Project Charter: 
[Project Name]
About this project
· This project is a step towards completion of….	Comment by Chris Bergen: Give the very high-level details of the project here. Imagine you are the CEO – what details would you want? 3 – 4 bullet points should be enough. 
· [Unit 1], [unit 2] and [unit 3] have a shared interest in implementing [project x]. The three areas agreed to work together on the development of this pilot project, with [unit 1] taking lead.
· This pilot project that will inform the potential future implementation of a company-wide [project x] process. 
Goal 
[Project x] pilot project implemented by Sept 1 2020, with final report submitted to Department Manager by Dec 31, 2020 	Comment by Chris Bergen: Make this a SMART goal. 
Objectives
· Objective 1	Comment by Chris Bergen: Break the project goal into achievable components. Make it simple – if all objectives are complete, then the goal is complete.
· Objective 2
· Objective 3
 
Other aims of the pilot project: 
· Additional benefit 1	Comment by Chris Bergen: These are other benefits you hope to achieve, but are not a ‘key success factor’ of your project, such as supporting some other initiative, or collecting data that would be useful in other endeavours.
· Additional benefit 2 
Milestones
· Project initiated (team assembled; charter & plan approved) – May 1, 2020	Comment by Chris Bergen: Example project sequence
· Communications strategy developed and implemented – May 15, 2020
· Employee test group assembled and briefed – June 1, 2020
· Software procured and installed on staff computers – June 31, 2020
· Employee test group trained, and reporting + feedback process in place – Aug 31, 2020
· Pilot process goes live – Sept 1, 2020 
· Pilot process ends – Nov 30, 2020
· Evaluation, final reports and next steps – Dec 2020
Project Team
· Waybe Gretzky, Department Manager – Project Sponsor
· Chris Bergen, [Unit 1] – Project Manager
· Lebron James, [Unit 1] – Project Coordinator
· Serena Williams, [Unit 2]
· Cassie Campbell, [Unit 3]



Project Plan

	Item
	Responsible
	Date
	Notes

	Project Initiation
	
	xxxx
	

	Develop draft Project Charter & Project Plan, gather feedback and make revisions
	Chris
	Complete
	Collect feedback and make revisions ahead of Meeting #1; Specific attention to objectives

	Define what the project should include (tools, staff support)
· What do we have and what needs to be developed?
· Staff and budget considerations
· Assign work
	All
	Complete
	

	Develop Process
	
	xxxx
	

	Employee test group
· Group selected
· Trained
· Feedback process in place
	Cassie
	Due xxxx
	Budget allows for 30, aiming for 20 – 30

	Communications
· Strategy (w schedule)
· Implemented
	Lebron
	Due xxxx
	

	Software
· Procured
· Installed
	Serena
	Due xxxx
	

	Implement Pilot
	
	xxxx
	

	Communications
	Chris
	Due xxxx
	

	Evaluation Survey #1
	Lebron
	Due xxxx
	

	Evaluation Survey #2
	Lebron
	Due xxxx
	

	Collect support tickets and compile FAQs
	Serena
	Due xxxx
	

	Evaluation, Reporting & Next Steps
	
	xxxx
	

	Review of project outcomes/key learnings
	All
	Due xxxx
	Half-day retreat

	Final project Report
	Chris
	Due xxxx
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