
Title

Date
	Project # 
	Project  Title: 

	Beginning Date: 
	Ending Date: 

	Background: 



	Scope: 

	· Process starts at:
	

	· Process ends at:
	


	Objective:



	Deliverables:



	ESC Champion: 
	 (ESC = Executive Steering Committee)

	Team Leader:
	

	Stakeholders:
	

	Team Members:
	· 

	Trainers / Facilitators:
	

	Times / Items to Remember:

*Notes*

1) Team Members are 100% dedicated for the week of the Blitz.


	Hours, Dates & Conference Room Reservations – 
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Meeting Times to Remember:
	Kick Off Meeting –  

Stakeholders Meeting 
Project Updates - Daily, as required (sponsor, facilitators, team leader)

Closing Meeting – 


Directions for Completing the Charter

1. In the area labeled TITLE in blue, place the name of the project you wish to Charter.
2. Place the date of the Charter’s authorization (date it will be presented for acceptance).
3. The project # is a unique number that you or your organization assigns to all Charters.
4. Project Title is simply what you want to call the project.
5. Beginning date is the start date of the project (not the charter date), but the actual date you intend to beginning actively working on the project.
6. End date is the anticipated end date of the project.
7. Background is simply the reason why you need to charter this project; what is driving you to do this.
8. The Scope is where in your current process does this charter begin and where does it end (e.g. when specimen arrives in the lab, and when it is ready to be transported to the testing area).
9. Objectives are simply what you want to accomplish (e.g. reduce the errors by 90%).
10. Deliverable is simply what the project is supposed to cause to happen or create (e.g. a streamlined receiving and accessioning process).
11. ESC champion is someone who is high enough in the organization to make things happen and remove roadblocks.
12. Team Leader is who owns the project (this person must be bought-in to what is to be achieved).
13. Team members are all of the workers who will be part of the project; some can be adjunct because of an area of expertise such as LIS, or they can be an outside set of eyes from an unrelated discipline.
14. Trainers and facilitators would be those people who will be involved in the project to ensure that it will move along and not stall; they can but don’t have to be from the area that the project is focused.

15. The rest of the form is pretty self explanatory for dates, times, rooms (perhaps remembering that there is a CAP inspection on a given date so as not to schedule a pilot on that date, etc.).
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