers/Stakeholders.

The Project Charter should be written so as not to require changes as the project progresses.

“Projects do not exist without a Project Charter”.

	2.  Scope elaboration 


Scope Elaboration Overview

The charter's scope section continues to enrich the details of what the project will encompass.  Where previously the solution was only described in broad terms, here the specific deliverables emerge in the context of the business objectives they are designed to meet.  In addition to being used to communicate what the project is about to various stakeholders, this information will provide solid input for the development of a work breakdown structure and further elaboration later in the project.

Scope

The project scope, as specified in the Project Profile and in this section, will determine what work is performed and what product and/or services are delivered.  Therefore it is of utmost importance that the scope be clearly specified.

Indicate “No Change in Scope – See Project Profile” if the scope on the Project Profile remains unchanged.

Acceptance Criteria Statement 

Complete this section if: 

a) Criteria is not specified in the Project Profile or, 

b) Any deliverables have been added or modified to those on the Project Profile.

Criteria are specific attributes, or metrics, that must exist for the deliverable to be deemed complete.  As an example, acceptance criteria for a module of a computer application might include: thresholds for judging processing time or accuracy, a sign-off from users confirming requirements have been met, a stress test to ensure certain volumes can be handled, or in an extremely risky instance, independent verification that the module performs as expected.  Be sure that those who are later assigned deliverables understand these criteria.  If they are involved in drawing them, better yet!

	3.  Project Roles and responsibilities


Project Roles and Responsibilities Overview 

This section identifies the key people involved in the project.  Their responsibilities are delineated below.

	2.  Project TEam


The project Team is a group that is responsible for planning and executing the project. It consist of project manager and a variable number of project team members, who are brought in to deliver their tasks according to the project schedule
	The Project Sponsor - is an administrator with an interest in the outcome of a project, and is responsible for securing spending authority and resources for the project. The project sponsor develops the Business Case Proposal (in collaboration with the project proposal committee) and submits it to the Departments Senior executive for approval. Upon approval the project sponsor develops the Project initiation profile form (in collaboration with the project proposal committee) and submits it to the Departments Project Portfolio Management Committee for approval and selection. The Project Sponsor champions the project within the Department, and is the ultimate decision-maker for the project. The Project Sponsor provides support for the Project Manager, approves major deliverables, and signs off on approvals to proceed to each succeeding phase. The Project Sponsor may elect to delegate any of the above responsibilities to other personnel either on the project team


	The Project Manager - is an administrator who is responsible for ensuring that the project team completes the project. The Project Manager develops the Project Plan with the team and manages the team’s performance of project tasks. It is also the responsibility of the Project Manager to secure acceptance and approval of deliverables from the Project Sponsor and Stakeholders.


	The Project Team Members – are responsible for executing tasks and producing deliverables as outlined in the Project Plan and directed by the Project Manager, at whatever ever level of effort or participation has been defined for them. On larger projects, some Project Team members may serve as Team leaders, providing task and technical leadership.


	The Project Steering Committee – is responsible for making sure that the customers and stakeholders are adequately represented in the planning process, that resources are made available from their functional areas, and that the plan is appropriately reviewed and approved by all parties affected.  The Steering Committee is responsible for the analysis of project results.  


	3.  Performing Organization Management – POM (Department / Division)


The POM includes the members of the Department / Division that initiates the project. The POM may exert influence on project team members or be affected by and involved in the development and implementation of project. The committees that are formed to evaluate and select proposed projects for the Performing Organization are comprised of members of the Performing Organization Management.
	The Project Proposal Team - is a group responsible for preparing the business case in the initiation phase. The team submits the business case to the Department Senior executive for approval. Upon approval, the team develops the project initiation profile (with the project sponsor) and submits it to the department / division portfolio management committee for evaluation / selection for implementation.


	The Portfolio Management Committee – is a group of members of the POM who meet on a regular basis to evaluate, rank project proposals and select projects for initiation.


	4.  Customers (end-users)


Customers are the group that identified the need for the service / product the project will develop. Customers can be at all levels of a department. Since it is not feasible for all the customers to be directly involved in the project the following role is identified:

	Customers Representatives – are members that are members of departments, divisions, schools, that are identified and made available to the project for their subject matter expertise. Their responsibility is to accurately represent their organization’s needs to the project team, and to validate the deliverables that describe the service / product that the project will produce.  The representatives are expected to bring information about the project back to their organization. Representatives will test the service / product the project is developing, using and evaluating it while providing feedback to the project team.


	5.  Stakeholders


Stakeholders include all the people that are in any way affected by the new service or product. 

	Stakeholders – may include the project team, performing organization management, customers, as well as customer co-workers who will be affected by the change in work practices due to the new service or product; customer managers affected by changes in workflow; other members of the organization affected by the quantity / quality of newly available information


	6.  Vendors


	Vendors – are contracted to provide additional services / products the project will require and may be members of the project team


Project Responsibility Overview 

Describe the key organizations or individuals supporting the project who are not directly under the authority of the Project Manager, and their responsibilities.  A responsibility matrix may facilitate the task of organizing and assigning resource responsibility.  See example below.

Project Responsibility Overview 
	Major Milestones
	Functional Roles

	
	Authorizer

(e.g. PMC)
	Project Sponsor
	Project Steering Committee
	Project Manager
	Project Team
	Other

	Project Plan Approved
	I
	A
	I
	R
	C
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Legend:

R= Responsible for execution (may be shared)               C= Must be consulted

A= Final approval for authority                                          I= Must be informed

	4.  approvals


Approvals Overview 
By signing this document, approval for continuing the project is granted.  

Signoff marks the conclusion of the Initiation Process and the beginning of the Planning Process.

Signature

Enter the name and signature of the person responsible for approving the Charter. 

Date 
The date should reflect the current date. 
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