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Project Management – Project Charter Template
(Template approved September 27, 2010)
Important Note: Macros must be enabled for this form to function properly. If you were not prompted to enable macros when you opened this document, you must adjust your macro security settings, then exit the document, and then reopen it, selecting Enable Macros when prompted. To adjust your macro security settings, from the Tools menu, expand the Macro menu and select Security. From the Security Level tab, switch your preference to Medium and select OK. If you were prompted and selected Disable Macros, simply exit the document and then reopen it, this time selecting Enable Macros when prompted. 
[Insert Project Name]
PROJECT CHARTER

[insert date]
Project Description/Rationale:

	[Provide background and a brief description of the project, including information on the need/problem.]


Level of Impact

Indicate the project’s highest level of impact: (Select only one)
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Select impacted school
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	[indicate department]
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Select impacted department
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Charter Association
Indicate this charter’s association with other charters, if any.
	Name of Associated Charter
	Explanation of Association

	
	

	
	

	
	


Note: To list more than 3 Associated Charters, from last field under Explanation of Association, <Tab> to add additional rows.

Correlation to Strategic Plan

This project supports the following Strategic Goal(s) of Albemarle County Public Schools: (Check all that apply)
[image: image5.wmf]Goal 1 

– 

Prepare all students to succeed as members of a global community and in a 

global economy.


[image: image6.wmf]Goal 2 

– 

Eliminate the Achievement Gap.


[image: image7.wmf]Goal 3 

– 

Recruit, retain, and develop a diverse cadre of the highest quality teaching 

personnel, staff, and administrators.


[image: image8.wmf]Goal 4 

– 

Achieve recognition as a world-class educational system.


[image: image9.wmf]Goal 5 

– 

Establish efficient systems for development, allocation, and alignment of 

resources to support the Division’s vision, mission, and goals.

 
Strategic Plan Priority(ies) Addressed:

Press Ctrl and click here to access Albemarle County Public Schools’ Strategic Plan. For each strategic goal addressed by the project, indicate the relevant priority(ies). 
	[insert text here]


Desired Results:

Create SMART goals (Specific, Measurable, Attainable, Realistic, Timely) to address the objectives the project aims to accomplish. 
	1
	

	2
	

	3
	

	4
	

	5
	


Note: To list more than 5 Desired Results, from last row in table, <Tab>  to add additional rows.
Deliverables

List specific products or events (nouns) to be produced by the project. Deliverables are intended to align with and produce the Desired Results. (Examples: a training session, a document, a software product, a process definition, etc.)
	1
	Communications plan (i.e., what will be communicated, to whom, when, and how) (Note: This must be a deliverable of every project. The Project Manager is responsible for the development of this plan. The Communications Coordinator may be a useful resource in developing this plan.)

	2
	

	3
	

	4
	

	5
	


Note: To list more than 5 Deliverables, from last row in table, <Tab> to add additional rows.
Project Organization

	Role
	Description
	Staff Assigned

	Sponsor

(PMOC member)
	Has ultimate authority over and is responsible for a project and/or program, its scope and deliverables. 
	

	Project Manager(s)
	Develops and maintains Project Charter and project schedules, executes project reviews, tracks and disposes of issues and change requests, manages the budget, and is responsible for overall quality of the deliverables. 
	

	Project Team
	Is responsible for performing the activities necessary for implementation of the project. 
	


​​
Key Stakeholders
Key stakeholders provide expert understanding of their organization and represent areas for which the project is intended to support/serve. Use the chart below to identify the various stakeholder groups affected by this project, and the point(s) of contact for each group. 
	Stakeholder Group
	Point(s) of Contact

	
	

	
	

	
	

	
	

	
	


Note: To list more than 5 Stakeholder Groups, from last field under Point(s) of Contact, <Tab> to add additional rows.

Project Strategies/Processes

	Item #
	Deliverables and Action Steps
	Responsible Person
	Start Date
	Projected End Date

	1.0
	Communications Plan
	
	
	

	1.1
	Revisit plan at least monthly via Communications Status Report.
	
	
	

	2.0
	[Insert Second Deliverable]
	
	
	

	2.1
	[Insert Action Step]
	
	
	

	2.2
	[Insert Action Step]
	
	
	

	2.3
	[Insert Action Step]
	
	
	

	2.4
	[Insert Action Step]
	
	
	

	3.0
	[Insert Third Deliverable]
	
	
	

	3.1
	[Insert Action Step]
	
	
	

	3.2
	[Insert Action Step]
	
	
	

	3.3
	[Insert Action Step]
	
	
	

	3.4
	[Insert Action Step]
	
	
	

	4.0
	[Insert Fourth Deliverable]
	
	
	

	4.1
	[Insert Action Step]
	
	
	

	4.2
	[Insert Action Step]
	
	
	

	4.3
	[Insert Action Step]
	
	
	

	4.4
	[Insert Action Step]
	
	
	

	5.0
	[Insert Fifth Deliverable]
	
	
	

	5.1
	[Insert Action Step]
	
	
	

	5.2
	[Insert Action Step]
	
	
	

	5.3
	[Insert Action Step]
	
	
	

	5.4
	[Insert Action Step]
	
	
	


Note: To delete a row in table, click to the left of the row to be deleted to highlight the desired row. Then, right click and select Cut. To add more than 4 Action Steps for any Deliverable, click to the left of any Action Step to highlight the row. Next, right click and select Insert Row. This may result in a need to renumber Items. To detail Action Steps for more than 5 Deliverables, from last field under Projected End Date,  <Tab> to add additional rows.
Project Dependencies and Assumptions
Identify other project dependencies and/or efforts that are related to, affect, or may be affected by the project being planned. Also, identify any assumptions that, depending on their outcome, could significantly affect the project. (Examples: staff availability, another project that must be done prior to launch, etc.)

	Dependency/Assumption (brief description)
	Degree of Impact

(Low, Medium or High)

	
	

	
	

	
	


Note: To list more than 3 Dependencies/Assumptions, from last field under Degree of Impact, <Tab>  to add additional rows.

Risk Management

Risk management is a defensive measure involving identifying, analyzing, and either accepting or mitigating risk. The purpose of risk management is to minimize both risk and costs.

	Risk(s)
	Probability of Occurrence (Low, Medium or High)
	Potential Impact
	Strategy

(Research, Accept, Mitigate or Watch)
	Action(s) To 

Support Strategy

	[Identify Risk #1]
	
	
	
	

	[Identify Risk #2]
	
	
	
	

	[Identify Risk #3]
	
	
	
	


Note: To list more than 3 Risks, from last field under Action(s) To Support Strategy, <Tab>  to add additional rows.

Project Budget Summary

The budget and costs reflected in the Project Charter should account for all resource labor, hardware, software, facilities, etc., required to achieve the stated scope and objectives. (The amounts allocated for each budget category should total the amounts contributed by each funding source. For example, if the External Resource Costs for the Current Phase total $2,500, Funding Source 1 might contribute $2,000, while Funding Source 2 might contribute the remaining $500.)
	Budget Categories
	a
	b
	c
	d
	e
	f
	TOTAL

(sum rows           b-f)

	
	Internal Resource Labor (estimate the number of hours that will be required to complete the project)
	External Resource Costs (Total Contract Costs)
	Materials and Supplies
	Employee Expenses 

(i.e., travel, registration fees, etc.)
	Training
	Other
	

	Current Phase
	[#] hours
	$[XXX]
	$[XXX]
	$[XXX]
	$[XXX]
	$[XXX]
	$[XXX]

	[Indicate funding source]
	$[XXX]
	$[XXX]
	$[XXX]
	$[XXX]
	$[XXX]
	$[XXX]

	[Indicate funding source]
	$[XXX]
	$[XXX]
	$[XXX]
	$[XXX]
	$[XXX]
	$[XXX]

	Current Phase Expense Detail
	Materials & Supplies: 

	
	Employee Expenses: 

	
	Training: 

	
	Other: 

	Total Project (for multi-phased projects)
	[#] hours
	$[XXX]
	$[XXX]
	$[XXX]
	$[XXX]
	$[XXX]
	$[XXX]

	[Indicate funding source]
	$[XXX]
	$[XXX]
	$[XXX]
	$[XXX]
	$[XXX]
	$[XXX]

	[Indicate funding source]
	$[XXX]
	$[XXX]
	$[XXX]
	$[XXX]
	$[XXX]
	$[XXX]

	Total Project Expense Detail
	Materials & Supplies: 

	
	Employee Expenses: 

	
	Training: 

	
	Other: 


Note: To add additional funding sources, click to the left of any funding source under the desired year to highlight the row. Next, right click and select Insert Row. 
	Approved by Sponsor:
	
	Date:
	

	Approved by PMOC:
	
	Date:
	


Team Member Agreement to Participate
Hold a review of the Project Charter with your team members and obtain their agreement to participate. A single hard copy of the completed Charter should contain each team member’s signature representing his or her agreement to participate in this effort. Enter the phrase “signature on file” into the electronic copy to represent each team member’s signature. (Please do not use electronic signatures.)
	Organization/Team Member
	Signature
	Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Note: To list more than 10 Team Members, from last field under Date, <Tab>  to add additional rows.
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