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< About this Document >

<This document is the standard template for Project Charter documents.  Green text enclosed in angle brackets (< >) are comments that would not be included in an actual Project Charter.>

<Note: The following template is provided for use to business areas constructing a Project Charter.  The business area should take note of the following points:
Identify up-front the scope and context of your project

Consult with other business areas to determine if a joint venture would benefit more than just your business area; is there a common process that could be identified that will satisfy all stakeholders

Ensure you keep your assigned Business Analyst involved in your process so they may assist, guide and direct you in producing a quality deliverable>

<Document Properties>
<Project Charter document naming, versioning and date management shall conform to the IMB “Versioned Document Standards” available on the "All Standards" page (http://srmwww.gov.bc.ca/imb/3star/alpa_standards.html).>
Purpose of Document

This document defines the project in terms of objectives, scope, stakeholders and major deliverables.  It is the venue through which to seek project approval.
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1.0 Project Purpose 

The purpose of the project is to …

<State the business opportunity to be addressed by the project, the reason it is being proposed and what benefits are expected to be derived.>
2.0 Project Priority

<This section should reflect the project's importance in relation to the customer's strategic plan and/or business plan, which make this project more/less critical.>
3.0 Project Status

<If the project is already underway or a portion of the project has previously been completed, comment on what has been accomplished to date. Indicate if a business case study, feasibility study, problem definition, project plan, or any other project initiation steps have been taken. For application development projects, indicate if the system requirements, general design, technical design, or any systems development has been completed.

As well indicate the "history" of the previous activities showing completion dates as appropriate.>
4.0 Background

<This section contains a brief discussion of the business need for the project, its customers or users, their interest in its completion, and the opportunity that has made the project necessary or viable. This section includes relevant historical background information.>
<Include why the project is needed (e.g. to address Ministry objectives), who will use the product, how it will be used, and what the expected life-span of the product will be.>
5.0 Objectives

The objectives of the project are to:
· <list>
<This section succinctly states the strategic level objectives and critical success factors of the project, focusing on how the project will make a difference. The objectives are clearly stated, specific, attainable, and measurable. All stakeholders (project client, target users, steering committee, etc.) must agree on the objectives.  Objectives should be S.M.A.R.T. (Specific, Measurable, Agreed-upon, Realistic, Time-Bound).>
6.0 Scope

<This section describes the project boundaries in terms of its activities and the work to be performed. The scope should relate to the project goals and objectives, and cover all the work and only the work to be undertaken.>
<Use subheadings such as “In Scope” and “Out of Scope” to clarify what (work, processes and products) will be included within the project’s scope and what will be excluded.>
6.1 In Scope

The scope of the project includes:

<For a full build of a system including analysis and design>
· <Workshops to determine Business Requirements>
· <Development of System Requirements Specification document>
· <Development of Software Design Description document including systems architecture and technical architecture.>
· <Mock ups or Screen Designs>
· <Build of new system>
· <Development of User Acceptance Test Plan>
· <Development of conversion scripts>
· <Development of training plan>
6.2 Out of Scope

The following items are out of scope and provided here to help clarify the scope boundaries of the project:

<For a full build of a system including analysis and design>
· <Ministry internal communications.>
· <Running data conversion>
· <Delivery of training for resources>
7.0 Major Deliverables and Project Milestones

<This section documents the tangible final product(s) of the project in terms of the major deliverables.>
The major deliverable products for this project are:  

<The following table’s content is meant as an example and is not complete.  Each project will require its own specific set of major deliverables.>
	Major

Deliverable
	Description
	Target Date

	Project Plan
	
	

	Software Requirements Specification
	
	

	Software Design Description
	
	

	Development
	
	

	Implementation
	
	

	Project Management
	
	


<This section lists the major milestones for the project and the schedule at which each of these milestones must be met.  Also list any review points at which the project requires further authorization.  This section should only be included for projects with an estimated budget greater than or equal to $100,000>
The major milestones / targets / review points for the project are:

(The following table’s content is meant as an example and is not complete.  Each project will require its own specific set of Milestones and target dates.)
	Milestone
	Target Date

	Initiation
	 

	Software Requirements Specification
	

	Decision Point for further approval
	

	Detailed Software Design Description
	

	Build
	

	Implementation
	


8.0 Stakeholders

<This section lists stakeholders (internal and external) whose interests must be considered throughout the project.>
<From stakeholder interviews, briefly summarize their interests, expectations, and any potential issues or concerns. Stakeholders include all the people and organizations affected by the ultimate product or deliverables of the project.  There are four sources of stakeholders (those people interested in the final product):

The program that owns or sponsors the project

Programs external to the sponsoring program that either affect or are affected by the project

Customers of the program(s) affected by the project

Organizational areas responsible for support of the project deliverables.

Identify stakeholders by organizational area and include the individual's name or position where known.>
The following stakeholders’ (internal and external) interests must be considered throughout the project:
<The following table’s content is meant as an example and is not complete.  Each project will require its own specific set of Stakeholders and representatives.>
	Stakeholder
	Represented by
	Interests, Expectations, Concerns

	Ministry Executive
	Project Sponsor (Add Name)
	

	Ministry Public Clients
	(Names of people that represent this group)
	

	Ministry Management & Staff
	
	

	Information Management Branch
	
	


9.0 Links and Dependencies

<This section describes other projects or initiatives that will affect the outcome of project deliverables or timetable.  It also identifies other projects that depend on the output of this project and describes the nature of the relationship.>
<Some sample paragraph lead-ins follow. Use one or more of them (or change them) as appropriate.>
This project is dependent on the following:

· <list>
· <A good example of a dependency for a system development project would be to the Ministry e-Service look and feel standards.>
Projects and initiatives that depend on this project include:

· <list>
· If the system is to support a major initiative then the initiative may be in jeopardy.

Success of this project is linked to the following:

· <list>
 Future work dependent on the completion of this project includes:

· <list>
· <A good example of future work that is dependant would be that if this project was an Analysis and Requirements project for a system development.  The future work that would depend on this project would be systems design and development.>
10.0 Issues and Constraints

<This section describes any potential issues or constraints that could have an impact on the success of the project. Barriers to the project are listed, as well as activities and deadlines that must be met to ensure its success.  Areas of constraint could include:  budget, resource availability, technology, current applications, client willingness and readiness, schedule, policies, organization, and external factors.>
Issues and constraints that could impact project success include:

· <list>
· <Some examples could be securing Ministry staff for the project.>  

· <Access to Ministry staff for the duration of the project and the time allotted to the resource.>
· <Short time line for delivery.>
· <Fiscal pressures.  Project must be complete before the end of the fiscal year.>
· <Budget.>
11.0 Budget

<This section summarizes the project's high-level budget. Identify if costs will cross multiple fiscal years.  A more detailed budget will be prepared for the Project Plan.>
	Budget Item
	Fiscal Year
	Project Costs

	Development
	
	

	Training
	
	

	Maintenance and Required enhancements 

(20/15/10% of development costs)
	
	

	Net New Users
	
	

	Net New Storage Requirements
	
	

	Total
	
	$0.00


11.1 Sustainment
<This section should clearly identify to the project sponsor that the operational business unit must allocate funding on an annual basis to maintain and enhance the resulting custom built system or pay support or licensing fees on a COTS solution.>
After the resulting system is implemented to support the required business functionality, annual support funding must be allocated by the business area in order to allow for release updates to be implemented.  Release updates may cover bug fixes or additional functionality (enhancements) identified during use of the system or changes to business process.  Major or minor releases should be deployed no more than three times per fiscal year to allow users to have a stable period after a new release in which to identify new bugs or features which may need to be addressed in a subsequent release.  The funding for maintenance releases is covered by operational dollars while enhancements are covered under capital.  An annual allocation of 20% of the cost of development of the system for the first year of support, 15% for the second year, and 10% for each subsequent year is the typical formula used for determining budget requirements.  A custom built computer system typically has a lifespan of eight to ten years.

12.0 Internal Resources Required

Estimated internal resource requirements include:  <Sample resource roles follow.>
<The following table’s content is meant as an example of typical project resources.  Each project will require its own specific set of Internal Resources.>
	Resource Role

	Project Sponsor
	IMB Business Analyst

	Project Manager
	IMB Technical Resources

	Business Lead /Application Administrator
	Working Group

	Etc…
	


13.0 Reviews and Document Control

Reviews
This document has been sent to the following for their review and comment.
	
Name
	Position

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Project Management

	Name
	Position

	
	

	<name>
	Project Manager

	
	

	
	


Document Control

<Drafts start at 0.1 whereas a document ready for signature becomes version 1.0. >
	Date
	Version
	Change Reference
	Reviewed by

	
	
	
	

	<date>
	0.1
	Original document
	

	
	
	
	

	
	
	
	

	
	
	
	








Page 10 of 10

