	[image: image1.jpg])0
Oregon Department
of Human Services




	Charter and Scope
	[image: image2.jpg]. Process

S Center of

Excellence
(PCoE)






This document prepared and owned by 
[Business Owner, Business Transition Manager or Appointed Reviewer (name & position)]
[Agency/Organization/Division Name]

[PROJECT NAME]

	VERSION: [VERSION NUMBER]
	REVISION DATE: [DATE]


	Executive Sponsor

	[Name]
	[Email]
	[Telephone]

	Signature:
	Date: 


	Project Manager/Business Transition Manager/Communication Officer

	[Name]
	[Email]
	[Telephone]

	Signature:
	Date: 


	Stakeholder/Stakeholder Group

	[Name]
	[Email]  
	[Telephone]

	Signature:
	Date: 


Purpose of the “Project Charter” Document
The Project Charter document provides the initial description of the product or service being requested or proposed by the project. It establishes a common understanding of the basic, high-level requirements that are to be addressed by the potential project. These are the base requirements that will be analyzed and become more detailed during the planning process.
This document includes an Executive Summary, an initial Product Scope, and a Preliminary Project Scope that form the basis for the project’s strategic direction. The total document represents the project proposal.  
<This template is applicable for use with any organizational project including program management areas, process improvement activities or technology based solutions. This charter is the primary output of the Initiation process. The approved charter is the commitment to begin the Planning process.>
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Executive Summary

<If available, use information contained in the Business Case document as an input to support information requested in Sections 1.1, 1.2 and 1.3 below.>
Business Concept

<Summarize the high level business requirements on which the idea is based.  State the desired goal.>
Problem and Opportunity

<State problem, and define nature of product/service opportunities created by those problems, if known. Specify the short-term and long-term organizational units concerned.>
Primary Objectives and Benefits 

<State the desired objectives. State the benefits relative to each audience associated with the project (i.e., Executive Team, Business Unit, Customer, etc.) for taking this action.>
Organizational Impact and Readiness
<State the impact to the business in its current workflows, processes, and organizational structure if the proposed product is successfully implemented. Specify, if known, the organization’s ability to plan, lead, and sustain the change.> 
Assumptions

<List and describe the assumptions made in the decision to charter this project.>

Initial Complexity Assessment
There is an assumption that a Business Transition and Technical Complexity Assessment has been completed.

BTTCA 
Initially at:  <Enter either - Low, Moderate, High.>

Indicate the initial complexity of the request based on the limited information that is known at this time. Determine the complexity using the BTTCA located at: http://egov.oregon.gov/DHS/admin/pmo/data/initiating_templates/tools_and_techniques/business_transition and_technical_complexity_assessment.doc
Rough-Order-of-Magnitude (ROM) Estimate Targets

The following are rough range estimates based on very limited knowledge of the request found in the BTTCA. They are provided to the reviewers to indicate an approximate size and will be adjusted accordingly with more analysis and information if this charter is approved.
Using the project trends generated by the complexity assessment, complete the Rough Order of Magnitude (ROM) Estimating Spreadsheet located at:

http://egov.oregon.gov/DHS/admin/pmo/data/initiating_templates/tools_and_techniques/rom_parametric_estimating_spreadsheet.xls and enter the range(s) of results in the table below.

Information from the business case will be helpful in determining the ROM estimate. Review the “Assumptions and Methods” section that specify the “Cost Model,” “Soft Costs and Benefits,” and “Business Impacts.” The ROM Estimating Spreadsheet may provide supporting detail or clarification about cost estimates developed in the Business Case. 

ROM Table
	Estimated Cost

Low – High
	Estimated Duration

Low – High
	Estimated FTE

Low – High

	
	
	


Anticipated Decision Consequences

Consequence of “No” Decision – <state what is likely to happen.>

Consequence of “Yes” Decision – <state next steps, identification of project manager, funding sources, scope of first release.>

Scope of the Product, Service or Result 
Once the Planning process begins, the scope of the desired product, service or result can be more clearly identified. Based on the limited information available at this point in the Initiation process, a determination of the desired characteristics is entered in the sub-sections below.

Product and Service Objectives

Below, list 2-5 of the most important objectives that the product, service or result must provide. Consider these very high-level requirements.
Product Scope Detail
The product scope includes the features, functions, and characteristics to be included in a product when it is delivered.  The following describes what will and will not be included in the final product:

In Scope:

<Enter elements that are “In Scope” here.>
Out of Scope:

<Enter elements that are “Out of Scope” here.>

Product Risks

Information from the business case may be helpful in determining the product risks. See the Risk Assessment and Risk Mitigation Strategy section, if available, to develop section 2.3 here and below in section 2.4.

<Define the current or primary risks directly related to the product that comprises the solution. Example: “The technology used to develop the solution is not currently supported by State staff.”>  
Other Related Projects

<Are there other projects that will be impacted by, or which will impact this project? List relevant projects here, if they have been identified.>
Project Organization 

Funding Source/Vision/Mission
<Indicate the known or potential funding source for the project.
reference your vision and mission statement here.>
Conduct of Operations

See guidance from Business Transition and Technical Complexity Assessment referenced in section 1.4 for typical conduct for 
a low-, moderate-, or high-complexity project.
< List the expected requirements under which the project will be managed. >
Project Approach

<Describe the structure of the project including methodology, phases of work, etc.>
Proposed Lifecycle Model Selection

(Note: Lifecycle Models are standard procedures with proven best practices for a variety of processes.) Based upon the current understanding of the project deliverables, indicate here the type of lifecycle model(s) to be used in this project. Refer to the list of current lifecycle models at the PMO website: http://egov.oregon.gov/DHS/admin/pmo/publications/pmo_templates.shtml#executing . This listing is not all inclusive and there may be other lifecycle models available that would better meet the needs of this individual project. Indicate if no model is available. 
Membership, Resources and Authority
Scope Authority

<Indicate who has ultimate authority over the system being developed or changes being requested.>

Sponsor 

The Sponsor will provide the Executive Leadership, priority and commitment to the project, its goals and objectives. The Sponsor assures appropriate resources, including funding, and the final decision on issues that may need resolution by the project team.
<Sponsor Name>, <Title or organization>

Project Manager
The Project Manager is responsible for completing the project on time, within budget, and to an agreed scope. The project manager is responsible for facilitating the project by using standard project management processes to organize and manage the project, project team and work activities consistent with the approved work plan.
<Project Manager Name>, <Title or organization>

Steering Committee Members
The <Project Name> Steering Committee, Sponsor, and Project Manager will meet <monthly, quarterly, as needed> to review progress, provide objective issue resolution guidance, and ensure that the project team and other associated members are working collaboratively towards successful project implementation.
Preliminary estimated time commitment is < estimated # hours > per <time period, i.e. quarter, month, week > for the duration of the project.
The proposed Steering Committee Members are:
<Name>, <Title or organization>

<Name>, <Title or organization>

Core Project Members 
Core members are dedicated <number> percent of their time, excluding leave and required overhead duties. The Core Members shall perform the majority of the project work. 
The proposed Core Members and their primary roles are:

<Name if known or resource type, i.e., developer>, <title or organization>

<Name if known or resource type, i.e., subject matter expert>, <title or organization>

<Name if known or resource type, i.e., business transition staff >, <title or organization>

Other Members
A cross-section of representatives from OIS and the business must initially assist with planning the project. Decisions on standards, tools, development platforms, procurements, databases, networks, etc., require agreement and commitment from the cross-section of OIS. The project plan will determine further requirements for types of staff needed from the organization to execute the project plan.

Preliminary estimated time commitment is < estimated # hours > per week for < estimated # > weeks to complete planning of the project.

<Name>, SA

<Name>, P&P

<Name>, SSI

<Name>, AMS

<Name>, Administrative Staff

<Name>, CSS
<Name>, Business Unit
Action

	 FORMCHECKBOX 

	Approval - Move forward with steps as presented.

	 FORMCHECKBOX 

	Approval with minor changes – approved assuming minor changes will be made and move forward with next steps as presented.

	 FORMCHECKBOX 

	Change - make requested changes with another review for approval by <date>.  

	 FORMCHECKBOX 

	Hold - hold all additional work on this request. To be reviewed again at a later date.

	 FORMCHECKBOX 

	Denied - Request denied, please file.


Designated Unit

<Provide the name of the unit that the project is being assigned to.  Example: The project is being assigned to the SSI group within the Department of Human Services, Office of Information Services.>
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Is there a way to re-write this section so it is applicable to more than OIS?.





These will all be changing soon. 


Spell out section names.
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