	Example - Project Charter

	Prepared by:  Jeff Heath
	Last Revised:  July 30, 2002

	Date issued:   July 9, 2002
	

	Project Name:  Leading Small Projects-  The Project Management Path to Success 

	Charter Approved By:  Bob Sovine, Willie Stanfield

	Project Scope

	Project Purpose/Objective:  This project will develop a basic project management skills training class to provide people who work on small projects several basic tools to support the initiation, planning, execution, control and closing of a project.  The class would last ½ day and could be taught in one 5 hours session or two 2-1/2 hour sessions.  Student would leave with an understanding of the value of project management, and the skills to apply the tools presented.

	Project Decision Maker(s):  Bob Sovine, Willie Stanfield

	Project Sponsor:  Jeff Heath

	Project Customer(s): HR, Diversity, Accounting, and any other areas of the business doing small projects



	Customer Needs:  The customers organizations are charged with numerous small projects each year.  The people assigned to these projects need to be able to reliably define and meet deadlines and budgets while meeting the goals of the projects and the expectations of their managers. The managers of these people want to give their people the skills necessary to effectively initiate, plan, execute, control, and close their projects.  With these skills both the projects and the people running them will be more successful.  

	Customer Requirements:  The customer desires a tool focused approach to project management training.  Give people an overview of a typical project path, explain what tools are needed to move the project along that path, then use interactive exercise to support students learning how to apply each tool to their type of project 


	Final Deliverables:  Pg 15 - What will be produced as a result of completing this project 

	Deliverable Name
	Deliverable Summary Description

	Class workbook
	This would provide a place to follow along with the instructors presentation and contain the exercises and examples for the class

	PowerPoint Presentation 
	This would provide the focus to move the class through the workbook, it would contain instructor notes on each slide

	Wall Charts
	3’ x 4’ Charts highlighting key course information

	Electronic tools and templates
	All of the tools that were demonstrated would be available on-line on the MPMP website

	Completed examples of each tool
	Samples of each tool would be filled out for reference by each student

	Project Management Memory Jogger
	This pocket sized book provides a quick easy to understand approach to managing small projects and will provide the outline for the course

	Detailed Class Agenda
	Used by instructors to time the course and described the focus and goal of each section

	Project Phases:  
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	Conceptual & Feasibility
	Definition
	Implementation
	Start-Up/Close-Out

	Identify and screen opportunities based on a business need, then assess the technical and economic feasibility of the best concept
	Define the Project Scope and a Project Plan for the selected concept
	Create the physical asset or maximize the value of the opportunity by executing the plan


	Produce a functioning business asset from the physical asset or opportunity and close-out the project



	· Define the Decision Support Package with the Decision Maker

· Define the problems 

· Define the purpose of the project

· Define the project objectives

· Identify the options

· Compare options to the project objectives

· Define the project deliverables

· Define the resources needed

· Create project scope document (DSP)
· Create a Decision Support Package
· Obtain  decision from the Decision Maker
	· Define specific project tasks

· Define who will do each task

· Define when each task will be done

· Define how much it will cost

· Create a Decision Support Package
· Obtain decision from Decision Maker

	· Execute the project plan

· Monitor and control progress
· Manage and track changes to the plan
	· Complete all the necessary documentation for the project

· Close-out all of the contracts or agreements

· Capture the lessons from the project from all the stakeholders (what went well what would you do differently)


Customers’ Criteria For Acceptance: 

The customer expects the tools to be easy to use and of appropriate level to support the types of projects that they do. He expects the training to give the student the ability to immediately begin applying the tools to their work

Organizational Deliverables:

Project Management Services will want to complete a lessons learned report for this class and will seek feedback from each student to continuously improve the class

Organizational Goal:

Project Management Services Mission is: Maximizing project performance at all levels by developing and supporting a corporate culture of project management excellence.  Developing this training fills a gap in our ability to effectively support smaller projects within Marathon.

Reviews and Approvals Required:
	Interim Deliverables
	Reviewer
	Approver
	Reason

	Project Charter
	Sovine and Stansfield
	Sovine and Stansfield
	Customer

	Draft Presentation and Workbook
	Sovine and Stansfield
	Sovine and Stansfield
	Customer

	Pilot Class 
	Sovine and Stansfield
	Sovine and Stansfield
	Customer

	Close-Out Report
	Heath
	Heath
	Organization Manager


	Project Risks


Define the major risks to the projects success, and ways to mitigate those risks.  Rate the probability of occurring, impact, cost to mitigate and probability of succeeding as H-high, Medium-M or Low-L.

	Risk

Description
	Probability it Will Occur (H/M/L)
	Impact  if it Occurs (H/M/L)
	Mitigation

Approach
	Cost to Mitigate Relative to Project Cost (H/M/L)
	Probability it Will Succeed (H/M/L)

	Class will be to complex with to much jargon
	M
	H
	Use common language, lots of examples, make the class highly interactive, provide filled out samples of every tool
	L
	H

	Students will not be supported in the use of the tools
	M
	H
	Work with the sponsor of each class to gain there personal commitment to set the expectation that these tools will be used on all there small projects 
	L
	M

	Students will need some refresher training to help reinforce skills
	M
	H
	Work with sponsors to determine the need for a refresher after the students have tried to apply the tools on at least one project
	L
	H

	Students are not convinced of the value of Project Management and so unwilling to try the tools
	M
	H
	Strong introduction and framing of the science of project management
	L
	M

	Not possible to cover all the material in ½ day 
	M
	L
	Work to structure the class so that multiple tools are covered in a single exercise, extend the class, Break the class into two days 
	M
	H


	Project Resources


Team Assignments

	Role
	Name
	Full time / 

Part time
	From
	To

	Project Leader
	Jeff Heath
	Part time
	June
	August

	Reviewer
	John Raimondo
	Part time
	July
	July

	Administrative
	Amanda Ames
	Part time
	July
	August

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	
	
	
	
	


Project Priorities 
	Priority (1,2,or 3)
	Driver
	Rationale

	2
	Shorter Schedule
	Need to get this training to organizations as soon as possible

	3
	Lower Cost
	Cost is nominal for this project and is part of the Project Management Services approved budget

	1
	More Functionality / Scope
	Want to get the right balance of tools to support success without overwhelming students and ensure that the class is entertaining


Project Constraints 
	Constraint Description
	Reason for the Constraint

	Need this course to be piloted by the first week of August
	Expressed need of the customers


Project Key Milestones and Deadlines 

	Milestone Description
	Date
	Likelihood of Meeting (H/M/L)

	Development of the Charter / Schedule / and Cost Estimate for approval
	July 10
	H

	Approval of the Course materials
	July 31
	H

	Pilot Training Session
	August 6
	M

	Project Close-Out 
	August 16
	M

	Start Schedule Training 
	August 16
	M


	Project Status Reports


	Report Description
	Report Audience
	Date Required / Frequency
	Content

	Progress Report
	Customers
	Weekly
	Progress, Issues


Conceptual  & Feasibility 





Definition





Implementation





Start-Up /


Close-Out





Combined for Small Projects
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