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Elements of a Charter for a Project Team

Some elements of the Project Team Charter are given to the team by the project sponsor, others are negotiated with the sponsor, and a few are negotiated within the team itself.

Purpose

· Statement of problem, need, or opportunity/vision

· Explication of expected results, contributions, and specific deliverables (Specific, Measurable, Actionable, Results, in Time) 

· Link between project objectives and the overall strategy of the organization; interdependencies between project and other organizational work, processes, or initiatives

Project Name

What we call this effort, what distinguishes it from other activities within the organization
Scope

The boundaries for what is inside and outside that are set by the project sponsor

· Inside

· Outside

Assumptions

· Things that should be taken for granted, “givens,” e.g., revenue will remain flat 

· Critical success factors

· Catalysts for and barriers to success

· Risks and rewards

Timeline

A project chronology that could include phases, activities, events, deliverables, and evaluations 

Resources

Time, money, facilities, equipment

Charter Revisions

Process and for making and authorizing changes to the charter

Communications

Media and frequency for communications -- team to sponsors, project manager to team, team to team

Ground rules

Public agreements between team members concerning how they will work together, rules of engagement

Decision Making Process

Team needs to decide how it will make decisions

Possible Roles

Executive sponsor or champion

Senior organizational leader who takes a stand for the import of this effort; provides ongoing support especially in the face of organizational resistance to change; reminds all to look at the whole versus silo interests.

Project sponsor

Takes ownership, has authority to make the project happen and hold others accountable to implement the initiative; appoints and charters the team.

Supporting sponsors

People, designated by the Executive Sponsor, who are responsible for promoting the change/initiative in their own areas

Advocate

Has the idea for the project and needs a sponsor for the initiative.

Project manager

Primus inter pares, the first among equals, who leads the team and is the primary contact with project sponsor

Team member

Team membership list, rationale for selection, activities and responsibilities, and expected commitments of time

Stakeholders  

 Individuals or groups who could affect or be affected by the team’s future actions.  Specify the needs of top stakeholders.

Customers

Those who will be directly served by the outputs of the group; are a subset of the stakeholders group.  Specify the needs of customers.

Consultants 

Advise, facilitate, and coach the team. Have no direct authority.
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