
Project Charters

Tip: If more were done to clarify what was desired up front, there would be fewer false starts by the end.

Overview:  Before embarking on a project, it’s best to wrap some clarity around its definition and what it will entail for all to see.  A project charter is a good way to begin managing agreements between leadership, the project lead and the team.

Goals:

1. Provide common clarity around the scope and desired outcome of a project

2. Manage agreements between leadership and the project team.

3. Offer an initial think-through of how the project might be completed.

Participants:  The project lead and manager.

Procedure:

1. Purpose - In a sentence or two describe the purpose of the project.  The brief explanations should describe specifically what you are trying to achieve.  It should answer “What are we trying to achieve?”

2. Objectives – list some of the measurable outcomes of the project.  It should answer the question, “How will we achieved our purpose?”  What are the signs of success?

3. Deliverables – What are the tangible milestones anticipated along with way? What re the dot-to-dot progress points that can be expected?  Dates add commitment and urgency to the project completion.

4. Team and team resources – The parties and resources needed to analyze, create and carry out the project purpose.

5. Success Factors – The essential elements needed from outside the team to make the project success.  In essence, the team’s solutions will only need these elements o complete its success.

Special Note:  

A manager at our hospital began using the form to formulate her team projects throughout the year.  She was working at home and her curious nephew kept Inquiring about what she was doing.  She took the time to explain the project charter In eight-year old terms.  The nephew used the template as an agreement for cleaning up his room (there was an anticipated payback for this project completion).   Of course his Dad was designated the Inspector of the 'clean' room because he was the softer than mom on what qualified as clean.  Sharp boy.

Sample Charter

Expanding XXX Training

	Purpose 

What are we trying to achieve?  AND Why do we need to achieve It?
	Discover all possible helpful features available in XXX, and develop a training program that addresses the ‘required’ elements for understanding (all users) and those that are customized (select users).



	Objectives

How will we know It was achieved?
	The new XXX process must:

1.
Get XXXs necessary features in use in 100% of clinic users of the system

2.
Establish an assessment as to ‘required’ and ‘optional’ understanding based on impact to the customer experience

3.
Speed and improve XXX screen completion by 10%

4.
100% new hires inserviced with appropriate training.



	Deliverables

How will we achieve It?


	The team is expected to deliver the following:

1.
By __/__, Get with Jennifer to understand all that is available in XXX to guide screen accuracy and completion

ï   Get a total punch list and categorize all-user (required) knowledge vs. select user (optional) knowledge

ï
Obtain understanding what Consultants already propose and add to/modify as appropriate

ï
Test ‘required’ vs ‘optional on a few Managers/schedulers




ï
Set up rollout plan

2.
By __/__, set up training schedule to make this evergreen (refresher for existing staff/efficient means of getting training to new hires

3.
By __/__, the a field-test of the new process in operation and measure % penetration.



	Team and Resources


	ï
Core Project Team members include ...

ï
Action Item coordinator will be Liz.

ï
Martha will assist
ï
Jennifer will provide XXX knowledge



	Success Factors 

What leadership and resources are needed to make this a success? 


	0.
Ms. Big’s declaration that we will all use the ‘required’ XXX features for efficient/accurate screen entry/communication.

1.
Managers’ feedback on what should be universally required and follow-through on the training’s deployment.  Managers’ support to integrate the training.

2.
Jennifer having the time/resources to roll out the training.

3.
A means of communicating new and ‘Did you know?’ features to the XXX users

4.
A means of getting collective feedback from users on problems or best practices so it can be broadcast to those who might benefit

5.
A process owner to take ongoing vital signs of the system use and deployment and take measures to keep the XXX knowledge evergreen.




Project Title

Subheading

	Purpose 

What are we trying to achieve?
	

	Objectives

What are we trying to achieve? And How will we know we got there?
	The new XXX process must:

1.


2.


3.


4.




	Deliverables

What do we do to get there?


	The team is expected to deliver the following:

1.
By __/__, 

ï   

ï


ï




ï


2.
By __/__, 

3.
By __/__, 



	Team and Resources


	ï
Core Project Team members 

ï
Action Item coordinator will be 

ï
Tem members: 
ï




	Success Factors 

What leadership and resources are needed to make this a success? 


	1.


2.


3.


4.


5.
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