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ITS Project Charter
Document Purpose
The purpose of this document is to present the work plan for the project.  This document is a formal agreement with the team that outlines the project management activities. All sections are required unless noted as optional.
1. Business Overview
Provide a high level overview of the business need – historical background and summary of what led to the initiation of this project, i.e., issue or opportunity being addressed, department/area involved, organizational impact, expected result, etc.. Define project linkage to the ITS Strategic Plan (or other ITS area). 
1.1 Business Need

1.2 Linkage to ITS Strategic Plan
	ITS Strategic Plan - Key Areas
	How does this project relate to the Strategic Plan

	 Learning and Teaching
	

	 Research
	 

	 Customer Service
	

	 Administrative Applications
	

	 Security
	

	 Infrastructure
	

	Additional Consideration
	

	ITS Operational Efficiency
	

	ITS Other (i.e. APR, Audit, compliance, etc.)
	


2. Project Summary
Summarize what is discussed in the following sections; provide an overview of the project’s technical solution.
3. Project Scope
Describe the work to be performed that will produce the expected project outcome: product, service or result.  Any changes, additions or deviations should be addressed via the project change request process.

3.1 Included in Scope
3.2 Out of Scope
4. Project Assumptions & CONSTRAINTS
 4.1 Assumptions

Describe what existing or anticipated work efforts, hardware, software or resource requirements are “assumed” to be available or in place in order to have a successful and on-time completion of the project; assumptions are items typically not controlled by the project team.
4.2 Constraints
Describe the things that might restrict, limit, or regulate the project; often constraints are not controlled by the project team, i.e., resources, policies, schedules, technologies, etc.
5. Project Planning
5.1 Work Breakdown Structure (WBS)
List the high level tasks, activities or phases of the project – from start to finish.
5.2 Milestones
List the milestones for this project – typically a subset of key WBS items with dates; include target start and end date.  

6. Project Artifacts
List all the deliverables that will be produced by the team during the project; both product and project based, i.e. Project Charter, Software Architecture, Functional Specifications, Testing Plan, Project Close-out, etc. Include any relevant technical or supporting artifacts or references (current state diagram, roadmap, vision statement, website/wiki, etc.).
7. Project Organization
Define the project team members and their project roles; include sponsor, project manager, project team, key stakeholders, etc.
	Role
	Responsibility
	Resource Name

	 Project Sponsor
	
	

	 Project Manager
	
	

	 Project Financial Manager
	
	

	
	
	

	
	
	


8. Project RISk (optional)
Define the risks associated with this project. Risk Factor refers to an uncertain occurrence that may interfere with the projects goals. It may be related to a product, service, process, resource, cost, or schedule. Risk Rating is the product of the probability of an event times its’ potential consequences (impact); see rating table in the charter guidelines for additional details.
	Risk Factor
	Risk Probability

(H, M, L)
	Project Impact

(H, M, L)
	Risk Rating
	Risk Response

	  
	
	
	
	

	  
	
	
	
	

	 
	
	
	
	


9. Project Costs
Describe the costs associated with this project. Document the implementation and operating financial data in the tables below. Include funding sources for the current and next three (3) fiscal years.
9.1 Estimate of Project Implementation Expenditures and Funding – required for implementation and close out of the project.
	Estimated Project Expenditures  

	
	FY__
	FY__
	FY__
	FY__
	Total
	Comments

	Hardware
	
	
	
	
	
	

	Software
	
	
	
	
	
	

	Services
	
	
	
	
	
	

	Travel & Training
	
	
	
	
	
	

	Contingency (Risk)
	
	
	
	
	
	

	Total
	
	
	
	
	
	

	This estimate is accurate to:

50% [  ]

60% [  ]

70% [  ]
80% [  ]
90% [  ]



	Explanation:


	Anticipated (proposed) Project Funding Source  

	
	FY__
	FY__
	FY__
	FY__
	Total
	Comments

	ITS - Capital (non- infrastructure)
	
	
	
	
	
	

	ITS - Operating
	
	
	
	
	
	

	 ITS - Capital (infrastructure)
	
	
	
	
	
	

	Dept - Capital
	
	
	
	
	
	

	Dept - Operating
	
	
	
	
	
	

	Other
	
	
	
	
	
	

	Total
	
	
	
	
	
	

	This estimate is accurate to:

50% [  ]

60% [  ]

70% [  ]

80% [  ]

90% [  ]



	Explanation:


9.2 Estimate of Operating Expenditures and Funding – required for Operations and Maintenance of the assets/deliverables after project completion.

	Estimated Operating Expenditures  

	
	FY__
	FY__
	FY__
	FY__
	Total
	Comments

	 Hardware Maintenance
	
	
	
	
	
	

	Software Maintenance
	
	
	
	
	
	

	Services & Support
	
	
	
	
	
	

	Other
	
	
	
	
	
	

	Total
	
	
	
	
	
	

	This estimate is accurate to:

50% [  ]

60% [  ]

70% [  ]

80% [  ]

90% [  ]



	Explanation:


	Anticipated (proposed) Operating Funding Source  

	
	FY__
	FY__
	FY__
	FY__
	Total
	Comments

	ITS - Operating
	
	
	
	
	
	

	Dept - Operating
	
	
	
	
	
	

	Other
	
	
	
	
	
	

	Total
	
	
	
	
	
	

	This estimate is accurate to:

50% [  ]

60% [  ]

70% [  ]

80% [  ]

90% [  ]



	Explanation:


9.3 Estimate of Cost Savings – resulting from implementation of this project’s recommended solution (dollars or staff).
9.4 Estimate of additional Support Resources – resulting from implementation of this project’s recommended solution (staff).
10. Project Management Procedures

10.1 Communications
Describe the types and frequency of communications to stakeholders and the project team.
10.2 Team Meetings
 Describe the types and frequency of meetings with stakeholders and the project team.

10.3 Tracking
 Describe how the schedule, scope and budget will be tracked and managed.
10.4 Change Requests
Describe how changes to the schedule, scope and budget will be tracked and managed.
11. Project Charter Reviews
	Review
	Name
	Date

	1) Reviewed department/business requirements with:
	 
	 

	2) Completed Architecture Review 
Service Center Ticket #:__________
	 
	 

	3) Reviewed ITS financial data with:
	 
	 

	
	
	

	4) Prepared by:
	 
	 


For help with this template, please see the Project Charter Guidelines: http://www.bc.edu/pmo/templates/
If you have any additional questions, please contact anyone in the BC ITS PMO: http://www.bc.edu/pmo/staff-list.html
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