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Objectives/Goals (What are we trying to accomplish? Must have quantifiable, measurable goals as well as qualitative objectives)


Background/Business Case (Why try to solve the problem? Why Now?)

Customer and Requirements (Who are the customers? What do customers want?)

	In Scope (What processes are we reviewing)

Click here to enter text.
	Out of Scope (What processes are we NOT reviewing)

Click here to enter text.


Stakeholders (Who is affected by the process? Who cares about the process?) 
	
	


Project Team 	
	Project Role and Responsibilities
	Name
	Title and Expertise

	Executive Sponsor/s

High-level decisions and sign-off
	
	

	Project Champion and Process Owner (client)

Project Champion (MNCI)
	
	

	Project Manager (Client)

Day-to-day project management

Project Manager (MNCI)


	
	

	Team Members and SMEs

Share information and expertise, participate in meetings, give feedback, etc.
	
	


Project Key Dates/Deadlines
	Date (by)
	Task
	Owner
	Participants

	
	Charter Approved
	
	

	
	Project Kick-Off 
	
	

	
	Project Work (Ongoing)
	
	

	
	Project Check-Ins with Sponsors 
	
	

	
	Final Recommendations 
	
	

	
	Implementation 
	
	

	
	Project Close
	
	













		Page 1 of 2

[image: ]
Page 2 of 2

image1.png
DEPARTMENT OF
ADMINISTRATION

CONTINUOUS IMPROVEMENT




