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CHARTER & HIGH LEVEL PLAN


	[image: image2.emf]Objective:  This progressive process template follows the illustrated effective project leadership framework. Use it as a guide, not as a strait jacket. It is designed to help you:

· Think through the development and leadership of your project.

· Communicate clearly with your project stakeholders.

· Use only the fields that apply to your project. 
· Update its information as it becomes available. 
·  Where possible or needed, reference other supporting or detailed documents.
· If needed, use other supporting tools and templates that are hyperlinked. Please see end note. 


	Through this process and this document you will seek to answer and document the following:

Page #

11
What Do You Call This Project and Who Are Its Key Sponsors?


22
What Is This Project All About?


23
What Are the Project Business Drivers and Its Stakeholders Impact?


24
What Is the Project? What Is Its Scope and What Does It Cover?


25
What Are the Key Project Goals Or Deliverables?


36
What Are the Major Tangible and Non-Tangible Benefits?


47
What Are the Major Initial and Recurring Costs?


58
What Are the Critical Success Factors and What Risks Could Be Encountered?


59
What Are the Key Project Roles and Who Will Lead and Carry This Project?


610
What, Who and When? What Is the High-Level Action Plan?


711
Leadership Comments, Approval or Rejection


712
At Project Conclusion Record Achievements and Observations


813
Optional Project Management Tools and Templates






1 What Do You Call This Project and Who Are Its Key Sponsors?
	Project Title
	

	This Document Is First Presented On
	
	Last Updated On
	
	By
	

	Project / Opportunity Initiator 
	
	Potential Project Leader
	

	Potential Project Authority
	
	Potential Executive Sponsor
	


2 What Is This Project All About?
	2.1 What are the project objectives and how does it relate to the corporate mission statement?

	This project seeks to:

1. 


3 What Are the Project Business Drivers and its Stakeholders Impact?
	3.1 What are the business opportunities this project aims to fulfill?

	· 


	3.2 How does this relate to existing project business plans and priorities?

	· 


	3.3 Who are the key stakeholders? How are they likely to be impacted by this project?

	Most Likely Stakeholders

Most Likely Impact




4 What Is the Project? What Is Its Scope and What Does It Cover?
	4.1 What does this project scope include?

	· 


	4.2 What items were discussed but are not included in the project scope?

	· 


5 What Are The Key Project Goals Or Deliverables?

	The Key Project Goals or Deliverables are:
	Priority A, B, C
	Target Date
	Appendix Provide Example or Detail of Deliverable 

	1. 
	
	
	

	2. 
	
	
	

	3. 
	
	
	

	4. 
	
	
	

	5. 
	
	
	

	6. 
	
	
	


6 What Are the Major Tangible and Non-Tangible Benefits?
Please list expected value or benefits from this project in the following categories:  Wherever possible, include measurable value in (000$) (+/- 25%).
	YEAR ONE
	YEAR TWO
	YEAR THREE

	Business Objectives / Benefit/ Value
	Tangible
	Non Tangible
	Tangible
	Non Tangible
	Tangible
	Non Tangible

	Operational Efficiencies
	
	
	
	
	
	

	1. 
	
	
	
	
	
	

	2. 
	
	
	
	
	
	

	3. 
	
	
	
	
	
	

	4. 
	
	
	
	
	
	

	Sub Total
	
	
	
	
	
	

	Financial Efficiencies
	
	
	
	
	
	

	5. 
	
	
	
	
	
	

	6. 
	
	
	
	
	
	

	7. 
	
	
	
	
	
	

	Sub Total
	
	
	
	
	
	

	Others
	
	
	
	
	
	

	8. 
	
	
	
	
	
	

	9. 
	
	
	
	
	
	

	Sub Total
	
	
	
	
	
	

	TOTAL EXPECTED BENEFITS
	
	
	
	
	
	


7 What Are the Major Initial and Recurring Costs?
Please List Estimated Project Costs. Wherever Possible, Include Measurable And Soft Costs. In (000$) (+/- 25%)
	Expected Costs
	QTY or Unit Of Effort
	One Time Costs
	Annual Recurring Costs

	Human Resources And Other Services
	
	
	

	Internal Staffing Costs (Using A Blended Hourly Rate Ex.  $ 50.00)
	
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	Sub total
	
	
	

	External Staffing Contracts 
	
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	Sub total
	
	
	

	Product And Purchases
	
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	Sub total
	
	
	

	Estimated Taxes
	
	
	

	Estimated Contingency
	
	
	

	TOTAL ALL COSTS
	
	
	


	Three Year Return on Investment
	
	%

	The Expected Project Payback Period Is
	
	Years


8 What Are The Critical Success Factors And What Risks Could Be Encountered?
You may wish to reference or use issues log.
	Critical Success Factors
	Concerns or Possible Issues

	1. 
	1. 

	2. 
	2. 

	3. 
	3. 

	4. 
	4. 

	5. 
	5. 


List the most important risks, impact, probability and risk avoidance options. 

	Potential Risks
	Impact

H M L
	Probability

H M L
	Risk Avoidance or Contingency Options

	1. 
	
	
	

	2. 
	
	
	

	3. 
	
	
	

	4. 
	
	
	

	5. 
	
	
	

	6. 
	
	
	

	7. 
	
	
	

	8. 
	
	
	

	9. 
	
	
	

	10. 
	
	
	


9 What Are the Key Project Roles and Who Will Lead And Carry This Project?
Selecting the right project organization could be the second most important factor in leading the project to success. Be sure to consider the right mix of ownership, knowledge, skills and ability.

	Project Role
	Potential Candidate (S)
	Est. Effort

	Executive Sponsor 
	
	

	Authority 
	
	

	Project Leader 
	
	

	Core Project Team:
	
	

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	

	5. 
	
	


10 What, Who and When? What Is the High-Level Action Plan?
· Using A – D as your work breakdown structures, list all related tasks in appropriate sequence of events. Please start every task Item with an Active Verb.

· List key resources placing the person responsible as first name. 
· You may wish to include reference communication points and/or communication plan. 

	Planned / Estimated

	Seq. #
	MILESTONE

Task or Action
	Key Assigned Resources
	Effort Hrs
	Start Date
	Complete Date

	A
	
	
	
	
	

	A1
	
	
	
	
	

	A2
	
	
	
	
	

	A3
	
	
	
	
	

	B
	
	
	
	
	

	B1
	
	
	
	
	

	B2
	
	
	
	
	

	B3
	
	
	
	
	

	C
	
	
	
	
	

	C1
	
	
	
	
	

	C2
	
	
	
	
	

	C4
	
	
	
	
	

	C3
	
	
	
	
	

	C4
	
	
	
	
	

	C5
	
	
	
	
	

	C5
	
	
	
	
	

	D
	
	
	
	
	

	D1
	
	
	
	
	

	D2
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


11 Leadership Comments, Approval or Rejection

	Management Comments, if Applicable:




	This Project Is:
	Approved  FORMCHECKBOX 

	Not Approved  FORMCHECKBOX 


	
	Date:
	

	Signature
	Title 
	


12 At Project Conclusion Record Achievements and Observations.

At project closing it is important to complete the following table and provide any supporting documents.
	Achievements, Observations and Lessons Learned  
	By

	1. 
	

	2. 
	

	3. 
	

	4. 
	

	5. 
	

	6. 
	

	7. 
	

	8. 
	

	9. 
	

	10. 
	

	11. 
	

	12. 
	

	13. 
	


13 Optional Project Management Tools and Templates

 The following hyperlinks will lead you to a collection of tools and templates.  If used, indicate who will be responsible for maintaining each tool. 
	This Project Will Maintain Only the Project Charter and Plan Document.
	Approved By The Project Authority

Yes  FORMCHECKBOX 
     No  FORMCHECKBOX 


	Tool and/ or Template
	Maintained by
	Notes

	1. Benefit /Cost Evaluation Workbook
	
	

	2. Communication Plan
	
	

	3. Cost Estimating Workbook
	
	

	4. Gap Analysis (Present State & Desired State)
	
	

	5. Human Resource Availability Inventory
	
	

	6. Human Resource Use Roles Plan
	
	

	7. Manual Gantt Chart
	
	

	8. Meeting Agenda
	
	

	9. Meeting Minutes
	
	

	10. Memorandums
	
	

	11. Organization Diagram
	
	

	12. Scope And Deliverables 
	
	

	13. Status And Progress Report
	
	

	14. Change Request
	
	

	15. Documentation Binder Index
	
	

	16. Issues Log 
	
	

	17. Satisfaction Survey
	
	

	18. Lessons Learned 
	
	


	NOTE:  
· If you save this document to another location, the hyperlinks to the supporting templates MAY NOT work unless you save them to a separate related folder. We recommend that you save this document and any additional supporting templates in ONE SEPARATE FOLDER FOR EACH PROJECT. 

· Each time you update this document, examine the document formatting and table of contents to ensure proper pagination and heading.
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