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	Project Charter 

	Project Name: 


	Sponsor: 

	Project Team Lead(s): 

	Business Owner: 

	Facilitator/Coordinator:                                 

(May be two different people)

	Original charter date: 
	Date of last update: 


Current Problem:


Business Case: 
Project Aim Statement: 
Project Scope Statement:

In scope: 
Out of scope: 
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Project Team Members: 

	Role
	Name
	Estimated Time Commitment

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Internal Resources/Subject Matter Experts required: 

	Role
	Name
	Estimated Time Commitment

	
	
	

	
	
	


External Resources required: 
	Role
	Name
	Estimated Time Commitment

	
	
	

	
	
	


Project Timeline and Milestones:
	Planned Start Date
	Actual Start Date 
	Milestone

	
	
	Sponsor sign-off of initial charter

	
	
	First team meeting/completion of charter

	
	
	Identify Current Problem and Project Aim

	
	
	Perform necessary PDSA cycle iterations

	
	
	Improvement plan implemented


	Project Metrics: (How will we know a change is an improvement?)

	Data Descriptor
	Baseline
	Goal
	Reporting Schedule

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Ground Rules:

	All members of the project team agree to abide by these ground rules: 

1. Arrive, start, and end on time.

2. Attend all meetings or notify leader or designee in advance (as appropriate) when attendance is impossible.

3. Submit agenda items and associated materials in advance (each team sets timeframe).

4. Review the agenda and materials distributed prior to the meeting and arrive prepared for discussion.

5. Accept responsibility for tasks of the team and complete them on time.

6. Stay on topic, actively engage and allow everyone to participate.

7. Be respectful and open minded.

8. Limit interruptions and distractions.

9. Embrace differences and resolve conflict with mutual respect and purpose.


	Roles and Responsibilities: (not all teams require all roles)

	Sponsor
	The Sponsor is focused on both team content and process and provides operational ownership which includes making decisions about scope, resources and funding and contributes to decisions that impact the organization at a greater level.  The primary responsibilities are to keep abreast of team activities, remove obstacles to keep the team moving forward and ensure the chosen strategies are implemented. The Sponsor reinforces project expectations with project team members, and resolves conflict. The Sponsor may attend meetings as needed.  

	Leader
	The Leader is focused on both content and team process and functions as a Team Member with facilitative and leadership primary responsibilities.  The Leader’s primary responsibilities are to lead the team, direct activities of the team, and represent the team to management. The Leader motivates team members, manages group dynamics and keeps the team moving forward to achieve goals. In some teams, the Leader and Facilitator role may be combined.  The Leader may also be given the title of Chair of the Committee.  

	Coordinator
	Person responsible for coordinating a group, team or scope of work;  organizes people and tasks; collects, organizes, monitors, distributes information (which might include data); guides the effort with expertise (e.g., PI methods, reliability science, data expertise) utilizing proven tools/methods; works "behind the scenes" to coach, guide and provide advice/expertise to leader(s); typically provides facilitation expertise.  Coordinator role may be ongoing or short-term/time limited.



	Facilitator
	The Facilitator is an expert in group dynamics and team process, tools and techniques, e.g. Performance Improvement and project management. The Facilitator is objective and focused on team process; this role does not contribute to content. The Facilitator’s primary responsibility is to be a resource to the Sponsor, Leader and Team Members. The Facilitator assists the team with process issues during and outside of the meeting.  

	Project Manager
	The person accountable for accomplishing the stated project objectives.  Responsibilities include planning, managing the execution, and closing of a project.  Project manager assignments are ALWAYS time limited, as projects always have a beginning and end.



	Stakeholder
	The Stakeholder is someone that has a vested interest in, and/or is affected by, the work of the team:  the content it produces and potentially the process of producing it.  Examples of Stakeholders include physicians and staff affected by policy or process changes, e.g. changes within Cerner. 

	Project Team Member
	The Members are focused on team content and, as they develop, they increasingly take responsibility for team process as well.  Members are responsible for active participation during meetings, as well as completing assignments.  Members identify gaps in performance, redesigning as needed, involving all affected stakeholders. Members identify barriers to implementations, provide frontline accountability for design and implementation, and receive requests from colleagues and provide feedback in a timely fashion so as not to inhibit the progress of the project.  Members proactively engage members of other clinical disciplines to facilitate completion of tasks.  They may have one or more of these key responsibilities:

· Subject Matter Expert (SME). This Member has specialized knowledge of the content identified and being discussed. The Subject Matter Expert may be accessed as needed or could be an active Member who attends all meetings. 

· Data Expert. The Data Expert collects, assimilates and helps other Members interpret data. 
The following meeting tasks can be assigned to one Member, moved from Member to Member, or administrative support staff:

· Record Keeper. The Record Keeper takes and distributes minutes to the team. Scribe.  The Scribe records pertinent information during the meeting, e.g. on flipcharts, white boards, or electronically.
· Time Keeper. The Time Keeper keeps tracks of the time for each agenda item and informs the Team when time allocations must be renegotiated.


	Signatures:

	

	xxxxxxxxxxxxxxxx, Sponsor                                                            Date

	

	xxxxxxxxxxxxxxxx, Facilitator                                                         Date

	

	xxxxxxxxxxxxxxxx, Project Team Leader                                       Date


Change of scope requests:





For QEC approved projects:  Submit completed change request form for out of scope project changes per change management policy/procedure located (S/QMAS/Templates).  





For Non-QEC approved projects:  Any change of scope requests should be approved by the project sponsor.
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