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Executive Summary

Overview
[Provide a summary of the key sections within the Project Charter. Depending upon the size of the project 
the Executive Summary should not be more than 2 pages in length.]

Phases
[Provide a high level perspective of the project in phases, if applicable for example]: 

Phase 1: [Insert Phase 1 Title] 
[Description]

Phase 2: [Insert Phase 2 Title]
[Description]

Phase 3: [Insert Phase 3 Title]
[Description]

Governance and Team Structure
[Define the responsibilities of any committee and the team in this section, for example, If an Advisory 
Committee will be in place then, in brief, the Advisory Committee (the "AC") will direct the activities of an 
Project Manager, resolve key issues, and be the highest level of accountability on the project.  The project 
manager, in turn, will direct the activities of project teams, each with its own team leader as the focal point 
for project management and accountability.]
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Project Description

Business Requirements
[This is a listing of the requirements and expectations. Define the underlying business goal. Describe the 
business drivers for this project.  The expectations should be realistic:]

• Business Requirement 1
• Business Requirement 2
• Business Requirement 3
• !
• !
• etc.

Business Benefits
[List the business benefits the project will deliver. The technical benefit may be faster data retrieval, but 
the business benefit may be an increase in productivity of employees using the database]

• Business Benefit 1
• Business Benefit 2

Project Goals
[Project Goals and Objectives are written to tie in with the business goals and objectives. They should 
follow a SMART format, i.e. Specific, Measurable, Agreed upon, Realistic and Timeline bound. They 
should be concrete, measurable and supportive of the Business Case]:

• Goal 1 - Description
• Goal 2 - Description.
• Goal 3 - Description 
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Project Scope
[The scope sets the boundaries of the project by addressing two areas, In-scope and Out-of Scope. 
Clearly describe and gain agreement on boundaries of the project. Scope statements are used to define 
what is within the boundaries of the project and what is outside those boundaries. In most cases, the 
easiest place to start defining the scope is to look at the objectives. Looking at deliverables can become 
the basis for scope definition. You can also identify the out-of-scope condition by describing what 
deliverables will not be created.]

In Scope
[Items specifically under the control of the project.]:

•
•
•
•

Out of Scope
[Items not specifically under the control of the project, but necessary for the success of the project, i.e. 
network backbone]:

•
•
•
•

Deliverables
[A listing, in concrete terms, of what will be delivered to the sponsor]:

•
•
•

Assumptions
[List any assumptions which were made to define the scope, budget, timeline resources or quality]

• Assumption 1
• Assumption 2
• Assumption 3
• Assumption 4

Impact Analysis
[An assessment of how the project will impact the following line items.  This analysis should serve as the 
foundation for the risk assessment.  It should include both positive and negative impacts.]

Process

People

Technical/Systems

Enterprise
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Preliminary Risk Assessment
[A preliminary assessment of the risks involved in the project.  This assessment will include the impact on 
the project, the probability of the risk happening and the contingency plans. This list will include areas of 
concern that may not necessarily be within the scope of the project but may be potential problem areas 
for project success]

• Risk 1
• Risk 2
• Risk 3
• Risk 4

Constraints
[These items may limit the team's ability to accomplish its goals on as aggressive a schedule as desired].

• Constraint 1
• Constraint 2
• Constraint 3
• Constraint 4
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Business Process Review
[A list of business processes that may be impacted and improved by this project and are part of the 
project.  Reference workflow documents or process maps if applicable].

PROCESS DESCRIPTION MODIFICATION

Project Approach

Project Governance

Advisory Committee
[If there is an Advisory Committee (AC) then state the responsibilities of the AC in relation to the Project 
Manager, e.g. Under the direction of an Advisory Committee, the Project Manager will direct the activities 
of the project team.  

Pending final revision, the Advisory Committee consists of the following individuals List the Advisory 
Committee members, Title and Company affiliation]:

• Committee member 1, title, company affiliation
• Committee member 2, title, company affiliation
• Committee member 3, title, company affiliation
• Committee member 4, title, company affiliation
• Committee member 5, title, company affiliation

Project Manager
[In the event there is an Advisory Committee, state the responsibilities and authority levels of the Project 
Manager]

Project Stakeholders
[In the event this is a large set of stakeholders, identify business units or managers]:

• Stakeholder 1, Department, stake in the project
• Stakeholder 2, Department, stake in the project
• Stakeholder 3, Department, stake in the project
• Stakeholder 4, Department, stake in the project

Project Teams
[In the event this is a large project with multiple projects involved, list the teams and the team leaders]:

• Team 1, Leader/s, Company affiliation
• Team 2, Leader/s, Company affiliation
• Team 3, Leader/s, Company affiliation
• Team 4, Leader/s, Company affiliation

See Appendix A for an initial list of team members.
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Project Management Methodology
[This section will describe the methodology which will be used throughout this project, e.g.. the teams will 
use MS Project to plan tasks, monitor projects, and share resources between tasks for the project.  In 
addition, standard formats will be used for status reports, risk management memoranda, key issues 
tracking, and scope change control].  

Project Control

Monitoring
[Define the method for monitoring and reporting issues, for example: Each team and sub-team will hold 
periodic status meetings and submit status reports to the project management team as established by the 
communication plan. The Advisory Committee will meet weekly to monitor progress and ensure that key 
issues are resolved promptly, with face-to-face meetings scheduled as needed.]

Change Control
[Describe the change control procedure. Include Change Request Form so project owner will have clear 
understanding of the procedures for modifying elements within the project]:

1. Project Manager, the Project Owner and the Chief Information Officer will review the Change 
Request Form.

2. After appropriate approvals are received the change will be implemented.

3. If the change is approved, the budget, timeline, task list, and deliverables will be appropriately 
modified.]

Issue Resolution
[Identify the procedure for issues resolution]:

• Logging of issues
• Assessment of impact of issue
• Prioritizing issues
• Determining how to resolve
• Tracking of all issues

Risk Management
[Define the procedure for identifying and controlling risk. Complete a statement and analysis of current 
risks identifying new risks that have surfaced, contingency plan and who is responsible. See Risk 
Assessment Form]:

Change Management
[Identify potential obstacles to project success, specifically addressing people and process]

Obstacle Solution
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Communication Plan
[Outline the planned methods of project communication]

Item/Activity Description Recipient Frequency

Status Meeting Project status meeting for 
stakeholders and team 
members
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Schedules

High-Level Timetable
[Provide a “high level” overview of the major milestones and phases of the project].

The overall schedule for the project is as follows:

Activity Start Finish

Major Milestones
[List of events of zero duration, that indicate the end of a phase or an event. Should be presented in order 
based on what must happen first before the next milestone is achieved.]

• Milestone 1
• Milestone 2
• Milestone 3
• Milestone 4
• Milestone 5
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Budget
[Include a “high – level” preliminary budget of major categories to reinforce the original cost estimates. As 
more information is gained during the scope process, the budget can be refined]

DESCRIPTION COST

LABOR COST

Hardware costs

Software costs

Project client costs

Implementation costs

Other Cost 1

Other Cost 2

Other Cost 3

TOTAL $0.00
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Appendix A - Team Rosters, Roles, and Responsibilities
[This list with more complete contact information will be managed as a separate document/electronic 
service as part of ongoing project management.  The table below summarizes what is known at the 
beginning of the project.]

Team Role/Skill Set Person
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