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The purpose of this document is to capture all the information about the project prior to the start of the project. This document will be completed by the project manager at the beginning of each new project. It will list the project charter, approach, scope & results, major deliverables, team, major milestones, budget, boundaries, and assumptions. The completed form should be reviewed, and agreed to, by the Executive Sponsor(s) and Stakeholder(s). This document is to be used by all team members. It will be maintained by the Project Manager. 
The blue italicized text should be removed when the document is complete.
	Project Name:  
	Project Name Insert project name.

	Project Manager:  
	Project Manager Insert project manager’s name.    

	As of Date:
	Date Updated Insert the date updated.


[bookmark: _Toc58927437]1. Project Charter
The Project Charter explains the rationale behind the project and should clearly state what business problem(s) the project will solve. Complete the sections below. 
[bookmark: _Toc155538864][bookmark: _Toc58927438]1.1 Background
Describe how this project was originated. Identify the requestor and any key stakeholders.
<Start typing here>
[bookmark: _Toc155538865][bookmark: _Toc58927439]1.2 Problem Statement
Explain the purpose of this project. Describe the business problem this project will solve, or the business opportunity this project will allow you to realize.
<Start typing here>
[bookmark: _Toc155538866][bookmark: _Toc58927440]1.3 Desired Outcome
Describe the desired future state once the problem is solved or the opportunity realized. Explain the changes that will occur after this project is completed.
<Start typing here>
[bookmark: _Toc155538867][bookmark: _Toc58927441]1.4 Completion Criteria
Describe the ways in which the project team, sponsor, and stakeholders will know the project is complete. Explain what the project will deliver and how the customer will know the project has delivered the proper scope.
<Start typing here>
[bookmark: _Toc155538868][bookmark: _Toc58927442]1.5 Justification
Describe the impact to the affected organization if this project is not undertaken; describe the justification for the project.
<Start typing here>
[bookmark: _Toc154994366][bookmark: _Toc58927443]
2.  Scope and Results
Describe the high-level scope of this project, as well as anything that is out of scope. A more detailed scope document will be created as the project progresses. List in narrative form the critical areas of functionality. 
[bookmark: _Toc393193191][bookmark: _Toc58927444]2.1 Scope Inclusions
List the major components of the solution that will be produced by the end of the project. Start with the highest-level component – the solution – and then work to lower levels of detail. List the business areas, functions, product lines, or projects that are either involved in the creation of the scope component, or are affected by it. Include areas that may be impacted during the project or as a result of completion of the project.
<Start typing here>
[bookmark: _Toc393193192][bookmark: _Toc58927445]2.2 Scope Exclusions
Identify the scope exclusions, if any. Be sure to also identify any areas that are out of scope, and business areas that will be addressed.
These items are excluded from the project’s scope:
<Start typing here >
< Start typing here >

[bookmark: _Toc464033339][bookmark: _Toc58927446]2.3 Scope Change Management
[bookmark: _Hlk58500244]Describe how scope change requests will be managed. Sample language is provided; modify it as needed.
The standard process is described below and should be used. Any exceptions to using the standard process must be approved by the Project Sponsor and described below. 
Change Request Process:
Any team member can create a Project Change Request (PCR). 
Scope changes will be captured in the Change Request Log, which is available on the project’s SharePoint site.
Work will not begin on the PCR until the PCR is approved.
All PCRs will be reviewed by the Project Manager. The Project Manager will ensure all necessary information is provided and will then determine the impact on the project. The Project Manager will make the decision to Implement, Defer, or Reject the PCR. 
The Project Manager will review the Change Log with the Project Sponsor as part of the regular status meeting cadence. 



[bookmark: _Toc58927447]3.  Approach 
Describe how the project will take place. Identify each phase of the project (including project management phases) and list the key activities that will be completed during each phase. This section provides the client with an overview of the major activities and milestones. It also lays the foundation for the following deliverables section.
[bookmark: _Toc58927448]3.1 Overview
[bookmark: _Toc393193188]Describe the process that will be followed by the team to execute the project. If there is a standard process in place, simply name that process and any supporting documentation that can be referenced for details. 
The following section describes the key activities that will take place and the deliverables that will be produced during each phase of the project. 
	Phase: <Name>

	Key Activities:
<Start typing here – Activity1 – name and description>

Deliverables: 
<Start typing here – Deliverable1 – name and description>



[bookmark: _Toc58927449]3.2 Boundaries and Constraints
List any boundaries or constraints being imposed on the project and how they may affect the project’s approach or plans. These may include internal or external factors, such as schedule requirements, resource limitations, budget restrictions, quality considerations, predecessor projects that must be completed, regulatory requirements, external events, vendor product releases, etc. 
	Boundary or Constraint
	Description and Possible Impact

	
	

	
	

	
	

	
	

	
	





[bookmark: _Toc58927450]4.  Project Team
[bookmark: _Toc58927451]4.1 Team Member Listing
Role: identify the major roles on the project. The roles listed below are a small sample of some standard roles. Modify the roles as needed and add additional roles if necessary. If certain roles do not apply, delete them from the table.
Person Assigned: list the people assigned to those roles, when that information is known. Include other parties, such as vendors and external resources, that may be working on the project. 
[bookmark: _Hlk58936948]Functional Area: refers to the department or function of the person.
Location: refers to the physical location of the person; useful if team members are in multiple locations or time zones. 
Weekly Time Commitment: refers to the approximate number of hours per week the person will be involved in the project.
	Role
	Person Assigned
	Functional Area
	Location
	Weekly Time Commitment

	Executive Sponsor
	
	
	
	Hours

	Project Sponsor
	
	
	
	Hours

	Project Manager 
	
	
	
	Hours

	
	
	
	
	Hours

	
	
	
	
	Hours

	
	
	
	
	Hours

	
	
	
	
	Hours

	
	
	
	
	Hours

	
	
	
	
	Hours



[bookmark: _Toc58927452][bookmark: _Toc393193194]4.2 Governance Structure
Use the SmartArt hierarchical chart below or use the SmartArt function to insert a different hierarchical chart. Populate the chart with the project roles and names of the people who will be in each role. 

[bookmark: _Toc58927453]
5.  Project Participation Matrix
The Project Participation Matrix will document the responsibilities of each project team member. This will become input to the project schedule.
[bookmark: _Hlk58934249]Deliverable: list each deliverable that will be produced throughout the project. Add or delete rows as needed.
Role: list each project role or team member’s name, if known. Add or delete columns as needed.
Intersection of Deliverable and Role: put the letter(s) that represents the person’s level of responsibility for that deliverable. 
C = Create and update the deliverable and be responsible for driving its completion
I = Provide input to the deliverable
R = Review the deliverable and provide feedback to the creator based on their review and expertise
A  = Provide final approval and sign-off on the deliverable
F = Be informed that the deliverable is available (FYI)

	Deliverable 
	Executive Sponsor
	Project Sponsor
	Project Manager
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	




[bookmark: _Toc58927454]6.  Schedule
Use this section to provide an overview of the project schedule. This section does not need to be updated when the schedule changes throughout the project. 
[bookmark: _Toc464033347][bookmark: _Toc58927455][bookmark: _Toc109544246]6.1 Schedule Drivers
Describe things that will drive the project schedule, such as dependencies on other projects, availability of key resources, or other deadlines.
<Start typing here>
[bookmark: _Toc464033348][bookmark: _Toc58927456]6.2 Milestones
List each project milestone and include a brief description, if needed.  Sample milestones are provided; modify as needed. Add more rows as needed. 
The table below lists the major milestones of the project.
	Milestone Name
	Description

	Project Strategy Approved
	The project’s business objectives are clearly understood, leadership roles are defined, and project success factors are agreed upon.

	Project Kick-Off
	Project planning details are completed and are ready to be shared with the project team.

	<Start typing here – Milestone Name> 
	<Start typing here – Milestone Description>

	<Start typing here – Milestone Name> 
	<Start typing here – Milestone Description>

	<Start typing here – Milestone Name> 
	<Start typing here – Milestone Description>

	Project Go-Live
	The project results are moved to an operational state.

	Project is Declared Complete
	A project review is held with the project team. Lessons learned are captured and project materials are archived.
The Executive Sponsor declares that the desired results have been met and the project is complete.



[bookmark: _Toc464033349][bookmark: _Toc58927457]6.3 Schedule Baselines
Describe how schedule baselines will be managed. Sample language is provided; modify it as needed.
The standard process is described below and should be used. Any exceptions to using the standard process must be approved by the Project Sponsor and described below. 

A baseline of the project schedule will be captured at the conclusion of the Scope & Initiate project management phase, and again at the conclusion of the Plan & Prepare project management phase. Status and schedule variances will be provided throughout the project using the Plan & Prepare baseline. Additional baselines can only be captured with pre-approval from the Project Sponsor and Executive Sponsor.

A new baseline of the project schedule can be captured:
After approval of a Project Change Request, 
After the completion of each workstream or development phase, 
When a significant change to project resources (budget or staffing) occurs, or 
If the current workstream’s or development phase’s progress will impact (positively or negatively) downstream workstreams or development phases. 

Status and schedule variances will then be provided using the latest baseline. 

[bookmark: _Toc58927458]
7.  Budget
[bookmark: _Toc58927459]7.1 Budget Components
Describe the project budget. Identify any cost components, such as hardware, software, vendor costs, materials, training, etc. If needed, a detailed budget can be included in an appendix.
<Start typing here>
[bookmark: _Toc58927460]7.2 Budget Process
Describe how expenses will be processed, define the approvals needed, and document how vendor invoices will be addressed. Address how the project will request and monitor capital expenditures. 
<Start typing here>
[bookmark: _Toc464033353][bookmark: _Toc58927461]7.3 Budget Drivers
Describe things that will drive the project budget, such as dependencies on other projects, resource costs, calendar requirements, budgeting, requirements, procurement requirements, or other considerations.
<Start typing here>
[bookmark: _Toc464033354][bookmark: _Toc58927462]7.4 Budget Baselines
Describe how budget baselines will be managed. Sample language is provided; modify it as needed.
The standard process is described below and should be used. Any exceptions to using the standard process must be approved by the Project Sponsor and described below. 
A baseline of the project budget will be captured at the conclusion of the Scope & Initiate project management phase, and again at the conclusion of the Plan & Prepare project management phase. Status and budget variances will be provided throughout the project using the Plan & Prepare baseline. Additional baselines can only be captured with pre-approval from the Project Sponsor and Executive Sponsor.

A new baseline of the project budget can be captured:
After approval of a Project Change Request, 
After the completion of each workstream or development phase, 
When a significant change to project resources (budget or staffing) or schedule occurs, or 
If the current workstream’s or development phase’s progress will impact (positively or negatively) downstream workstreams or development phases. 

Status and budget variances will then be provided using the latest baseline.  

[bookmark: _Toc109544240][bookmark: _Toc464033355][bookmark: _Toc58927463]
8.  Communications
[bookmark: _Hlk58937103]As a project manager, you can spend up to 70% of your time communicating – sharing and receiving information about the plans, progress, and problems of your project. This section describes the communications – meetings, calls, working sessions, emails, status reports, and reviews – that will be used throughout the project. During initial planning, identify all the audiences and their communication needs. During detailed planning, finalize the communications and issue invitations, as appropriate. 
Event: the name that you will use to describe the event. You would use this name if you are scheduling meetings on other people’s calendars. 
Logistics: the details of how the event will occur; use the bullets as prompts. 
The tables are populated with examples; delete them and populate with the events that are appropriate for your project.
[bookmark: _Toc164010360][bookmark: _Toc464033356][bookmark: _Toc58927464]8.1 Status
	[bookmark: _Hlk58937068]Event
	Logistics

	<Event>
	Owner: <Identify the person responsible for the event.>
Participants: <List the participants; exclude the owner.>
Mechanism: <Define the mechanism.>
Timing: <Define the timing.>
Key Topics: <List the topics or event desired outcome.>

	Core Team Status
	Owner: Project Manager 
Participants: Core Team
Mechanism: Face-to-face meeting
Timing: Weekly
Key Topics:

	Sponsor Status
	Owner: Project Manager 
Participants: Project Sponsor
Mechanism: Face-to-face meeting, with status report
Timing: Bi-weekly
Key Topics:

	Executive Sponsor Status
	Owner: Project Manager 
Participants: Executive Sponsor
Mechanism: Email summarizing milestone status, major open issues, scope changes
Timing: Monthly
Key Topics:

	<Insert new rows here>
	


Additional Comments:
<start typing>

[bookmark: _Toc143413925][bookmark: _Toc146006218][bookmark: _Toc164010361][bookmark: _Toc464033357][bookmark: _Toc58927465]8.2 Working Sessions, Kick-Off, & Close-Out
	[bookmark: _Hlk58937136]Event
	Logistics

	<Event>
	Owner: <Identify the person responsible for the event.>
Participants: <List the participants; exclude the owner.>
Mechanism: <Define the mechanism.>
Timing: <Define the timing.>
Key Topics: <List the topics or event desired outcome.>

	Project Kick-Off: Core Team
	Owner: Project Manager
Participants: Core Team
Mechanism: Face-to-face meeting
Timing: At the Project Kick-Off
Key Topics: 
Begin to build core team
· Define team charter, responsibilities, and deliverables
· Begin to identify project issues

	Working Sessions
	Owner: Project Manager
Participants: Core Team
Mechanism: Face-to-face meeting
Timing: As needed
Key Topics: 
Collaborate on project deliverables
Address open issues

	Project Close-Out
	Owner: Project Manager
Participants: Core Team
Mechanism: Face-to-face meeting
Timing: At the end of the project
Key Topics: 
Review remaining open issues and assign final responsibility
Identify lessons learned and best practices to be shared
Thank the team

	<Insert new rows here>
	


[bookmark: _Toc143413926][bookmark: _Toc146006219]Additional Comments:
<start typing>

[bookmark: _Toc164010362][bookmark: _Toc464033358][bookmark: _Toc58927466]8.3 Review, Approval & Sign-Off
	[bookmark: _Hlk58937164]Event
	Logistics

	<Event>
	Owner: <Identify the person responsible for the event.>
Participants: <List the participants; exclude the owner.>
Mechanism: <Define the mechanism.>
Timing: <Define the timing.>
Key Topics: <List the topics or event desired outcome.>

	Project Planning Approval
	Owner: Project Manager
Participants: Project Sponsor
Mechanism: Face-to-face meeting
Timing: At the completion of the plans
Key Topics: Review and approve the Project Strategy, Schedule, and Budget

	Gate Review
	Owner: Project Manager
Participants: Project Sponsor
Mechanism: Face-to-face meeting
Timing: At the checkpoint
Key Topics: Review the documents associated with the Gate Review.

	<Insert new rows here>
	


Additional Comments:
<start typing>



[bookmark: _Toc58927467]9.  Risk Management Approach
Describe the approach that will be taken by the Project Manager, sponsor, and team to identify and manage risks. Be sure to answer the following questions: 
· How will risks be identified? By whom? What working sessions are needed? At what point(s) in the project? 
· How will risks be analyzed? By whom? What information is needed?
· What severity and probability of risks will require action plans? What will be included in the action plan? 
· How will risks be reviewed throughout the project? When will the team be brought together to consider new risks? 
· How will new risks be identified as the project moves forward? How will they be captured?
· How will the effectiveness of the action plans be monitored? What if they need to be changed?
· What happens when the rating for a risk changes?
· What is the communication plan around risks? 

<Start typing here> 



[bookmark: _Toc58927468]10.  Assumptions
List any other assumptions or pieces of information that were considered when scoping and planning the project. 
The project’s plan assumes the following:
<Start typing here>

[bookmark: _Toc58927469]
Appendix A: Revision History
Record the significant revisions to this document. This will help the audience understand what is different from prior versions.

	Version
	Key Revisions
	Modified By
	Date
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