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Project Name: 

Project Sponsor: 
Project Charter creation date: 
Last Updated: 
	Project Summary

	●
	Project Description 

Brief description of the project charter and project

	●
	Business Case – “Why is this project important?” 
Brief description of why this project is important

	 ●
	Strategic Plan  – “What parts of the strategic plan is this project associated with?”
List which element(s) of the strategic plan this project relates to.


	●
	Project Goals – “What do we plan to accomplish, and by when?”
Briefly describe the goals of this project, including the timeframe if applicable. Use the SMART format to list each specific goal for this project. 
Short (time frame?)

Long (time frame?)


	 ●
	Project Scope – Included  – “What work is included as part of this project?”
Identify the scope of work for this project


	 ●
	Project Scope – Excluded  – “What work is NOT included as part of this project?”
 Identify what work will not be included as part of this project


	●
	Assumptions and Constraints – “What do we believe to be true? What limitations do we face?
Identify what you what you assume or believe to be true in the future, and the boundaries or limitations imposed on this project.



	Project Plan 

	●
	Project Team Members  – “Who is involved in this project, and what will they be doing?”
List which staff play a role in this project and one or two words about their role


	●
	Communication Plan  – “How and when will we communicate to others about this project?”
Describe the how, what, when and who regarding the flow of information between team members and clinics. 


	●
	 Project Risk and Response   – “What problems might we face during this project, and what will we do about them?”
Identify potential problems and barriers to the ongoing success of this project as well as the planned response strategy for each risk.


	Project Protocol

	●
	Project Deliverables – “What tool(s) will be created as part of this project?”
Define all deliverables to be produced by this project and its team members.


	●
	Timeline – “By when?”
Describe the proposed timeline for all deliverables and events relevant this project


	●
	Improvement and Satisfaction  – “How will we know that staff / clinics are satisfied with this project and its outcome?”
Define how we will know if this project is achieving its objective and having a positive impact on OPCA staff and OPCA clinics / customers.
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