New York State Department of Health

Project Management Office


PROJECT CHARTER
	Purpose:

	Provides authority to establish the project and secures commitment for the resources required to complete the initiation of the project.


	Audience:

	Project Sponsor indicates acceptance of the Project Charter by signing the form.  It is unwise to proceed with the project without complete agreement on the content of the charter with the sponsor.


	Phases where to use this template:

	Phase
	Created/Elaborated?
	S
	M
	L

	Initiation
	Created during the Initiation Phase
	
	
	


Note: Please remove this Introduction page and all blue instruction text listed above and below before submitting.

PROJECT CHARTER

	PROJECT IDENTIFICATION

	Project Name:
	

	Project Sponsor:
	

	Project Director:
	

	Project Manager:
	

	Date:
	


	PROJECT DESCRIPTION

	PROJECT EXECUTIVE SUMMARY:

	Summarize the project at a high level.  Indicate if the project is phased.  Additional project charters will need to be defined and approved for future phases.  Phases are usually limited to 12-18 months.  Knowledge and outputs from the first phase are inputs to future Project Charters.


	PROJECT GUIDING PRINCIPLES:

	List the Guiding Principles of the project.

	PROJECT SCOPE:

	Describe the scope of the project.

	PROJECT DELIVERABLES:

	List the Project Deliverables.

Phase Milestone

Date Completed

Deliverable(s) Completed

Milestone 1 - 
Milestone 2 - 
Milestone 3 - 
Milestone 4 - 
Milestone 5 - 
Milestone 6 - 

Milestone 7 - 

Milestone 8 - 

Milestone 9 - 

Milestone 10 - 



	ASSUMPTIONS:

	List assumptions (analytic, fiscal, policy, economic, resources, etc.) made regarding the project scope and deliverables.

	CRITICAL SUCCESS FACTORS:

	Provide a list of outcomes that must be achieved in order for the project to be considered a success.


	CONSTRAINTS:

	List any known factors that limit the project’s successful execution.  Common constraints may include staffing resources, fiscal resources, mandatory dates, milestone dates, dependencies, etc.


	PROJECT ORGANIZATION:

Identify who will be involved in this project, their level of authority, roles, and responsibilities.  Samples are below.

	Role (Name)
	Authority / Responsibilities

	Executive Project Sponsor(s)
	· Provide strategic oversight 

· Approve Project Charter


	Project Directors / 

Steering Committee
	· Implement  strategic oversight

· Provide resources for project management, programmatic support, technical support, team members and data sources.
· Resolve issues that exceed the authority of the project team.



	Project Manager 
	· Manage daily management of project activities per NYS DOH Project Management Field Guide 

· Provide status information to the Project Director 


	Business Leads
	· Provide expertise on data processes and quality of the data

· Approve the proposed solution 


	Technical Leads
	· Provide expertise on technical requirements and standards.


	Subject Matter Expert
	· Provide subject matter expertise on data especially to the accuracy, definition, and quality of the data.


	Developer
	· Provide the technical skills to develop the approved solution.


	Security Expert
	· Provide expertise on data set security standards.


	Legal Expert
	· Provide legal expertise.


	Public Affairs Group Expert
	· Provide expertise related to publicly releasing data on the DOH internet site.


	Advisory Group
	· Provide guidance and feedback to the project team.

· Guidance is usually of a non-binding nature.



	
	


	PROJECT SPONSOR APPROVAL

	The signature below signifies acceptance of the information provided within and the authority established in this project charter.

	Name:

	Signature:

	Date:
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