Project Charter 
Business Practices Fee for Service
	Project Name
	

	Executive Sponsor
	

	Project Manager
	

	Primary Stakeholder(s)
Board, Leadership, Finance, Agency Directors
	

	Project Description / Statement of Work

	

	Business Case / Statement of Need (Why is this project important and why is it important now?) 

	

	Customers (Direct users/Those impacted by the project)  
	Customer Needs / Requirements

	
	

	
	

	
	

	
	

	
	

	Design

	Project Goals
	

	Project Deliverables


	How will you know that the change is an improvement?


	Project 

Measures and Outcomes
	What tools will be used to measure the impact on:

The organization

The patient/customer

The value to the community?



	Project Risks (Actions, events, and situations outside the project plan that may positively or negatively impact the project)

	

	Implementation Plan / Milestones) (Due dates and durations) 

	Use separate worksheets to outline and track progress


	Project Budget / Resources (Money, people, services, materials, etc.)

	

	Communication Plan (What needs to be communicated? When is communication needed? To who? How?)

	When will you meet? Weekly, monthly?
When will both teams meet?  Weekly, monthly? 

Who will take meeting minutes?

How will minutes be distributed?  



	Change Management / Issue Management (How decisions will be made? How changes will be made?)

	

	Project Team Roles and Responsibilities (who do you want on your team to help with this project?)

	Team members

Roles

Responsibilities

(your name here)
Data?
Administrative?
Finance?
Etc.


	

	Stakeholder Roles and Responsibilities 

	Stakeholders

Roles and Responsibilities




Sign-off
Sponsor 

_____________________________________________________     Date: ____________   
(Name, Role)

