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Charter

Project Identification

	RFS or Other Tracking ID:
	

	Project Title:
	

	Executive Sponsor:
	

	ITS Steering Committee
	

	ITS Project Manager:
	

	Prepared by:
	

	Reviewed by:
	

	Date Prepared:
	


Project Definition 

State the project’s purpose and, when applicable, the problem that is trying to be fixed by this project.

Project Objectives

List the objectives of the project.

Scope Statement

In Scope

Out of Scope

Approach Taken

Describe the approach that will be taken with this project.

Project Deliverables

List the specific deliverables of this project.

Schedule and Budget

For projects with simple budgets/schedules, insert budget/schedule information here.

For projects with complex budgets, see Appendix A for the Project’s Schedule and Appendix B for the Project’s Budget.

Explain what controls will be in place to stay within the schedule and budget.

Roles and Responsibilities

Responsibility Matrix
	ITS Project Phase
	Project Manager
	Project Team

	Sub-Team

	ITS Project Sponsor

	Client Sponsor


	Project Definition
	
	
	
	
	

	Project Planning
	
	
	
	
	

	Project Execution
	
	
	
	
	

	Project Close Out
	
	
	
	
	


A) = Accountable  (P) = Participant   (I) = Input required   (S) = Sign-off required

Responsibilities by Participant

ITS Project Sponsor (name)

· List tasks: examples follow:

· Approve direction and policies for the project.

· Approve documents.

· Final acceptance of the completed project.

Project Manager (name)

· List tasks: examples follow: 

· Keep Project Sponsors and Team apprised of status.

· Schedule and conduct regularly scheduled status meetings.

· Approve documents.

· Maintain ‘open issues’ list.

· Resolve day-to-day issues.

Project Team (names)

· List tasks: examples follow

· Monitor schedules and progress.

· Participate appropriately in each phase of the project.

· Respond in a timely fashion to all change management requests.

· Attend all regularly scheduled team meetings.

· Notify project manager of obstacles or impediments.

Project Sub-Team (names)

· List tasks: examples follow

· Develop Access database

· Notify Project Manager of any issues that may affect the project schedule.

Client Sponsor (names)

· List tasks: examples follow

· Provide timely feedback and input to the Project Manager and Project Team throughout the life of the project.  

· Attend all regularly scheduled status meetings with the Project Manager and/or ITS Executive Sponsor.  

· Work cooperatively with Project Manager to resolve any obstacles or impediments related to the project that involve the Client Sponsor or staff from the Client Sponsor’s agency.

· Final acceptance of the project.

Project Reporting Plan

Clearly state how the Project Sponsor and Steering Committee will be kept updated on the status of the project.

Change Management

Describe the project’s change management approach.

Risk Management

 FORMCHECKBOX 

This project is internal to ITS.  Key risks and the associated approach to mitigate each risk are as follows:
 FORMCHECKBOX 

This project is being conducted for an outside customer.  Key risks and the associated approach to mitigate each risk are as follows:
 FORMCHECKBOX 

This project is being tracked by OIRM.  Please see the Project Plan for more details about the project’s risk management approach.

Quality Management

 FORMCHECKBOX 

This project is internal to ITS.  The project’s approach to Quality Management is as follows:
 FORMCHECKBOX 

This project is being conducted for an outside customer.  The project’s approach to Quality Management is as follows:
 FORMCHECKBOX 

This project is being tracked by OIRM.  Please see the Project Plan for more details about the project’s risk management approach.

Approval and Authorization of Project Charter

We the undersigned support this project and accept the associated responsibilities associated with this project as outlined in this Project Charter:

_____________________________
_________________________

ITS Project Sponsor
Client Sponsor (when applicable)

____________________________


ITS Project Manager

____________________________
_________________________

Project Team Member
Project Team Member

____________________________
_________________________

Project Team Member
Project Team Member

____________________________
_________________________

Project Team Member
Project Team Member

____________________________
_________________________

Project Team Member
Project Team Member

____________________________
_________________________

Project Team Member
Project Team Member

Appendix A

Project Schedule

When applicable, insert Gantt Chart, Word table, or other figure showing anticipated high-level project phases and their timelines.

Appendix B

Project Budget

When applicable, insert Excel spreadsheet, Word table, or other figure with the Project’s budget.







� Project Team members will be working on a majority of the overall project.


� There may be multiple sub-teams, such as a development sub-team and a T&O sub-team.


� The Executive Sponsor needs to be a manager (Group, Section, Division) within ITS.


� A client sponsor is used with the project has a “customer” outside of the core team.  The customer can be inside or outside of ITS.





