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	Document Revision History

	Version
	Date
	Changes
	Updated By

	1.0
	
	Original document
	


1. Purpose of the Document

This Charter is developed as a collaboration between the Commonwealth Office of Technology and Insert Agency Name.  The Charter provides an overview of the business problem and gives the project manager the authority to begin working towards a resolution of the business problem.  
This Charter also designates a funding commitment for the phases outlined. The Insert Agency Name may limit funding to some portion of the proposed project, i.e., a proof of concept phase or design phase. In other cases, the funding commitment may extend through the completion of product development or beyond.  

2. Business Vision
Vision
  
3. Business Goals
Goals

4. Business Measures
Measurements

5. Product Scope

Scope

6. Assumptions

Assumptions

7. Constraints

Constraints

8. Project Considerations and Risks
Considerations & Risks

9. Schedule and Cost

The current estimated completion timeframe for this project will be during the select one - first/second/third/fourth quarter of calendar year 20XX.

The current cost estimate ranges from $ insert 75% of order of magnitude estimate - $ insert 175% of estimate.

These estimates will be further refined as more information is made available but represents what is believed at this time to be reasonable given current information.

10. Approval Signatures

Signatures indicate that, in the judgment of the persons authorizing the Project Charter, the project should be approved.

	Print Name
	Signature
	Title & Agency
	Date

	Add Names as Appropriate
	
	Add Titles as Appropriate
	

	
	
	
	

	
	
	
	


Appendix:  Key Roles and Responsibilities

	Role/Individual(s) Assigned
	Responsibility

	Executive Sponsor
	Insert Agency name senior executive who is the principal stakeholder; has made the commitment and has the authority to resolve major project issues and approve project expenditures, plans, and organization; is ultimately responsible for delivering the Insert Project Name objectives. This role is accountable for fiscal responsibility.

	Project Sponsor
	Serves as the manager to whom all project communications and deliverables are addressed. Obtains and provides information, data, decisions, and approvals in a timely manner. Helps resolve project issues, and escalates issues as necessary. Ensures all Insert Agency Name responsibilities necessary for the project team to complete its responsibilities are completed in a timely manner. Participates in status meetings with the Project Manager. Administers Project Change Control with the Project Manager. Reports project status to Executive Sponsor on a scheduled basis.

	Project Manager
	Serves as the focal point for coordinating project activities with the Project Sponsor. Establishes and manages the detail work plan, tracks progress, and reports status against the work plan. Manages project scope. Maintains project communications; maintains issues and risks logs; reviews the project progress with the Project Sponsor during scheduled status meetings. Administers Project Change Control with Project Sponsor. Prepares and submits Status Reports to the Project Sponsor outlining project status, significant accomplishments, identified problems, and recommendations for corrective action on the agreed to schedule.


�Include an explanation of why the project was initiated (i.e. the business reason for initiating the project, cost, functionality, legislative mandate) and a description of the project intent (i.e. what business need the project will address and the business outcome the project will produce).


�The best way to do this is to state the project goals, which should describe improvements this project is expected to accomplish, as well as the benefits expected. This section should also explain what various benefactors will be able to accomplish due to the project.





�Objectives are statements that describe the provable or measurable business results the project will achieve and deliver. A measurable objective should include the phrase “as measured by.” It should be action-oriented and realistic, so people will know when they have reached it. Measurable objectives answer the following questions: What will success look like? How will we know when we’re finished? How well did we do?





�Product Scope describes a high-level understanding of what is in and out of scope.


�Summarize the assumptions that have been identified that will affect project planning. Assumptions are factors that, for planning purposes, are considered to be true, real, or certain without proof or demonstration. 


Funding will be available to complete the project.


Resources (Business and Technical) will be available to ensure timely completion of milestones and deliverables.


Appropriate agency staff will be available for defining, testing, and verification efforts.





�Identify any � restrictions or limitations that will affect the project’s schedule, budget, or resources.





�Identify any uncertain events or conditions that may have a positive or negative effect on the project’s outcomes.








