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	GENERAL INFORMATION



	



	Title:
	




	Working Title:
	




	Proponent Secretary:
	




	Proponent Agency:
	




	Prepared By:
	




	Date Finalized:
	




	Control Number:
	




	Item Type:
	Project




	Project - Approval Date - CIO:
	




	Points of Contact



	Position
	Title /Name/Organization
	Phone
	E-mail

	Project Sponsor
	
	
	

	Program Manager
	
	
	

	Project Manager
	
	
	

	Proponent Cabinet Secretariat
	
	
	

	Proponent Agency Head
	
	
	

	Customer (User) Representative
	
	
	

	Customer (User) Representative
	
	
	

	Customer (User) Representative
	
	
	

	Other
	
	
	





	EXECUTIVE SUMMARY - PROJECT CHARTER



	Executive Summary



	An Executive Summary is required when Sections covering the Project Purpose through the Project Organization of the charter are excessively long.  In two or three paragraphs, provide a brief overview of this project and the contents of this Charter.




	



	
PROJECT PURPOSE



	Business Problem



	The Business Problem is a question, issue, or situation, pertaining to the business, which needs to be answered or resolved.  State in specific terms the problem or issue this project will resolve.  Often, the Business Problem is reflected as a critical business issue or initiative in the Agency’s Strategic Plan or Information Technology Strategic Plan.




	





	Business Objectives



	Using the objectives outlined in the Charter, list the objectives and any additional detail as necessary to clarify what results the project is intended to attain.




	
	
	

	
	Commonwealth Strategic Plan – Critical Issues
	Project Business Objectives
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	




	Assumptions



	Assumptions are statements taken for granted or accepted as true without proof.  Assumptions are made in the absence of fact.  List and describe the assumptions made in the decision to charter this project.




	




	Project Description



	Describe the project approach, specific solution, customer(s), and benefits.  The Project Description is located in the Project Proposal.




	




	Stakeholder Requirements



	In terms of the Agency’s Business Impact Analysis, does the IT project support one or more Essential Business Functions?  If yes, indicate whether the IT solution is needed to meet recovery time requirements identified in the Agency’s COOP Plan.




	




	Project Scope



	The Project Scope defines all of the products and services provided by a project, and identifies the limits of the project.  In other words, the Project Scope establishes the boundaries of a project.  The Project Scope addresses the who, what, where, when, and why of a project.




	





	MAJOR MILESTONES



	Estimated Project Development Schedule (Major Tasks and Milestones)



	Charter Planned Tasks or Milestones



	Task or Milestone
	Planned Start Date
	Planned Completion Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	





	MEASURES OF SUCCESS



	Measures of Success



	
	Provides a summary of the Measures of Success .  List the Business Objectives, Performance Goal for each business objective, and briefly describe the Methodology for how the Performance Goal is measured




	Objective 1:
	




	 Performance Goal :
	




	Methodology :
	




	
	




	Objective 2:
	




	Performance Goal:
	




	Methodology:
	




	
	




	Objective 3:
	




	Performance Goal:
	




	Methodology:
	




	
	




	Objective 4:
	




	Performance Goal:
	




	Methodology:
	




	
	




	Objective 5:
	




	Performance Goal:
	




	Methodology:
	




	
	




	Objective 6:
	




	Performance Goal:
	




	Methodology:
	




	
	




	Objective 7:
	




	Performance Goal:
	




	Methodology:
	




	
	




	Objective 8:
	




	Performance Goal:
	




	Methodology:
	




	
	




	Objective 9:
	




	Performance Goal:
	




	Methodology:
	




	
	




	Objective 10:
	




	Performance Goal:
	




	Methodology:
	




	
	




	Objective 11:
	




	Performance Goal:
	




	Methodology:
	




	
	




	Objective 12:
	




	Performance Goal:
	




	Methodology:
	




	
	




	Objective 13:
	




	Performance Goal:
	




	Methodology:
	




	
	




	Objective 14:
	




	Performance Goal:
	




	Methodology:
	




	
	




	Objective 15:
	




	Performance Goal :
	




	Methodology:
	




	
	




	Objective 16:
	




	Performance Goal :
	




	Methodology:
	




	
	




	Objective 17:
	




	Performance Goal :
	




	Methodology:
	




	
	




	Objective 18:
	




	Performance Goal :
	




	Methodology:
	




	
	




	Objective 19:
	




	Performance Goal :
	




	Methodology:
	




	
	




	Objective 20:
	




	Performance Goal :
	




	Methodology:
	




	
	




	Objective 21:
	




	Performance Goal :
	




	Methodology:
	




	
	




	Objective 22:
	




	Performance Goal :
	




	Methodology:
	




	
	




	Objective 23:
	




	Performance Goal :
	




	Methodology:
	




	
	




	Objective 24:
	




	Performance Goal :
	




	Methodology:
	




	
	




	Objective 25:
	




	Performance Goal :
	




	Methodology:
	




	
	




	Objective 26:
	




	Performance Goal :
	




	Methodology:
	




	
	




	Objective 27:
	




	Performance Goal :
	




	Methodology:
	




	
	




	Objective 28:
	




	Performance Goal :
	




	Methodology:
	




	
	




	Objective 29:
	




	Performance Goal :
	




	Methodology:
	




	
	




	Objective 30:
	




	Performance Goal :
	




	Methodology:
	





	RESOURCES & CBA SUMMARY



	Project Resources



	
	
	

	
	
	FY 2011
	FY 2012
	FY 2013
	FY 2014
	

	
	Internal Staff Labor
	
	
	
	
	

	
	Services
	
	
	
	
	

	
	Software Tools
	
	
	
	
	

	
	Hardware
	
	
	
	
	

	
	Maintenance
	
	
	
	
	

	
	Facilities
	
	
	
	
	

	
	Telecommunications
	
	
	
	
	

	
	Training
	
	
	
	
	

	
	IV&V
	
	
	
	
	

	
	Contingency (Risk)
	
	
	
	
	

	
	Pre-Project Initiation Costs
	
	
	
	
	

	
	Other
	
	
	
	
	

	
	Total
	
	
	
	
	

	




	
	
	

	
	
	FY 2015
	FY 2016
	FY 2017
	FY 2018
	

	
	Internal Staff Labor
	
	
	
	
	

	
	Services
	
	
	
	
	

	
	Software Tools
	
	
	
	
	

	
	Hardware
	
	
	
	
	

	
	Maintenance
	
	
	
	
	

	
	Facilities
	
	
	
	
	

	
	Telecommunications
	
	
	
	
	

	
	Training
	
	
	
	
	

	
	IV&V
	
	
	
	
	

	
	Contingency (Risk)
	
	
	
	
	

	
	Pre-Project Initiation Costs
	
	
	
	
	

	
	Other
	
	
	
	
	

	
	Total
	
	
	
	
	

	




	
	



	

	
	
	FY 2019
	FY 2020
	FY 2021
	FY 2022
	FY 2023
	FY 2024
	

	
	Internal Staff Labor
	
	
	
	
	
	
	

	
	Services
	
	
	
	
	
	
	

	
	Software Tools
	
	
	
	
	
	
	

	
	Hardware
	
	
	
	
	
	
	

	
	Maintenance
	
	
	
	
	
	
	

	
	Facilities
	
	
	
	
	
	
	

	
	Telecommunications
	
	
	
	
	
	
	

	
	Training
	
	
	
	
	
	
	

	
	IV&V
	
	
	
	
	
	
	

	
	Contingency (Risk)
	
	
	
	
	
	
	

	
	Pre-Project Initiation Costs
	
	
	
	
	
	
	

	
	Other
	
	
	
	
	
	
	

	
	Total
	
	
	
	
	
	
	

	




	
	
	

	
	
	FY 2025
	FY 2026
	FY 2027
	FY 2028
	FY 2029
	FY 2030
	

	
	Internal Staff Labor
	
	
	
	
	
	
	

	
	Services
	
	
	
	
	
	
	

	
	Software Tools
	
	
	
	
	
	
	

	
	Hardware
	
	
	
	
	
	
	

	
	Maintenance
	
	
	
	
	
	
	

	
	Facilities
	
	
	
	
	
	
	

	
	Telecommunications
	
	
	
	
	
	
	

	
	Training
	
	
	
	
	
	
	

	
	IV&V
	
	
	
	
	
	
	

	
	Contingency (Risk)
	
	
	
	
	
	
	

	
	Pre-Project Initiation Costs
	
	
	
	
	
	
	

	
	Other
	
	
	
	
	
	
	

	
	Total
	
	
	
	
	
	
	

	




	
	





	

	
	
	FY 2031
	FY 2032
	Total
	

	
	Internal Staff Labor
	
	
	
	

	
	Services
	
	
	
	

	
	Software Tools
	
	
	
	

	
	Hardware
	
	
	
	

	
	Maintenance
	
	
	
	

	
	Facilities
	
	
	
	

	
	Telecommunications
	
	
	
	

	
	Training
	
	
	
	

	
	IV&V
	
	
	
	

	
	Contingency (Risk)
	
	
	
	

	
	Pre-Project Initiation Costs
	
	
	
	

	
	Other
	
	
	
	

	
	Total
	
	
	
	

	




	Definition of "Pre-Project Initiation Costs":
	




	Definition of "Other":
	




	Project Funding Source



	
	
	

	
	
	FY 2011
	FY 2012
	FY 2013
	FY 2014
	FY 2015
	

	
	General Fund
	
	
	
	
	
	

	
	Non-General Fund
	
	
	
	
	
	

	
	Federal
	
	
	
	
	
	

	
	Other
	
	
	
	
	
	

	
	                                         Total
	
	
	
	
	
	

	




	
	
	

	
	
	FY 2016
	FY 2017
	FY 2018
	FY 2019
	

	
	General Fund
	
	
	
	
	

	
	Non-General Fund
	
	
	
	
	

	
	Federal
	
	
	
	
	

	
	Other
	
	
	
	
	

	
	                          Total
	
	
	
	
	

	




	
	
	

	
	
	FY 2020
	FY 2021
	FY 2022
	FY 2023
	2024
	

	
	General Fund
	
	
	
	
	
	

	
	Non-General Fund
	
	
	
	
	
	

	
	Federal
	
	
	
	
	
	

	
	Other
	
	
	
	
	
	

	
	                          Total
	
	
	
	
	
	

	




	
	
	

	
	
	FY 2025
	FY 2026
	FY 2027
	FY 2028
	2029
	

	
	General Fund
	
	
	
	
	
	

	
	Non-General Fund
	
	
	
	
	
	

	
	Federal
	
	
	
	
	
	

	
	Other
	
	
	
	
	
	

	
	                          Total
	
	
	
	
	
	

	




	
	
	

	
	
	FY 2030
	FY 2031
	FY 2032
	Total
	

	
	General Fund
	
	
	
	
	

	
	Non-General Fund
	
	
	
	
	

	
	Federal
	
	
	
	
	

	
	Other
	
	
	
	
	

	
	                          Total
	
	
	
	
	

	




	O & M  Resources



	The O&M Resources table  is derived from the CBA Spreadsheet (Excel) tool's chosen solution. Paste cells from the Excel spreadsheet to CTP.  No calculations are completed in CTP, all fields are open.




	
	CBA Chosen Solution O&M1
	



	
	
	

	
	
	CBA Chosen Solution O&M
	FY2016
	FY2017
	FY2018
	FY2019
	FY2020
	FY2021
	FY2022
	FY2023
	FY2024
	FY2025
	TOTAL
	

	
	
	Pre-Project Init. Costs
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Other
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Project Cost
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Proj. Cost: Cumulative
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Implementation Year
	Today's O&M
	Today's O&M
	1
	2
	3
	4
	5
	6
	
	
	
	

	
	
	FTE IT staff #
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	FTE IT staff
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	FTE operations staff #
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	FTE operations staff
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Ops Contractors #
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Ops Contractors
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Total Staff #
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	SubTotal: Staff Costs
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	IT Vendor Svcs.
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Software & Licenses
	
	
	
	
	
	
	
	
	
	
	
	

	
	O&M Costs
	Hardware
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Maintenance
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Facilities
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Telecomm
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Training
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Op Contingency
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Misc Ops
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Ops & Maint Cost
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	O&M Costs: Cumulative
	
	
	
	
	
	
	
	
	
	
	
	

	
	Total Cost of 
	TCO: Proj. + O&M Costs: Cumulative
	
	
	
	
	
	
	
	
	
	
	
	

	
	Ownership (TCO)
	
	
	
	
	
	
	
	
	
	
	
	
	

	




	O & M Funding Source



	
	Estimate of Funding - O&M - Charter
	



	
	
	

	
	
	FY 2011 O & M Funding
	FY 2012 O & M Funding
	FY 2013 O & M Funding
	FY 2014 O & M Funding
	FY 2015 O & M Funding
	FY 2016 O & M Funding
	

	
	General Fund
	
	
	
	
	
	
	

	
	Non-General Fund
	
	
	
	
	
	
	

	
	Federal
	
	
	
	
	
	
	

	
	Other
	
	
	
	
	
	
	

	
	Total
	
	
	
	
	
	
	

	




	
	Estimate of Funding - O&M - Charter
	



	
	
	

	
	
	FY 2017 O & M Funding
	FY 2018 O & M Funding
	FY 2019 O & M Funding
	FY 2020 O & M Funding
	FY 2021 O & M Funding
	FY 2022 O & M Funding
	FY 2023 O & M Funding
	FY 2024 O & M Funding
	FY 2025 O & M Funding
	

	
	General Fund
	
	
	
	
	
	
	
	
	
	

	
	Non-General Fund
	
	
	
	
	
	
	
	
	
	

	
	Federal
	
	
	
	
	
	
	
	
	
	

	
	Other
	
	
	
	
	
	
	
	
	
	

	
	Total
	
	
	
	
	
	
	
	
	
	

	




	
	Estimate of Funding - O&M - Charter
	



	
	
	

	
	
	FY 2026 O & M Funding
	FY 2027 O & M Funding
	FY 2028 O & M Funding
	FY 2029 O & M Funding
	FY 2030 O & M Funding
	FY 2031 O & M Funding
	FY 2032 O & M Funding
	Totals
	

	
	General Fund
	
	
	
	
	
	
	
	
	

	
	Non-General Fund
	
	
	
	
	
	
	
	
	

	
	Federal
	
	
	
	
	
	
	
	
	

	
	Other
	
	
	
	
	
	
	
	
	

	
	Total
	
	
	
	
	
	
	
	
	

	




	CBA Summary



	The CBA Chosen Solution table  is derived from the CBA Spreadsheet (Excel) tool's chosen solution. Paste cells from the Excel spreadsheet to CTP.  No calculations are completed in CTP, all fields are open.




	
	CBA Chosen Solution Summary
	



	
	
	

	
	Name
	Value
	

	
	Chosen Solution Name
	
	

	
	Period of Analysis (years)
	
	

	
	Project Cost
	
	

	
	Total O&M Cost
	
	

	
	TCO: Project + O&M
	
	

	
	Total Benefits v. "Do Nothing"
	
	

	
	ROI: (Benefits-Cost)/Cost
	
	

	





	PROJECT AUTHORITY



	Special Approvals



	(For PMD use only)
	




	Emergency Approval:
	
	-




	Addendum Approval:
	
	-




	Authorization



	Name the project approval authority that is committing organization resources to the project.  Identify the source of this authority.  The source of the approval authority often resides in code or policy and is related to the authority of the individual’s position or title.




	




	Project Manager Appointment



	Name the Project Manager and define his or her role and responsibility over the project.  Depending on the project’s complexities, include how the Project Manager will control matrixed organizations and employees.




	




	Oversight



	Describe the Commonwealth or Agency Oversight controls over the project.  




	




	Project Organization Chart



	Provide a graphic depiction of the project team.  The graphical representation is a hierarchal diagram of the project organization that begins with the project sponsor and includes the project team and other stakeholders.  




	
	
	



	
	
	

	
	Name
	Link
	Size
	Owner
	Uploaded
	

	
	
	
	
	
	
	

	
	
	
	

	
	
	
	
	
	
	

	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	

	



	Organization Description



	Describe the type of organization used for the project team, its makeup, and the lines of authority




	




	Roles & Responsibilities



	Describe, at a minimum, the Roles and Responsibilities of all stakeholders identified in the organizational diagram above.  Some stakeholders may exist whom are not part of the formal project team but have roles and responsibilities related to the project.  Include these stakeholders’ roles and responsibilities also.




	






	APPROVALS



	User



	Submit to Review Body for Approval:
	




	Business Sponsor



	Indicate approval for new project or change to existing project.
	
	




	Date and Time Stamp of Entry:
	
	




	Comments (if any):
	
	




	Agency Head Approval



	Indicate approval for new project or change to existing project.
	
	




	Date and Time Stamp of Entry:
	
	




	Comments (if any):
	
	




	Secretariat Approval



	Indicate approval for new project or change to existing project.
	
	-




	Date and Time Stamp of Entry:
	
	




	Comments (if any):
	
	




	
	




	CIO Approval  (Read Only)



	After review and CIO approval, the Approval information will display
	




	CIO Approval:
	




	 TimeStamp:
	




	 Comments:
	




	
	




	
	




	
	




	Charter Original Approval TimeStamps



	Business Sponsor Original Approval Date and Time:
	




	Agency Head Original Approval Date and Time:
	




	Secretariat Original Approval Date and Time:
	




	PMD Original Approval Date and Time:
	




	CIO Original Approval Date and Time:
	




	
	





	PMD RELATED APPROVAL ACTIVITY



	PMD Recommendation/Approval



	Recommendation:
	
	




	Date and Time Stamp of Most Recent Entry: :
	
	




	Comments:
	
	




	Date and Time Stamp of PMD Original Recommendation:
	
	




	CIO Approval



	Indicate approval for  Project Charter:
	
	




	Date and Time Stamp of Most Recent Entry:
	
	




	Comments:
	
	




	Date and Time Stamp of Original Approval:
	
	




	PMD Director



	Investment Status  :
	




	CPGA Assessment Category 4 CIO admin approval set for baseline



	CPGA Assessment Category 4 CIO Admin Approval Set for Baseline:
	
	-




	Commonwealth Project Governance and Oversight Assessment



	Commonwealth Project Governance and Oversight Assessment Recommendation:
	




	PMD Commonwealth Project Governance and Oversight Assessment:
	




	TimeStamp:
	




	Commonwealth Project Governance and Oversight Assessment Comments   :
	




	Assessment Definitions



	Category One Projects are High Risk/High Complexity projects




	Category Two Projects are High Risk/Medium Complexity, High Risk/Low Complexity or Medium Risk/High Complexity




	Category Three Projects are Medium Risk/Medium Complexity, Medium Risk/Low Complexity or Low Risk/High Complexity.




	Category Four Projects are Low Risk/Medium Complexity; Low Risk/Low Complexity.




	CPGA Assessment



	PM Specialist Risk/Complexity Assessment Completed:
	
	




	Time Stamp:
	
	




	PM Specialist Comment:
	
	




	Approved Commonwealth Project Governance and Oversight Assessment:
	
	




	Total Risk and Complexity Score



	High Risk Flag:
	-




	Total Approved Risk Score:  :
	
	




	Total Approved Complexity Score   :
	
	




	Risk Score Key



	Red = High Risk (Score 1,468 - 2,000




	Yellow = Medium Risk (Score 934 - 1,467)   




	Green = Low Risk (Score 400 - 933)




	Complexity Score Key



	Red = High Complexity (Score 1,101 - 1500




	Yellow = Medium Complexity (Score 701 - 1,100) 




	Green = Low Complexity (Score 300 - 700)




	Admin Reset Approvals



	The box to the right is for PMD to request Administrators to "clear" (No Value) all of the project triggers and approvals in order for future  changes to be submitted for approval.   Note:  PMD can only reset some of the values




	




	




	




	




	




	




	Admin Reset Approvals



	Submission to Business Sponsor for approval?   :
	
	




	Business Sponsor Approval:
	
	




	Comments:
	
	




	Agency Head Approval:
	
	




	Comments:
	
	




	Approval Entry - Sec - YesNo:
	
	-




	Approval Entry - Sec - Comments:
	
	



