
	Project Charter:  <enter name of project here>      


[image: ]
	[bookmark: _Toc370214753][image: ] 
	[image: C:\Users\kh394\OneDrive - Cornell University\CornellLogos\Logos for Word and PowerPoint\Logos for Word and PowerPoint\PRIMARY-On-White-IT-at-Cornell-Logo.png]

	
	


Charter Instructions Document

	 
	Project Charter:  <enter name of project here>

	
	Prepared by:        	Comment by Shelley Sick Ruth: Prepared by:
Enter the name of the person creating this document.  You may enter in more than one name.   Example:  Joe Smith; worked with Jane Doe and Fred Savvy.
Status:      	Comment by Shelley Sick Ruth: Status:
Add last updated date and what the status is.  
Status:  “Draft” or “Submitted” 
Example: 11/22/2016 Draft
Note:  see Document History for Charter review and approval.  

	
	
Abstract: 	Comment by Shelley Sick Ruth: Abstract:
Enter in a short description of what this Charter is about.  This gives the reader a quick idea of the subject.

	
	     





[bookmark: _Toc370214759][bookmark: _Toc450805144][bookmark: _Ref342135689]Charter Overview 

	Executive Sponsor Name(s):	Comment by Shelley Sick Ruth: Executive Sponsor Name(s):
Enter the name of the sponsor.

	
	Sponsoring Org(s):	Comment by Shelley Sick Ruth: Sponsoring Org(s):
Enter the organization that the sponsor is in.
	

	Client Contact: 	Comment by Shelley Sick Ruth: Client Contact:
Who is the main person to contact?  Generally, this is the person in the Project Director role. 
	
	Date Submitted:	Comment by Shelley Sick Ruth: Date Submitted:
Enter in the date this Charter was submitted to CIT Leadership.
	

	Est. One-Time Solution Cost (range):	Comment by Shelley Sick Ruth: Est. One-Time Solution Cost (range):
This is the order-of-magnitude range for the discovery and implementation of this Charter’s initiative.  This is the summary of the range.  The break-out of this summary is in the “Total Solution Estimated Cost” section below. 
	
	Est. Annual, Net Increase Operating Cost (range):	Comment by Shelley Sick Ruth: Est. Annual, Net Increase Operating Cost (range):
Enter the estimated order-of-magnitude cost increase to maintain the implementation of this Charter’s initiative.  Net increase amount is a change in the base amount currently incurred.  Please enter a positive number (or zero if there is no change) here.  If the number is negative (a savings) then put the text “Anticipated reduction, see detail” in this field and put the break-out of the savings in the 
“Ongoing Net Maintenance and Operations Cost” below.  
	     

	Source of Funding:	Comment by Shelley Sick Ruth: Source of Funding:
Select the box that represents where the funding is coming from for the discovery and implementation of this Charter’s initiative.  More than one funding source is ok.  If more than one, specify the amount from each source.  
	☐ Capital
☐ CIT 
	☐ Unit
	☐ Other:


	Desired Delivery Date:
	
	
	


[bookmark: _Toc450805143][bookmark: _Toc450805145]Executive Summary
Problem or Opportunity	Comment by Shelley Sick Ruth: Problem or Opportunity
Enter a compelling reason on how this Charter is addressing an opportunity, problem or issue.  Give enough background to understand the need and why this Charter is important. 

[bookmark: _Toc450805152][bookmark: _Toc450805153][bookmark: _Toc450805154]Solution Description/Approach	Comment by Shelley Sick Ruth: Solution Description/Approach
Enter an introduction and list of steps that this initiative will take to lead the discovery to a recommendation and for the implementation to deliver valued results.  

In Scope	Comment by Shelley Sick Ruth: In Scope
Enter or list items that are in-scope for the discovery and implementation.
· 
[bookmark: _Toc450805155]Out of Scope 	Comment by Shelley Sick Ruth: Out of Scope
Enter or list items that are out-of-scope for the discovery and implementation.
· 
[bookmark: _Ref435633056][bookmark: _Toc450805148]Benefits	Comment by Shelley Sick Ruth: Benefits
List the benefits that Cornell will experience when this Charter’s discovery and implementation are complete.  
· 
Other solutions considered	Comment by Shelley Sick Ruth: Other solutions considered
Were there any other solutions considered before this Charter was written?  Are there any other possibilities to solve this Charter’s initiative other than the proposed discovery and implementation in this Charter?

[bookmark: _Toc450805163]Desired Timeframe	Comment by Shelley Sick Ruth: Desired Timeframe
For this Charter, what is the desired timeframe for the discovery and the implementation to be started and completed?  If appropriate, specify why this timeframe is important.


Cost Estimate, Responsibilities of Ownership and Funding
Total Solution Estimated Cost
	Comment by Shelley Sick Ruth: Total Solution Estimated Cost
Determine the order-of-magnitude costs needed for the discovery and the implementation of this Charter in both the cash and reallocated cells.  

 Cash means the money needed to budget for, and have to do, this initiative.

 Reallocated means existing staff costs to do the work; already included in salaries.

	
	Cash
	Reallocated IT
	Reallocated Functional
	Total

	Discovery
	
	
	
	

	Implementation
	
	
	
	

	Total
	
	
	
	



Ongoing Net Maintenance, Operations, and Support Cost	Comment by Shelley Sick Ruth: Ongoing Net Maintenance, Operations, and Support Cost
What are the ongoing incremental (i.e. net) costs that are needed once this initiative is implemented?  If cash and reallocated makes sense here, add that too.   If you put “Anticipated reduction, see detail” in the field Est. Annual, Net Increase Operating Cost (range): because the cost is a savings (negative number), then put the break-out of the savings in this section.


[bookmark: _Toc450805160]Funding     	Comment by Shelley Sick Ruth: Funding
What are the sources of funds (i.e. who is paying) for this initiative?

Stakeholders
Project Stakeholders	Comment by Shelley Sick Ruth: Project Stakeholders
Who are the stakeholders that need to be included in both the discovery and the implementation of this Charter’s initiative?
· 
CIT or Contracted Resources Required	Comment by Shelley Sick Ruth: CIT or Contracted Resources Required
Are there resources outside of the already hired and planned for staff resources?  Some resources, even if they are a Cornell employee, may need to be paid for.  This may mean cash cost needs and should be factored into the “Total Solution Estimated Cost” and “Ongoing Net Maintenance and Operations Cost” sections above. 
· 
[bookmark: _Toc450805162][bookmark: _Toc450805164]Other Resources Required	Comment by Shelley Sick Ruth: Other Resources Required
Is there any other resource necessary outside of a Cornell employee or contracted resource?  Are there technical needs for this initiative to be successful?  

Risks, Concerns, Assumptions and Constraints	Comment by Shelley Sick Ruth: Risks, Concerns, Assumptions and Constraints
Enter in the risks, concerns, assumptions and constraints for both the discovery and the implementation of this Charter’s initiative.  What needs to be factored in for this initiative to be successful?
· 
Integration Complexity

Systems of Record / System of Engagement Affected	Comment by Shelley Sick Ruth: Systems of Record / System of Engagement Affected
List all of the “systems of record” / “system of engagement” systems affected by this Charter’s initiative.   

For the purposes of IT governance, Cornell defines systems of record (SoR) as non-research data systems that provide administrative information required for the function of additional (integrated) systems.

For the purposes of IT governance, Cornell defines systems of engagement (SoE) as systems that provide a business service to two or more campus units. 

For context, past SoE and/or SoR projects that would have been subject to the Charter process include but are not limited to: Kuali Financial System, Workday, PeopleSoft, Facilities Inventory System, select datamarts, ImageNow, Salesforce orgs, Remedy, Active Directory, Kaltura, Microsoft Office 365, etc.

Other Systems Affected	Comment by Shelley Sick Ruth: Other Systems Affected
List any other college/unit system(s) that would be affected by this Charter’s initiative and fall outside of the System of Record / System of Engagement definition.  (see System of Record / System of Engagement instruction above for definition)


Other Considerations	Comment by Shelley Sick Ruth: Other Considerations
Is there anything else that needs to be known for the success of this Charter’s initiative?
IT Security Assessment	Comment by Shelley Sick Ruth: IT Security Assessment
Does this initiative need a Security Assessment done by the Information Technologies Security Office (ITSO) in CIT?

Usability	Comment by Shelley Sick Ruth: Usability
Does this initiative need to consider specific Usability items for this Charter’s solution?

Accessibility – Web (User Interface) and Physical	Comment by RJ Davies: Accessibility – Web (UI) and Physical
Will a proposed web solution be compliant with the W3C Web Content Accessibility Guidelines 2.0 Level AA? Will a proposed physical (e.g. A/V) solution be compliant with Sections 205 and 309 of the ADA Standards for Accessible Design? A VPAT (voluntary product accessibility template) should be requested from any outside vendor. If the proposed solution is not compliant, how will/what reasonable accommodation will be provided so that individuals with disabilities can use the proposed solution?

Ongoing Support Model – User and Technical	Comment by RJ Davies: Ongoing Support Model – User and Technical
What will the support model be for user and technical support? Will CIT Service Desk support be required? Will the proposed solution require localized knowledge? Who will provide technical support for upgrades or integrations? If vendor support is provided, who will be responsible for interactions with the vendor for this purpose?

Administrative Burden	Comment by Shelley Sick Ruth: Administrative Burden
Does this initiative need to consider administrative burden for this Charter’s solution?

Others	Comment by Shelley Sick Ruth: Others
Anything else to consider?

[bookmark: _Ref347130050][bookmark: _Ref347130065][bookmark: _Toc421632654][bookmark: _Toc450805165][bookmark: _Toc348350437]Document History	Comment by Shelley Sick Ruth: Document History

PMO Received:
When the PMO receives a Charter, enter in the name of the person who received it in the “By” column, add their “Title,” the “Date” and any “Comments.”  Once good-enough, either the PMO or the submitter will send this Charter to CIT Leadership for review. 

CIT Leadership Approval:
After the Charter is presented to CIT Leadership, please enter in David Lifka or “All” if approved by consensus in the “By” column, add their Title or “CIT Leadership Group” in the “Title” column, the “Date” and any “Comments.”

IT Governance Approval:
If the Charter goes to SofR/SofE Steering Committees, ITAC or ITGC, please enter in the IT Governance body name in the “By” and “Title” columns and then add the “Date” and any “Comments” for the approval.  If more than one IT Governance body reviews, just add additional rows.  

Note:  If other approvals make sense for your Charter, add a row for them.  Example:  Business Approval  

	Stage
	By
	Title
	Date
	Comments

	PMO Received:
	
	
	
	

	CIT Leadership Approval:
	
	
	
	

	IT Governance Approval:
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