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[This template contains limited instructions for properly completing this document. The following table contains the template style conventions and should be deleted during development.]
	Style
	Convention

	Normal text
	Indicates placeholder text that can be used for any project.

	[Instructional text in brackets]
	Indicates text that is be replaced/edited/deleted by the user]



Project Sample Library:
The CA-PMF has a Project Sample Library that contains real-world project artifacts from approved projects that you can reference to help you complete CA-PMF templates. Visit the CA-PMF website to access the Project Sample Library.
[bookmark: _Toc448929956][bookmark: _Toc448933968][bookmark: _Toc449362727]Introduction
[bookmark: _Toc448929957][bookmark: _Toc448933969][In the Introduction section of the Project Charter, provide an introduction that includes a brief overview of the current situation, how the business program(s) are impacted and the case for change. Some of this information as well as information for additional sections of the Project Charter can be collected from the PAL Stage 1 Business Analysis (S1BA) if applicable to your project.]
[bookmark: _Toc448929958][bookmark: _Toc448933970]
[bookmark: _Toc449362728]Business Problem or Opportunity
[bookmark: _Toc448929959][bookmark: _Toc448933971][In the Business Problem / Opportunity section of the Project Charter, describe the business drivers, problems, business opportunities, rationale for allocating resources and what success should look like.]  

[bookmark: _Toc449362729]Strategic Alignment
 [In the table provided below, identify how the proposed project will align with the organizations and/or statewide strategic goals and objectives. In the left hand column of the table, enter the Goal.  In the middle column select a Project Response Rank and in the right hand column, add any appropriate comments.  Do this for all three strategic areas including Program Goals, Organizational IT Goals and California Statewide IT Goals.]
[An example scale for the Project Response Rank is defined below. You may use or alter this for your purposes.]
High (H) – Project outcome will directly implement one or more strategic initiatives
Medium (M) – Project outcome will support / complement one or more strategic initiatives
Low (L)– Project outcome will not directly affect the organization’s strategic initiatives
N/A – Not applicable

	Strategic Goal(s) & Objectives
	Project Response Rank
	Comments

	1. Organization Business Strategic Goal(s) and Objectives:

	
	
	

	
	
	

	
	
	

	2. Organization IT Strategic Goal(s) and Objectives:

	
	
	

	
	
	

	
	
	

	3. California Statewide IT Strategic Goal(s) and Objectives:

	
	
	

	
	
	

	
	
	




[bookmark: _Toc449362730]Project Scope Statement

[bookmark: _Toc449362731]Project Objectives
 [In the project objectives section, utilize the table provided to capture high-level and concise project objectives. To do this, break down the project goals into measurable project objectives.  Enter objectives that are specific, measurable, achievable, realistic, and time-based. Include how the organization will know it has achieved success by including the assessment criteria.  Assessment Criteria defines how each objective will be measured. Number the project’s objectives starting with 1 and increment by 1 for each additional objective.  Adjust the table as needed to suit project needs.]
	#
	Goal and Objective Statement
	Assessment Criteria

	
	
	

	
	
	

	
	
	



[bookmark: _Toc449362732]Preliminary Scope Statement
[bookmark: _Toc448929960][bookmark: _Toc448933972][Provide a preliminary project scope statement in the table below. This is accomplished by defining both what is in scope as well as what is out of scope. It is just as important to know what the project and product will not include, in order to understand what the project and product will include. These  project boundaries must be defined as clearly and discreetly as is practical to avoid scope creep later in the project.]
	In Scope
	Out of Scope

	
	

	
	

	
	



[bookmark: _Toc449362733]Roles and Responsibilities
[In the table provided below, identify the name, roles and responsibility concerning the effort to prepare the Project Charter during the Initiating Process Phase. Address authority and decision-making by defining the following: Who approves funding? Who reviews and/or approves work products? Are there required federal pre-approvals for certain items?]
	Name
	Role
	[bookmark: _GoBack]Responsibility

	
	
	

	
	
	

	
	
	







[bookmark: _Toc449362734]Approach
[bookmark: _Toc449362735]Project Approach
 [For the Project Approach section, describe at a high level the approach to solving the business problem or opportunity. This should be described at a very high-level as this assessment will be deepened as one of the Planning Process Phase activities where the project approach is determined and documented in detail.]
[bookmark: _Toc449362736]Assumptions
[bookmark: _Toc448929961][bookmark: _Toc448933973][In populating the Assumptions table below, focus on the assumptions that will have the most impact on the success of the project.  For example, “funding will not be withdrawn from the project” or “resources will be made available for the project.” Assumptions affect all aspects of project planning, are part of the progressive elaboration and generally involve a degree of risk.]
[Utilize the table below as a simple tool for capturing assumption statements and descriptions. Adjust to suit project needs.]
	Assumptions
	Descriptions

	
	

	
	

	
	



[bookmark: _Toc449362737]Constraints
[Utilize the table provided below for capturing constraints. Adjust to suit project needs.

Include the triple constraint, which consists of:

Time - addresses project duration and scheduling
Cost - addresses project budget and resources
Scope - addresses project goals and objectives, which can affect requirements and work.]

	Constraint
	Description

	
	

	
	

	
	




[In the following table, identify which of the triple constraint characteristics cannot be changed, could be changed or could be improved. Place an X in the appropriate row for the specific constraint of time, cost and scope.  There can only be one X in each row and each column.]
	
	Time
	Cost
	Scope

	CONSTRAINED 
(Cannot change)
	
	
	

	ACCEPTED 
(Could be changed) 
	
	
	

	IMPROVED 
(Can Be Changed) 
	
	
	



[bookmark: _Toc449362738]High-Level Preliminary Risks
[In the table provided below, identify the project risks the Project Sponsor should be made aware of before making a decision on funding the project. Include the risks associated of not funding the project. Provide as much detail as possible. Refer to the Risk Management Plan and look at the attributes.  Provide the risk attribute to make an informed decision. Not all attributes and risks will be known at this time. Major risks, the timeframes and potential impacts are critical pieces of information.  Adjust the table to suit project needs as necessary.]

	Risk Description
	Mitigation or Risk Responses

	
	

	
	

	
	



[bookmark: _Toc449362739]Summary Milestone Schedule
 [The Summary Milestone Schedule provides an opportunity to identify and describe the major project milestones.  Each milestone should have at least one deliverable associated with it and a completion date. Milestones at the summary level focus on major progress points that must be reached to achieve success.] 

[Utilizing the table below, describe high-level milestones that tie to project phases and deliverables. Consider constraints and assumptions as provided by the Business Owner and Project Sponsor.]

	Milestone
	Forecast Start Date
	Forecast End Date
	Owner

	
	
	
	

	
	
	
	

	
	
	
	



[bookmark: _Toc449362740]Resource Forecast

[bookmark: _Toc449362741]Rough Order of Magnitude (ROM) Estimated Budget
[Provide the rough order of magnitude (ROM) estimated costs to conduct the project. To assist, the California Department of Technology provides a Financial Analysis Worksheet (FAW) tool to capture estimated project costs. Under SIMM Section 19F, the FAW instructions and template can be found at: http://www.cio.ca.gov/Government/IT_Policy/SIMM_19/SIMM19.html.]

[bookmark: _Toc449362742]Anticipated Funding Sources
[Provide any anticipated project funding sources in the table provided below. Note the funding source, the funding entity, and the anticipated amount.]
	Funding Source 
	Entity
	Amount

	
	
	

	
	
	

	
	
	



[bookmark: _Toc449362743]Staffing Essentials
[List the high-level human resource staffing needs for the project in the table provided below. Refer to the FAWS described in section 6 .1 for the planned resources and summarize the staff, the staff source, the number of staff needed and their planned utilization in terms of personnel years (PY) or full-time equivalency in the table below.]
	Staff
	Entity
	Count
	Planned Utilization

	
	
	
	

	
	
	
	

	
	
	
	







[bookmark: _Toc449362744]Known Sources of Technical Information
[Provide any known sources of technical information in the table provided below that can be utilized for the project in terms of the source and description of the information and how it will be used.]
	Source 
	Description
	Use

	
	
	

	
	
	

	
	
	



[bookmark: _Toc449362745]Organization

[bookmark: _Toc449362746]Project Organization
 [In the Project Organization section, provide a short description of how the project is organized and include a project organization chart. A project organizational chart template is included as part of the California Project Management Framework (CA-PMF)]
[bookmark: _Toc449362747]Project Governance
 [In the Project Governance section, describe how the project will be managed and overseen, who decides the project is successful, and who signs off on project progress, changes, and completion. It is not necessary to provide named resources at this point. This will be further refined when the governance plan is developed.]
[bookmark: _Toc449362748]Stakeholder Register
 [Define the people and/or organizations that are crucial to a successful change implementation. A Stakeholder Register template is provided as part of the CA-PMF.]
[bookmark: _Toc449362749]Related/Dependent Projects
 [It is common for multiple projects to be related or dependent on each other. Provide a list of any known related or dependent projects and state the relationship or dependency.]
[bookmark: _Toc449362750]Dependencies
 [Describe any identified project dependencies and how the project may be impacted by these dependencies. Include other dependent projects and their impact on this project as well.]
