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Project Charter
	Project Name
	

	WHO

Refer to Individual and Group Roles & Responsibilities in Appendix
	Name/Group
	Role

	
	
	Project Manager

	
	
	Executive Sponsor

	
	
	Business Sponsor

	
	
	Technical Sponsor

	
	
	Project Team Members

	
	
	Stakeholders

	WHAT 

Refer to Fast Track Project Schedule (WBS)

	In Scope:

Out of scope:



	WHEN 

Refer to Fast Track Project Schedule (WBS)


	Deliverable/Milestone
	Timeline/Est. Schedule

	
	
	

	
	
	

	
	
	

	
	
	

	HOW 


	Include basic approach including implementation recommendation.



	HOW MUCH 

Refer to Cost Benefit Analysis in Appendix
	Total Cost
	Source of Funding

	
	
	

	Assumptions
	

	Dependencies
	

	Risk Management Plan
	Risk
	Mitigation Strategy

	
	
	

	
	
	

	
	
	

	
	
	

	Communication Plan
	Deliverable
	Frequency
	Method
	Recipients

	
	Steering Committee Reviews
	Monthly
	Agenda/Meeting Report
	Steering Committee

	
	Project Team Planning
	Weekly
	Agenda/Meeting Report
	Project Team

	
	Monthly Status
	Monthly
	Status Report
	IT Council/SLT

	Quality Plan
	PMO standard quality and testing management plan to be completed in conjunction with Design phase.

	Change Management Plan
	PMO standard change management plan used throughout project lifecycle.

	Contract Management/

Procurement Plan
	PMO standard Request for Professional Services and detailed Statement Of Work to be completed in conjunction with Analysis phase.


Appendix

Project Team Roles and Responsibilities
	Name
	Role
	Responsibilities
	Goal

	
	Project Manager
The role of the Project Manager is to “own” and drive the solution delivery process.  The Project Manager mobilizes and uses the project team to complete the project successfully.  He or she is responsible and accountable for the overall planning, execution and control of the project.
	Define the project management strategy and approach adhering to PMO guidelines and standards

Provides guidance on the overall project with regard to scope, budget, schedule, quality, risks and issues.

Liaison with business to ensure participation and ownership

Plan, organize, and control the activities and resources of the project team and report on the team’s progress 

Facilitates identifying and bringing closure to open issues while maintaining overall change control.


	The key goal of this role is solution delivery within project constraints.  The project manager is the person accountable for the project.

	
	Executive Sponsor
The role of the Executive Sponsor is to be the champion of the project and to provide high-level vision and University-wide perspective.  The Executive Sponsor has ultimate responsibility for the success of the project team in fulfilling its mission


	Provides guidance and direction for key business strategies

Prioritizes issues 

Resolves issues when escalation is required


	The key goal of this role is communication and mission/vision fulfillment

	
	Business Sponsor
The role of the Business Sponsor is to provide guidance and direction for key business strategies.  The Business Sponsor answers the business-driven question, "Why are we doing this?" and ensures that all members of the team know and understand the answer.
	Provides funding

Resolves  business policy issues

Resolves business issues or assists with issue resolution when escalation is required
Business and Technical Sponsors are partners in decision making

Business and Technical Sponsors will consult on issues before they are brought to the Executive Sponsor

Provides Go/No Go authorization that product is ready for release as part of implementation planning and launch process.
	The key goal of this role is business direction and customer satisfaction



	
	Technical Sponsor
The  role of the Technical Sponsor is to provide technical support for system definition and implementation 
	Makes resources available

Resolves technical issues or assists with issue resolution when escalation is required
Business and Technical Sponsors are partners in decision making

Provides Go/No Go authorization that product is ready for release as part of implementation planning and launch process.
	The key goal of this role is technical support and issue resolution

	
	Business Subject Matter Expert (SME)
The role of the Business Subject Matter expert is to help define general business requirements
	Provides business expertise in usability process

Coordinates business implementation

Assists with the development of training requirements 
	The key goal of this role is to provide business expertise to the project team

	
	Business Analyst
The role of the Business Analyst is to translate business needs into detailed requirements, determining and defining all of the approved features and functions
	Works with business subject matter experts to define business requirements and review crucial business processes

Responsible for assigned project/program deliverables
	The key goal of this role is business consulting and defining product needs through the development of detailed business requirements

	
	Systems Analyst
The role of the Systems Analyst is to understand and define the technical requirements of the system and help determine how to implement
	Responsible for assigned project/program deliverables
	The key goal of this role is technology consulting and determining how approved requirements will be implemented through the development of detailed functional/technical specifications

	
	Business Team Member
The role of the Business Team Member is to provide the team with business knowledge and expertise
	Responsible for assigned project/program deliverables in the Project Definition, Requirements, Test, and Deploy phases of the Solution Delivery Life Cycle (SDLC)
	The key goal of this role is to assist the Project Manager with business related tasks and deliverables to product specifications

	
	Technical Team Member
The role of the Technical Team Member is to provide the team with technical knowledge and  expertise
	Responsible for assigned project/program deliverables in the Requirements, Design, Build, Test, and Deploy phases of the Solution Delivery Life Cycle (SDLC)
	The key goal of this role is to assist the Project Manager with technical tasks and deliverables to product specifications

	
	Stakeholders


	
	


Group Roles & Responsibilities

	Role
	Description
	Responsibilities
	Goal

	Program Management Office
	The role of the Program Management Office is to assist in the delivery of project solutions that use technology.
	Ensure project teams have access to installed scheduling tools (EPM)

Provide scheduling tool support (resource leveling, reporting)

Establish measures and means for project teams to report progress

Maintain project documentation repository

Foster clear communication and synchronize activities among multiple projects

Define standard milestones and deliverables for all projects

Monitor and reporting status of key milestones and deliverables

Conduct regular PMO status meetings with U Services representation (PMO Steering Committee and PMO Advisory Group)

Monitor issue resolution. 

Manage change control process

Coordinate strategic initiatives through cross-project management. 

Promote and aid software object reuse

Manage sign-off of key deliverables

Conduct Quality Assurance reviews

Facilitate project team training and education

Conduct risk reviews
	The key goal of this role is enterprise adoption and effective use of industry best practice-based project and program management methodology.

	Program/Project Steering Committee
	The role of the Program/Project Steering committee is to provide overall guidance as needed to assure that the program/project meets the goals and objectives.  This committee is comprised of Executive and Business Sponsor and designated stakeholders representing the affected organizational units.  
	Reviews and approves program/project deliverables

Resolves issues or assists with issue resolution when escalation is required

Assists with risk mitigation 

Provides direction on major decisions during project execution, such as change requests, trade-offs between cost/time/scope, and resource-availability conflicts
	The key goal of this role is project guidance and issue resolution
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