Project Charter

INSTRUCTIONS
Why complete a Project Charter?
A project charter ensures that your project gets off to the right start, has management support, and is aligned with your organizational objectives. In the charter, you will identify your overall objective and specific goals, the metrics you will use to monitor your progress towards those goals, and the scope of the project. You’ll list your assumptions (the resources you’ll have available) and who is coordinating and participating on your team. Finally, your organizational sponsor and team members will sign the final version of the charter. 

Project Objective
Define the SMART objective(s) of the project. A SMART objective is one that is Specific, Measureable, Achievable, Realistic, and Time-bound that helps answer the questions: What results are expected?  What are the deliverables? You may use this sentence structure or a variation of it to help define your objective(s): [Who] will do [what] resulting in [change] to be measured [how] by [when/date].
Assumptions

List and describe the assumptions (a belief of what you assume to be true, which if false could result in a risk to your project). Assumptions should be periodically checked to ensure that the project stays on schedule and on budget. Examples: all staffing levels will stay the same, all required resources to complete objectives will be provided or available, no EHR system upgrades are scheduled throughout the project year that will impact data retrieval, etc.

Project Scope

Describe the scope of the project. The project scope establishes the boundaries of the project.  It identifies the limits of the project and defines the deliverables, and also lists any requirements that are specifically excluded from the scope. Example: ‘This project will include patients only at the Main Town clinic.’

Roles and Responsibilities

Provide the names and contact information for those filling the roles. Listed below are general descriptions of team member roles:
· Sponsor: Provides overall direction on the project, including:  approving the project charter and plan; securing resources for the project; confirming the project’s goals and objectives; keeping abreast of major project activities; making decisions on escalated issues; and assisting in the resolution of roadblocks. Also works with the Team Lead to identify possible risks for contingency planning (example: budget changes, staffing shortage, timeline shortened). 
· Team Lead: Coordinates the planning and development of the project & ensures that the project stays within its described scope, including: developing the project plan; monitoring project deliverables; working with the Sponsor to develop the risk management plan; directing the project resources (team members); overseeing quality assurance of the project management process; maintaining all documentation including the project work plan; reporting and forecasting project status; resolving conflicts 
within the project or between cross-functional teams; ensuring that the project’s product meets the business objectives; and communicating project status to the Sponsor and other stakeholders as needed.

· Team Member: Works toward the deliverables of the project in coordination with the Team Lead(s), including: understanding the work to be completed; completing inquiries & data gathering; creating documentation as outlined in the project plan; informing the project manager of issues, scope changes, and risk and quality concerns; proactively communicating status; and managing expectations.

Success Measurements

Identify each target you are trying to achieve as a result of this project and how you will measure success.
Signatures

Once the final version of the Project Charter is complete, the Sponsor, the Team Lead(s), and Team members all sign it, indicating that they agree with the project objective, assumptions, project scope, and how progress towards the goal will be measured. In addition, by signing the charter, project members acknowledge that they agree to do their best to ensure the goals are accomplished as described.
Considerations when implementing the Project Charter

· Discuss with your Sponsor and team members how concerns will be escalated when an issue comes up—who will be responsible to see the issue through to resolution (example: team member will bring to team lead who will work with Sponsor to resolve)?

· How frequently will the Team Lead(s) update the Sponsor on status of project (example: monthly)?

· How will the organization be informed about the start of the project and periodic updates on progress toward meeting the goal (examples: internal newsletter, staff meetings, posted info in common staff areas, etc.)?
· If changes happen with staffing, timeline, and/or budget, what ‘change process’ will the team use to update the Project Objective, Assumptions, and Project Scope?

· How will the organization sustain the gains made during the project period after the project ends, including future staffing needs, funding for resources (including staffing & other expenses)?
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