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[bookmark: _Toc67755723][bookmark: _Toc431285845][bookmark: _Toc1899706]
PROJECT CHARTER PURPOSE
The project charter defines the scope, objectives, and overall approach for the work to be completed. It is a critical element for initiating, planning, executing, controlling, and assessing the project. It should be the single point of reference on the project for project goals and objectives, scope, organization, estimates, work plan, and budget. In addition, it serves as a contract between the Project Team and the Project Sponsors, stating what will be delivered according to the budget, time constraints, risks, resources, and standards agreed upon for the project.

[bookmark: _Toc67755724][bookmark: _Toc431285846]PROJECT EXECUTIVE SUMMARY
[Replace this text with a high level description of the goals, objectives, and approach for the project.]


[bookmark: _Toc67755726][bookmark: _Toc431285847]PROJECT OVERVIEW
[Replace this text with the rationale and business justification for undertaking this project.]

[bookmark: _Toc67755727][bookmark: _Toc431285848]PROJECT SCOPE
[bookmark: _Toc67755728][bookmark: _Toc431285849]Goals and Objectives
	Goals
	Objectives

	
	

	
	

	
	


[bookmark: _Toc67755731][bookmark: _Toc431285850]Organizational Impacts
	Organization
	Impact to and Participation of Organization

	
	

	
	

	
	


[bookmark: _Toc431285851][bookmark: _Toc67755732]Patient/Customer Impacts
	Patient/Customer
	Impact to and Participation of Patients/Customers

	
	

	
	

	
	


[bookmark: _Toc431285852]Project Deliverables
	ID
	Deliverable
	Responsible

	PM01
	Project Charter
	

	PM02
	Project Plan
	

	PM03
	Project Business Case
	

	PM04
	Project Budget
	

	PM05
	Project Resource Request
	

	PM06
	Communication Plan
	

	PM07
	Risk Assessment
	

	PM08
	Implementation Plan
	

	PM09
	Project Assesment
	

	TST01
	Testing Plan
	

	TRN01
	Training Plan
	

	<project specific>
	
	

	
	
	

	
	
	


[bookmark: _Toc431285853][bookmark: _Toc67755733]Exceptions to Brand Standards
[Relative to the scope and deliverables of the project, identify all exceptions to existing brand standards established for processes and technology platforms]
· Technology
· Process
[bookmark: _Toc431285854]Deliverables Out of Scope
[Replace this text with a description of key logical areas not considered part of the boundaries of this project. Examples of these Out-of-Scope Deliverables may include data, processes, applications, or business management.]
[bookmark: _Toc67755735][bookmark: _Toc431285855]High Level Project Timeline
	Project Milestone
	Delivery Date
	Deliverable(s) Included

	[Milestone 1]
	[mm/dd/yy]
	[Deliverable 1]
[Deliverable 2]

	[Milestone 2]
	[mm/dd/yy]
	[Deliverable 1]
[Deliverable 2]

	
	
	


[bookmark: _Toc431285856]Estimated Project Costs
	Category
	Description
	Cost

	Software
	
	$

	Hardware
	
	$

	Services
	
	$

	
	Total Capital Investment
	$

	Software Maintenance
	
	$

	Hardware Maintenance
	
	$

	Subscription/Service Fees
	
	$

	Training
	
	$

	Travel
	
	$

	
	Total Operational Expense
	$

	
	Total Estimated Cost
	$




[bookmark: _Toc67755737][bookmark: _Toc431285857]PROJECT CONDITIONS
[bookmark: _Toc67755738][bookmark: _Toc431285858]Project Assumptions
· [Assumption 1]
· [Assumption 2]
· [Assumption 3]
[bookmark: _Toc431285859][bookmark: _Toc67755739]Critical Success Factors
[bookmark: _Toc431285860]Project Issues
Priority Criteria
1 − High-priority/critical-path issue; requires immediate follow-up and resolution.
2	 − Medium-priority issue; requires follow-up before completion of next project milestone.
3	 − Low-priority issue; to be resolved prior to project completion.
4 − Closed issue.

	#
	Date
	Priority
	Owner
	Description
	Status & Resolution

	1
	[mm/dd/yy]
	
	
	[Issue 1 description]
	[Replace this text with Status and Proposed or Actual Resolution.]

	2
	[mm/dd/yy]
	
	
	[Issue 2 description]
	[Replace this text with Status and Proposed or Actual Resolution.]


[bookmark: _Toc67755740][bookmark: _Toc431285861]Project Risks
	#
	Risk Area
	Likelihood
	Risk Owner
	Project Impact-Mitigation Plan

	1
	[Project Risk]
	[High/Medium/Low]
	
	[Replace this text with a description of the Mitigation Plan.]

	2
	[Project Risk]
	[High/Medium/Low]
	
	[Replace this text with a description of the Mitigation Plan.]


[bookmark: _Toc67755741][bookmark: _Toc431285862]Project Constraints
· [Replace this text with a description of a Constraint.]
· [Constraint 2]
· [Constraint 3]

[bookmark: _Toc67755742][bookmark: _Toc431285863]Project Structure Approach
[Replace this text with a description of how the project will be structured and what approach will be used to manage the project.
· What are the dependencies of the project?
· How will you Plan and Manage the project?]
· <insert link to Project Management Plan>
· Tollgate / Stage Gate Schedule

	#
	Tollgate / Stage Gate
	Date
	Milestones|Deliverables
	Required to Proceed

	1
	
	
	[Identify the Milestones and/or Deliverables to be reviewed]
	<Yes/No>

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	




[bookmark: _Toc67755743][bookmark: _Toc431285864]Project Team Organization Plans
	Project Team Role
	Project Team Member(s)
	Responsibilities

	Executive Management
	[Governance | Advisory Council or Individual Names]
	· Assure execution of the project is consistent with mission, vision, values, and strategic objectives of the organization
· Provide the project budget
· Review and final approval of project change orders escalated by the Project Steering Committee

	Project Steering Committee
	[Names]
	· Provide line of business expertise and oversight to the project
· Control project scope, budget and schedule through formal review and approval of  project change orders
· Review and approve the resolution of project-level issues

	Project Sponsor
	[Names]
	· Maintains project alignment with strategic plan
· Project level decision making relative to requirements and design
· Scope Management
· Escalates project issues to Steering Committee and Executive Management
· Ensure line of business resources are available to the project
· Project Evangelist

	Project Managers 
	[Names]
	· Schedule Management
· Budget Management
· Vendor Management
· Resource Management
· Project Communication
· Project Reporting
· Identify and escalate project-level issues for Project Sponsor and Steering Committee review
· Risk assessment and mitigation
· Preparation of change orders documenting impacts to schedule, budget, and scope

	Technical Lead
	[Names]
	· Provides subject matter leadership and coordination
· Identifies and resolves issues
· Subject matter decision making
· Leads requirements and design activities related to technical aspects of the solution

	Functional Lead
	[Names]
	· Provides subject matter leadership and coordination
· Identifies and resolves issues
· Subject matter decision making
· Leads requirements and design activities related to functionality of the solution

	Team Members
	[Names]
	· Provide subject matter expertise
· Contribute to the development of requirements
· Contribute to design of the solution
· Participate in the testing of the solution
· Support training and implementation activities

	
	
	



[bookmark: _Toc67755744][bookmark: _Toc431285865]PROJECT REFERENCES
	Milestone
	Deliverable

	[Name of Document/Reference]
	[Description with available hyperlinks]

	
	

	
	


[bookmark: _Toc527953323][bookmark: _Toc67755745][bookmark: _Toc431285866][bookmark: _Toc527953324]APPROVALS
Prepared by	
Project Manager
Approved by	__________________________________
Project Sponsor

__________________________________
		Executive Sponsor

__________________________________
Client Sponsor




[bookmark: _Toc67755746][bookmark: _Toc431285867]APPENDICES
[bookmark: _Toc67755747][bookmark: _Toc431285868]Document Guidelines

[bookmark: Omitted][bookmark: _Project_Charter_Document_Sections_O][bookmark: _Toc527953329][bookmark: _Toc67755752][bookmark: _Toc431285869]Project Charter Document Sections Omitted
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