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Project Charter
Purpose

The Project Charter is used to justify expenditure of resources, time and money by the organisation to achieve a business outcome.  
Audience

The audience for this document is Executive Management who will either provide agreement for the project to proceed or stop the project before it begins.
Related Documents

· A separate document – the Project Management Plan – focuses on the mechanics of how the project will be managed.  
· The activities to be undertaken, their duration, sequencing and resources assigned to each task are contained in the Project Schedule.

Executive Overview

Instructions:

Summarise the Project Charter.  Key points are:

· Why the project is being undertaken and the scope

· The cost and time for the project

· How we plan to approach the project

· The benefits it will deliver

· The risks associated with undertaking the project

· Impacts on other areas of the company

Scope

Attached is the High Level Scope Document that covers the scope in more detail.

Approach

Instructions:
How is the project to be approached?  For example, is it to be carried out internally or are external suppliers going to complete it?  Will we require full time business resources?  Will it be located in one location or will people work remotely?  Do we plan to launch nationally or will it be rolled out branch by branch?
Example:
We intend to develop some high level requirements with the business during July.  By August we will produce an RFP document and seek a response from a maximum of four vendors.  After selection, we plan to select, configure, test and go live by February next year.  Our intention is to go live in one branch however we will re-evaluate that assumption as we get closer to understanding the impact of a new solution.
Critical Success Factors

Instructions:
Detail any factors that are critical to the success of the project.

Example:

The following CSFs have been identified:

· Support from Purchasing Dept to agree to placing orders immediately stock levels reach reorder point rather than once every two or three days

· Goods Receipting Dept to have the ability to update stock on the system when received rather than forward paperwork to admin for eventual update

Key Performance Indicators

Example:
Whilst precise levels are to be set we expect KPIs to be put in place to measure:

· Out of Stock levels

· Backorders

· Customer satisfaction survey

· Inventory levels
Timeline

Example:

	Milestone
	Date

	Start Project
	1 July

	Complete Planning
	1 August

	RFQ Issued
	15 August

	Package Selected
	30 September

	Configuration Complete
	30 November

	Testing Complete
	15 January

	Training Complete
	31 January

	Go Live First Branch
	1 February


Resource Requirements

Included is a summary of resource requirements:

Example:
	Resource
	Month 1
	Month 2
	Month 3
	Month 4
	Month 5
	Month 6
	Month 7
	Month 8

	John Smith
	100%
	100%
	10%
	100%
	100%
	100%
	50%
	50%

	Sandra Jones
	
	20
	20
	
	
	100
	50
	50

	Etc.
	
	
	
	
	
	
	
	


Cost

Instructions:
Enter details of cost.  This will be approximate at this point.  Typically the figure would have a potential variation of -50% to +100%.  In other words, an estimate of $100k could be anywhere from $50k to $200k.  The intention is to get agreement to spend money to find out how much it will cost.
Example:

	Resources
	· 3 Internal staff for 3 months @ $20k per month 

· I Contract programmer for 2 months @ $30k per month
	$180k

$60k

	Software
	· Estimated package cost
	$150k

	Training
	· 20 people for 1 day in 2 locations

· Travel

· Materials
	$12k

$3k

$2k

	Total
	
	$407k


Potential Variation

With the information available to us at present we believe the estimate could change as we become clearer about the desired outcome.  That variation could be -50% to +75%.  A more precise estimate will be provided when the business case is submitted.

Projected Cash Flow

 Projected Cash Flow is as follows:

	Month 1
	Month 2
	Month 3
	Month 4
	Month 5
	Month 6
	Month 7
	Month 8

	10%
	20%
	15%
	25%
	10%
	10%
	5%
	5%


Benefits

The benefits are listed below.  At this stage they are very broad however they will be refined in the Business Case.
Example:
	Benefit
	Responsible

	Improvement in transaction processing from 20 per hour to 30 per hour.  Annual saving estimated at $25k
	J. Smith

	Reduction in staff numbers by 1.  Annual savings estimated at $50k
	J. Smith

	Accuracy increases by 10%.  Measure will be the number of phone inquiries drop from current rate of 100 per month to 90 per month.  Annual saving estimated at $10k
	J. Brown

	Reduction in staff turnover from 15% to 10% over the year.
	J. Brown


Stakeholders

The following are key stakeholders in the project.

Example:

	Name
	Role
	Reason for being a Stakeholder

	Ajax Pty Ltd
	Customer
	Reporting with the new system will be different

	CEO
	Sponsor
	Impacts multiple areas of the company so needs to be on side.  Currently is reluctant to be involved

	John Smith
	Finance Mgr
	Will use the new financial functionality and provide resources and guidance during the configuration


Risks

The risks are listed below.  A risk workshop will be undertaken to complete the risk assessment and implement mitigation actions.
Instructions:
Only list the Critical and High risks in this section unless there is a good reason to include other risks.  List the risks in order of priority.
Example:

	Risk
	Probability
	Impact
	Priority

	Lack of business resources will not allow us to meet the deadline
	High
	High
	Critical

	We will loose customer focus with activity around a new system
	Low
	High
	High

	Other projects will require the same staff as assigned to this project and this project will be delayed
	Med
	Med
	High

	No package will meet our needs
	Low
	Low
	Low


Other Business Impacts

We have identified the following impacts to the business.

Instructions:

Identify any impacts that are not directly related to the outcome of the project.

Example:
· We will need to do more regular stocktakes to ensure accuracy of data

· Suppliers will need to accept more ad hoc orders and deliver smaller quantities than they currently do

· Purchasing will need to place orders daily rather than weekly to gain most benefit from the system in terms of keeping inventory levels low
Project Parameters
Assumptions

The following assumptions have been made in order to progress the planning.

Example:

· We will roll out on a branch by branch basis
· Training will be undertaken in two locations
Constraints

The following constraints apply to the project.

Instructions:
Constraints are situations that cannot be changed.  They are the immovable objects around which the project must be planned.

Example:
· We cannot launch the new program over the Christmas period due to staff being on leave

· Any solution selected must integrated with our ERP system
Dependencies

Instructions:

Identify situations where this project is dependant on another project, and where another project is dependant on this project.

Example:
	This project is dependant upon:


	· Upgrade of our ERP system

· Workstations being installed in Goods Receipting Department

	Other projects depend upon:


	· Purchasing business process depends on revision to ordering procedures

· Stock management plan depends on real time updates of stock levels


Appendices

High Level Scope
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