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Project Charter

Background

Today's business world is fast paced, with a multitude of information coming at people
constantly throughout the business day. Being aware and ensuring that your various
projects are on track to meet the deliverables, while keeping on budget and on schedule,
is critical. There are many competing pressures on project resources and project scope

that can derail a project in the blink of an eye.

Clearly defining the objectives of a project, the planned resources, the timelines, and the
deliverables of a project is a key element to ultimate project success.  When conditions
change and items get added or removed from a project those minor changes can often
be accommodated within the project. If there are several minor changes the
compounding effect of can have major negative impacts on a project. This situation, if
not carefully managed, can result in schedule delays, cost overruns, negative service
impacts, conflict between individuals, departments, and site locations, and a high

probability of key important issues not being addressed in a timely manner.

A successful Project Manager must simultaneously manage the five basic elements of a
project. These are Resources, Time, Money, Scope, and Project Administration. One
industry best practice tools designed to help manage all these factors is a Project

Charter.

www.ssiconsulting.ca ©2020 SSI Consulting Solutions Page 2 of 6



https://www.ssiconsulting.ca/

RN SOP0009 V3 Aug 2020
I//!"

CONSULTING SOLUTIONS

Project Charter
The Project Charter is an agreement among project team members and stakeholders.
The charter helps to clarify what is expected from project team members. The project

charter is usually a summary document that refers to more detailed documents.

The project charter is a summary statement of the scope, objectives, schedule, budget,
and participants in a project. It provides a preliminary description of the roles and
responsibilities, outlines the project objectives, identifies the main stakeholders, and
defines the authority of the project manager. It describes how the project will be
measured and how change requests will be managed. It serves as a reference of
authority for the future of the project. The terms of reference are usually part of the

project charter.

The Project Charter will help to control “Scope Creep” and is considered industry best

practice.

Standard Operating Procedure

1. The project manager should maintain a Project Charter for each project.
2. The Project Charter should be available to all project ream members.
3. Standard elements of a Project Charter should include:

a. Project Name — what the project is called internally

b. Value Stream / Area — what area of the business and/or value stream will

be impacted by this project.

c. Lean Six-Sigma SME — name and contact information for technical subject

matter experts(s)
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d.

Area Manager — name and contact information for responsible area team

leader

Champion —name and contact information for champion (if applicable)
Project Lead — name and contact information of project leader/manager
Sponsor — name and contact information of project sponsor

Start Date and Target End Date — the time frame for the project.

Project Description — an overview of the project that summarizes the

project deliverables.

Business Case — high level description of why this project was selected,
what you are attempting to accomplish, what problem you are attempting
to solve, and why this project is important to the business. The business

case should link to the organization’s strategic goals.

Problem Statement — a statement to that describes what problem is being
addressed, the magnitude of the problem, and the current baseline
performance. The statement should quantify the problem and the effect

on the business.

Project Scope — a description of the project scope that clearly defines

boundaries of the project (beginning and end, what in and what out).

. Project Goals — clearly define the desired outcomes of the project. What

will the measurement criteria be, how it will be measured, and what is the
baseline measurement. Project goals should be specific, measureable,

achievable, relevant, and timely. Assumptions should be documented.
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n.

Expected Business Results — a statement that describes the benefits to the

organization; financial, quality, customer service, employee benefits, etc.

Expected Customer Benefits — a statement of the customer benefits

stemming from this project implementation; price, service, quality, etc.

Team members — list of persons on the project team and

roles/responsibility.

Support Required — what resource requirements are required to deliver the
project. Ensure the team has an adequate cross-section of organizational
and technical knowledge required by the team; Hr, IT, Ops, Finance,
Quiality, etc. You should maintain a stakeholder list to ensure appropriate

levels of communication.

Risks/Constraints- determine the potential project risks and impacts of
failure(s); availability of people, data, competing priorities, resistance to

change, etc.

Document Reference Number — the document reference number will be
updated whenever there are changes made to the charter document to

ensure appropriate versioning is maintained

Approval — approval signatures should be recorded when the charter
document is updated. Different organizations will have a variety of
approval protocols but at a minimum the project manage and sponsor

should approval changes to the charter.
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4. The Project Charter should be updated when there are changes to the any of the

elements within the project charter.

5. Maintaining an up to date project charter document will allow for ongoing
communications of goals and responsibilities of the project and any changes to

the major elements of a project.

Outcomes

The Project Charter is a project overview document that will assist in the communication
and managing of a project. The project charter is not intended for maintaining project
status or action plan documentation. The Project Charter will maintain a record of the

project scope and should prevent unapproved scope creep.

This tool can increase accountability among team members, resulting in stronger teams

and higher performance levels.

Sample Project Charter Form

Please see the following pages.

Download the Form at: https://ssiconsulting.ca/free-tools/
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Please refer to Standard Operating Procedures SOP0009 — Lean Six Sigma - Project Charter at
https://ssiconsulting.ca/free-tools/ for instructions and a completed sample.

Company Name ABC Compawrvy Date 2020-08-10
Department Operations Completed By Carav
Project Name Zepher
Value Stream Operatlions Main plant

Lean Six-Sigma SME Jummy Joe Joseph Contact Info 902-555-1212
Area Leader Janey Rainey Contact Info 902-555-1213

Champion Chip Chaunky Contact Info 902-555-1214
Project Manager Carov Tervow Contact Info 902-555-1215
Sponsor TerriPerry Contact Info 902-555-1216

Start Date 2020-08-10 Target End Date 2020-10-30
Project Details

il
AL

Project Description/ |Streaumline operations to-cut reworvk by 80% and simplify
Value Stream movement of material to- speed up prodution time by 10%.

Meeting the project toawgets will increase profity by 5% while increasing
Business Case customer satisfaction; decreasing customer chuwn and umproving

Customer deliveries awve folling behind due to-rework and delays due to-
Problem Statement |ivwentory being misplaced or blocked in. We hawve lost 3 customer
contracty due to- delays and rework.

Work scheduling, work flow, materiadl handling, irwentory
management

O ClTE [ Movement of machines, adding shifts, new construction

In Scope:
Project Scope

Project Goals

Goal Metric Baseline Assumptions

Cut rework by 80% materiad required, ps stated inwprod orde|  material meety specs

Incr prodtime by 107 Tiume to-complete ps stated inwork orvde| Time cords are accurate
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Expected Business Client complainty and chuuwn will be reduced. Costy will decrease and
Results profity willl increase.

Expected Customer |Customers will receive their orders on time and quality will be as
Benefits expected.

Team Members Ay stated above plus members of production teawm shifty 1 and, 2

Overtime will be required during doww-time to-carry out plavuned

Support Required changes to- woid affecting productionw runs.

Dwring the implementation phase; if changes are not completed in the

Risks/Constraints allotted time between shidfts, production may be impacted.

Carav Tervow

Document Ref. # V001 Approvals
Terre Perry

www.ssiconsulting.ca ©2020 SSI Consulting Solutions Page 2 of 2



http://www.ssiconsulting.ca/
http://www.ssiconsulting.ca/
http://www.ssiconsulting.ca/
http://www.ssiconsulting.ca/
http://www.ssiconsulting.ca/
http://www.ssiconsulting.ca/
http://www.ssiconsulting.ca/
http://www.ssiconsulting.ca/
http://www.ssiconsulting.ca/
http://www.ssiconsulting.ca/
http://www.ssiconsulting.ca/
http://www.ssiconsulting.ca/

