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GENERAL INSTRUCTIONS

The Project Charter is a key document necessary to be completed as part of the initiation phase. It identifies the project purpose,objective, scope, criticial success factors and project authority to move forward with project into the project planning phase. A project manager is named in the project charter. 
For additional information, refer to the following U.S. Small Business Administration (SBA) documents:
· SBA Systems Development Methodology
· SBA SDM Documentation Standards
· SBA Systems Acquisition Methodology (SAM) Draft
· SBA Project Management Methodology (PMM) Draft
· SBA Information Technology Investment Methodology (ITIM)
· SBA Enterprise Architecture Processes and Procedures Draft.
TAILORING GUIDELINES

For some projects, it may be necessary to tailor the project charter template.  In the event that a section or several sections do not apply, include a statement to indicate that the section or sections do not apply along with a justification statement (e.g., “Sections 1.2 through 1.6 are not applicable to this project.  This project does not…”).  In the event that the project charter template does not provide coverage for a particular project activity, add a section to the project charter in the appropriate location.
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RECOMMENDED POINT OF CONTACT FOR THIS DOCUMENT: Project Sponsor within program 

The Point of Contact for the Document coordinates and insures that the document is completed. This individual as well as others in the program areas may also contribute in a collaborative fashion as is often necessary in systems development projects. The Point of Contact for the Document is not necessarily the funding agent.

I have carefully assessed the Project Charter for the (System Name).  This document has been completed in accordance with the requirements of the SBA System Development Methodology.

MANAGEMENT CERTIFICATION - Please check the appropriate statement.

______ The document is accepted. 

______ The document is accepted pending the changes noted.

______ The document is not accepted.

We fully accept the changes as needed improvements and authorize initiation of work to proceed.  Based on our authority and judgment, the continued operation of this system is authorized.

_______________________________
_____________________

NAME

DATE

Project Champion/Functional Lead

_______________________________
_____________________

NAME

DATE

Deputy CIO
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NOTE TO AUTHOR:  Highlighted, italicized text throughout this template is provided solely as background information to assist you in creating this document.  Please delete all such text, as well as the instructions in each section, prior to submitting this document.  ONLY YOUR PROJECT-SPECIFIC INFORMATION SHOULD APPEAR IN THE FINAL VERSION OF THIS DOCUMENT.
1.0 GENERAL INFORMATION

1.1
Purpose, Scope, and Objectives
Describe the purpose, scope, and objectives of the project. 

Project Overview- Give a general overview of the project
Project Purpose – This section communicates the purpose of the project including the business problem to be solved
Scope- The level of detail in this section must be sufficient to allow for detailed development of the Project Plan. Reader is cautioned that scope creep (added work without corresponding updates to cost, schedule and quality) may render original plans unachievable. Therefore, initial clarification of scope and adherence to plan throughout project are of utmost importance. Describe any applicable assumptions and/or constraints that may affect the project.
Project Objective – This section defines the objectives as they relate to the goals and objectives of the agency or the organization
Key Stakeholders – list organizations/persons directly affected/role
2.0 Deliverables

Deliverables that are required to complete the project
3.0 PROJECT AUTHORITY

Project Sponsor – State the project sponsor.  The sponsor should be  ensure that the project initiator has authority to commit appropriate resources
Project Manager – This section explicitly names project manager and may define his or her role and responsibility over the project
Change Control Board (CCB) –This section describes agency management control over the project.  Project manager should manage internal control. External oversight should be established to ensure organization’s resources are applied to meet the project and organization’s objectives.
4.0 ROLES AND RESPONSIBILITIES

List each key member of the project team (example Project Champions & Functional Managers). Include the role of each member along with the responsibilities associated with that role. Identify the person or title and location of key personnel involved with this project 

	Person
	Title
	Office
	Role

	
	
	
	





Project Charter Authorization Memorandum











