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Purpose of the Project Charter
Instruction: Examples have been included below which may or may not be applicable. We recommend you read the examples and then delete as appropriate and add in the detail applicable to your situation. Each paragraph begins with < and ends with> to indicate example content. All examples are included in grey; we recommend you change the font to black once completed.
Each heading has a priority in brackets next to it e.g. (Priority 2), this relates to the importance of the section with respect to the organization. We recommend at least all priority 1 headings be completed. The fact that a heading may be priority 2 or 3 does not mean that it should be ignored, but rather that it is taken under consideration. In smaller organizations, formal structures are not always required and communication is more efficient.

Purpose

The purpose of this Project Charter is to describe the approach and strategy for the system selection project.  

Content

The Project Charter contains the following:

· Clear definition of the project scope, context and proposed approach; 

· Proposed project organization, the roles and responsibilities of the those involved and the operating mode;

· Description of the deliverables for the project;

· Overview of the project plan

· Resource requirements 

Related documents

Detailed project plan and project deliverables status reports are maintained outside this document. These two documents are considered project management tools and are subject to change as the project evolves, whereas the Project Charter should more or less be static after it is signed-off by the Steering Committee.

1. System selection context
1.1 Project overview (Priority 1)
<Give a brief description of the project here, short and to the point. For example: To select appropriate systems for XYZ organization.>

1.2 Project justification (Priority 1)
<Give an overview of why the project is required and/ or some history that lead has lead to the project. For example: The main reasons to justify the selection of a new system are: 

· systems were last upgraded x years ago, 

· the current system provider will no longer support the product in y years 

· the old system is impacting on our ability to extract accurate and proper reporting

· customers are demanding we interact with them electronically and current systems are no longer capable

· end>

1.3 Project objectives (Priority 1)
 <Give no more than five key project objectives, for example:
· Identify key business needs 

· Identify key benefits the new system will deliver

· Identify suitable systems  and vendors to meet XYZ organizations needs

· To negotiate the best value for money for XYZ organization

· End>

1.4 Project Approach (Priority 1)
The following eight-phase methodology will be adopted to deliver the system selection project:

1. Define the project

2. Plan the project

3. Define business requirements

4. Identify vendors

5. Request for proposals

6. Evaluation of proposals

7. Making recommendations

8. Signoff and close

1.5 Project scope (Priority 1)
<The scope of the project currently includes the following. For example:

Geographical scope

· Which locations are included in this project

Entity scope

· Which legal entities are included in this scope;

· Which reporting entities are included in scope if different;

Process Scope

· Finance, including

· General ledger

· Accounts payable

· Receivables

· Enterprise reporting

· Fixed assets

· Tax reporting

· Bank reconciliations

· Cash management

· Multi currency

· Consolidations

· Costing

· Master file maintenance

· Sales

· Sales quotes
· Sales order processing

· Sales reporting

· Sales campaigns

· Credit notes

· Warehousing

· Stock reorder levels

· Stock management

· Stock picking and packing>

· Receiving stock

· Despatching stock

· Stock reporting

· Logistics

· Fulfilment

· Tracking

· Warehouse movements
· Procurement

· Procurement management

· Purchase order processing

· Service 

· Service initiation

· Warranty management

· Service calls

· Quality

· Financial

· Asset management

· Foreign exchange

· Trading

· Marketing

· Customer management

· Campaign set up and management

· Customer relationship management

· Human Resources

· Human resource management

· Payroll

· Training

Business unit Scope
· Finance

· Information Technology

· Sales

· Marketing

· Distribution

· Corporate

· Human Resources

· Operations 

· End>
1.6 Project critical success factors (Priority 1)
The following critical success factors have been identified for the project:
<The following are examples of potential critical success factors:

· Proper understanding of business needs and requirements;

· Support and buy-I from senior management;

· Availability of XYZ resources

· Good communication

· Management of expectations

· Good issue resolution process

· Timeous decision making

· End>

1.7 Project assumptions (Priority 3)
All parties agree the following assumptions are valid and relevant to this project.

<For example:
1. Appropriately experienced XYZ resources are available as shown in the project plan;
2. Senior management understand the scope and nature of the project and are supportive of it;
3. Business unit heads will make appropriate resources available to assist with the documentation of business requirements;

4. Business processes that do not align well with the proposed new systems can be highlighted for future review if a solution is not readily available;
5. Visible commitment to the project from XYZ senior management, project managers and staff will be apparent;
6. The project will not address issues that may have arisen as a result of changes to XYZ business operations, which have occurred since the start of this project; 

7. Respective XYZ Process Owners and business unit heads will “sign-off” on all final processes and business requirements;
8. XYZ will commit to attend project meetings as scheduled;

9. XYZ will commit to attend steering committee meetings as scheduled;

10. Budget approved for the project.

End> 
1.8 Project key deliverable’s (Priority 3)
The key project deliverables to be achieved include the following:

<For example:

· detailed Project plan
· business requirements documents

· vendor shortlist

· request for proposal

· evaluation documents

· final recommendation document and presentation
· end>
1.9 Project change requests (Priority 3)
Where changes to scope are identified, these will be managed as follows:
<For example

Change request Process

1. Change request document completed;

2. Project manager to signoff on change request;

3. Change request submitted to Steering committee for review;

4. Decision by steering committee;

5. Communication of decision.

Change request Definition

For the purposes of this document, change requests will include:

· additional functional scope

· inclusion of business units not previously identified;

· material changes to the underlying business

· acquisition of new business

· additional budget

· additional resources

· end>

1.10 Project issue management (Priority 1)
The following is the issue resolution for resolving any issues as they arise on the project:
<For example:

· Maintenance of issues log;

· Regular review and update of issues log by project manager;

· Review of issues log by steering committee;
· The issues log must be available to all levels of the project structure as a read only file.

· End>
1.11 Project risk management (Priority 3)
The following risk management processes have been adopted for the project:
<For example:

· Establishment of risk management log;
· Two weekly update of log and mitigating strategies for risk identified;
· Review of risk log at steering committee meetings;

· All members of the project structure are responsible for identifying potential risks and notifying the project manager;
· Escalation to CEO if appropriate.

· End>

2 Project Organisation
2.1 Project Management Structure (Priority 1)
The following diagram represents the project management structure for the project and indicates reporting and communication lines. 

<For example:

[image: image1]
The above structure should be modified as appropriate. The key objective in this structure is to show the reporting lines for the project as well as how different business units might interact with the project team. In smaller organizations, a project structure might not be necessary and can be removed. In smaller organizations, this structure might be more informal, but should not be ignored completely.>
2.2 Roles and Responsibilities (Priority 1)
Project roles and responsibilities include the following:
2.2.1 Steering Committee (Priority 3)
· Strategic direction and a link to company strategy;

· Decision making;

· Defines and communicates expectations;

· Meets regularly to review project progress and the issues and risks logs;

· Approves scope change and funding requests;
· Resolves conflicts and strategic issues in a timely manner;
· Communicates critical decisions.
2.2.2 Project sponsor (Priority 1)
· Analyses project progress and results;
· Visible support and commitment to the project;

· Ongoing communication and link to other organizational initiatives;

· Ensures organizations resources are available and committed;

· Project direction;

· Chairs and calls steering committee meetings;

· Ensures timely issue resolution.

2.2.3 Project advisors (Priority 3)
· Advise as required on their area of expertise;
· Contribute to achieving required outcomes.
2.2.4 Project manager (Priority 1)
· Provides day to day management and direction to project resources;

· Develops and updates project plans and schedules;

· Allocates tasks and activities to resources;

· Prepares project status reports as required;

· Reports project progress and status to the Project sponsor;
· Maintains the issues log;
· Ensures timely issue resolution and appropriate issue escalation;
· Ensures appropriate priorities assigned to critical project tasks;
· Developing mitigation strategies for risks identified and reporting the risks at appropriate levels;
· Establishes and monitors compliance with standards for documentation, data, training, software development, and technical system support.
2.2.5 Business unit process owners (Priority 3)
· Signoff of final processes and business requirements;

· Manages availability of business unit resources;

· Assists in resolving business issues;

· Communicates and educates on the project and supports communication activities in the business unit;

· Identify and involve business unit staff in the project

3 Project sign-off strategy

3.1 Sign off responsibilities (Priority 1)
Sign-off responsibilities are as indicated in the table below: 
<For example:
	Type of Decision
	Sign Off Responsibility

	Resource Allocations
	Steering Committee/ CEO

	Project Budget and Scope
	CFO

	Project decisions
	Steering committee/ Project sponsor

	Change requests
	Steering committee/ Project sponsor

	Issues and risk logs
	Steering committee/ Project sponsor

	Business Processes
	Business unit heads with process Owners


End>
3.2 Project Management (Priority 1)
<The project manager will be Xyz and have overall responsibility for the management of the project. Meetings, tele conferences and steering committee meetings will be scheduled o the following basis:

Smaller organizations and smaller projects can keep this section short and informal. It should be remembered that decisions should be documented and generally, this is in the form of minutes of meetings, so without formal meetings decisions should be documented and distributed as appropriate to ensure al parties are aware and comfortable with the decision.
	Meeting
	Frequency
	Agenda & Minutes Responsibility

	Steering Committee 
	Depending on the size of the project. Initially daily and thereafter not more than monthly.
	Project Sponsor/ project manager

	Team meetings
	As required, at least weekly.
	Project Manager


Each meeting should be documented minutes kept of al agreements reached, documents reviewed and decisions taken. Minutes should be distributed afterward and the action points read at the beginning of each meeting to follow up.
3.3 Document management and retention (Priority 3)
This is an important aspect of the project. All documents produced as part of the project should contain the following:

<For example:

· version
· status (e.g. draft or final)
· date
· file name and directory path

· End>

The file naming convention to be adopted for the project is:

<For example:
System selection /task name/document name/date/Version. extension

(System selection/ Steering Committee meeting minutes dd/mm/yy V0.1. doc)>
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