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[bookmark: _Toc295299456]PROJECT DESCRIPTION
This section should provide an initial justification for the proposed project, describing the project in terms of a solution to specific business needs or problems, that if not addressed would prevent the business from fully realizing a specific area of its mission, vision, and/or strategic goals.
[bookmark: _Toc295299457]Project History
Briefly describe the project background. Include any historical information, research, or business information which would inform the reader of the general foundational concepts of the project.  This section should be written in a manner which is easily interpreted by a layperson unfamiliar with the technical terms and acronyms common to the business.

[bookmark: _Toc295299458]Consistency/Fit with Organization’s Mission
Identify the Vision, Mission, and/or Strategic Goals of the business that are directly related to, or impacted by, the proposed project.

[bookmark: _Toc295299459]Business Need
The business needs or problems defined in this section should identify those areas which impede the business from fully realizing a specific area of its mission, vision, and/or strategic goals as identified above.  This section is directly tied to the business analysis section and must have the ability to be resolved by the proposed solution and validated by meeting SMART objectives.

This section is best formatted as a numbered list of descriptive, individual statements.  This format aids in transition to the Business Analysis section.
1. xx
2. xx
3. xx
[bookmark: _Toc295299460]Solution Statement
The solution statement should depict the general concept of how the business anticipates solving the business needs and/or problems (e.g. COTS solution, build from scratch, consortium, etc.).The solution should be derived objectively vs. subjectively and the manner by which the business determined the appropriate solution should be explained.
[bookmark: _Toc295299461]PROJECT SCOPE
[bookmark: _Toc295299462]Scope Statement
This section should be developed as a paragraph statement. It should contain a high-level description of the product of the project to be elaborated during the planning phase.
[bookmark: _Toc295299463]In Scope:
· xx
· xx
[bookmark: _Toc295299464]Out of Scope
Sometimes it is as important to state what is out of scope for the project as it is to state what is in scope in order to ensure complete understanding of the scope of the project when entering the planning phase. The list included with this template is example language and should be modified to meet the needs of the individual project.
The “In Scope” elements are high level and should be elaborated during the planning phase. However, specifically, the scope of the project does not include:
· xx
· xx
[bookmark: _Toc295299465]BUSINESS ANALYSIS
Objectives are quantifiable criteria that must be met for the business need or problem to be considered resolved and subsequently for the project to be considered successful.  Project objectives must be SMART (Specific, Measureable, Achievable, Relevant, and Time Bound). If the measurement of an objective requires a baseline measurement, define how/when the baseline will be defined.

A single business need or problem may be resolved by meeting one or more related objectives. In turn, a single objective may impact one or more business needs or problems. Each objective should utilize one or more measurements to support success.
Business Need/Problem 1: 
Objective 1.1: 
Measurement 1.1.1: 
Measurement 1.1.2: 
Anticipated Benefit(s): 
Objective 1.2: 
Measurement 1.2.1: 
Anticipated Benefit(s): 
Business Need/Problem 2:
Objective 2.1:
Measurement 2.1.1: 
Anticipated Benefit(s): 
Business Need/Problem 3:
Objective 3.1:
Measurement 3.1.1: 
Anticipated Benefit(s): 
Objective 3.2: 
Measurement 3.2.1: 
Anticipated Benefit(s): 
[bookmark: _Toc295299466]COST  ANALYSIS
[bookmark: _Toc295298491]The author of this document has two options for the cost analysis portion of the project charter.  The first option is to be used when there are too many unknown factors to estimate the budget.  (Note:  The total budget amount may be known per communication from the funding agent.)  The second option may be used when enough is known about the scope and/or project to determine an estimated budget during the project initiation phase OR when an initial budget must be determined at a high level for the purpose of requesting funds.
Option 1 - Use the statement below when there are many unknown factors which will not allow an estimated budget to be developed prior to project planning.  
The following will be used as budgeting guidelines during the planning phase of the project:
· The total funds available for the project are estimated to be:  $___________.
· The initial risk contingency percentage to be used for project planning will be ____%.  The actual risk contingency percentage may change during the project planning phase per the identified risks and with the approval of the final budget by the project sponsor.
Option 2 – If enough is known about the project scope to determine an estimated budget or if an initial budget must be developed for funding requests, use the table below.  
The costs shown in the table below are for estimating and guidance purposes.  The project budget will be finalized during the project planning phase and approved by the project sponsor.  
Table 1:  Budget
	
	
	Appropriated
	
	Reallocated
	
	Total

	Project Costs

	Hardware
	
	
	
	
	
	

	Software/Licenses
	
	
	
	
	
	

	Consulting
	
	
	
	
	
	

	Training
	
	
	
	
	
	

	Project Management
	
	
	
	
	
	

	Staff
	
	
	
	
	
	

	Travel
	
	
	
	
	
	

	Miscellaneous
	
	
	
	
	
	

	e.g., Rental Space
	
	
	
	
	
	

	Risk Contingency
	
	
	
	
	
	

	Management Reserve
	
	
	
	
	
	

	Sub-Total
	
	
	
	
	
	

	Non-Project Costs (Operations)

	Maintenance Fees
	
	
	
	
	
	

	Hosting Fees
	
	
	
	
	
	

	Sub-Total
	
	
	
	
	
	

	
	
	
	
	
	
	

	Total
	
	
	
	
	
	

	
	
	
	
	
	
	

	Total Cost of Project
	
	
	
	
	
	

	2YR Cost of Ownership
	
	
	
	
	
	



[bookmark: _Toc295299467]BUSINESS RISK ANALYSIS
As opposed to the typical risk analysis conducted during the planning phase and related to project activities/deliverables, this is an analysis of the risk(s) to the business of either approving, or not approving the proposed project
[bookmark: _Toc295299468]Risks of Performing the Project:
Risk: 
Impact: 
Response: 
Risk: 
Impact: 
Response: 
[bookmark: _Toc295299469]Risks of Not Performing the Project:
Risk: 
Impact: 
Response: 
Risk: 
Impact: 
Response: 
[bookmark: _Toc295299470]RESOURCE ANALYSIS
This is an alphabetical list of the resources required to conduct project planning. Resources required to execute the project will be determined and approved during the planning phase.
The planning of this project is estimated to take # weeks. The following identifies the resources required for planning only. It also includes the percentage of time and anticipated hours that will be required from each resource for the planning period.
[bookmark: _Toc295298492]Table 2: Resource Analysis
	Planning Start Date: xx/xx/201x
	Planning End Date: xx/xx/201x

	Resource, Role
	% Time Expected
	Hours Required

	Last Name, First Name - Role
	#%
	#

	Last Name, First Name - Role
	#%
	#

	Last Name, First Name - Role
	#%
	#

	Last Name, First Name - Role
	#%
	#


[bookmark: _Toc295299471]PROJECT AUTHORITY
[bookmark: _Toc295299472]Assumptions and Constraints
The project team will conduct planning in consideration of assumptions being true and constraints being fixed.  Managerial goals, targets, or preferences should not be included in this area, but can be documented separately.
[bookmark: _Toc295299473]Assumptions:
Assumptions are factors that, for planning purposes, are considered to be true, real, or certain without proof or demonstration.
The project has the following assumptions: 
· xx
· xx
[bookmark: _Toc295299474]Constraints:
Constraints are defined as the state, quality, or sense of being restricted to a given course of action or inaction.  An applicable restriction or limitation, either internal or external, to the project that will affect the performance of the project or a process.
The project has the following constraints:
· [bookmark: _Toc226176831]xx
· xx
· Cost, schedule, scope, and quality are often in conflict during projects. The sponsor elected to prioritize as follows: Consult with sponsor and arrange according to project priority.
1. Quality
2. Scope
3. Cost
4. Schedule
[bookmark: _Toc295299475]Authority/Escalation
This section of the document describes the levels of authority throughout the planning process. It identifies who is involved with the project and their expected authority, who has the ability to resolve decision conflicts, and who will provide overall direction to project efforts. It should also identify any known governing body or steering committee to which the project is accountable and how they are accountable. An organizational chart may also be a helpful item to include in this section.
Authority to proceed with this charter is granted to the Project Manager. The Project Sponsor must approve any diversion from the aforementioned scope which would materially impact the overall scope, or incur cost.
The Project Manager is authorized to utilize the resources necessary to plan the project based on the information above and will be required to receive sign-off on the project plan prior to execution.
[bookmark: _Toc295299476]APPROVAL
Project Charter Approval
[bookmark: Check1][bookmark: Check2]Project Sponsor Name: 		Action: Approve: |_| Reject: |_|
[bookmark: Text4]Comments: 
Project Sponsor Signature: ____________________________	Date: __________
Agreement to Secure Required Resources
Approver Name: 
Comments: 
Approver Signature: ________________________________	Date: __________
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