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Document Purpose
The purpose of this document is to develop and document the “HOW” of the project, establishing a baseline that reasonably predicts the project’s scope, time, and cost at completion. Its aim is to create a common understanding of how the project will achieve its goal and objectives.

Project Charter

Background
Innovative product development has been a hallmark of our company success for the last 15 years.  We have not only met consumer needs, but have also helped them uncover new ways of using our products and services to enhance their situation.  We have expanded the importance of the industry in the eyes of the consumer.
Our recent setbacks have hurt us, though.  We find ourselves struggling internally with employee motivation even as our customers become restless with our performance and service of late.  The senior management team has considered ways for the company to re-invent itself.  It has chosen a route which will allow us to re-connect with what we do best (meeting consumer needs through new products) using a development project that showcases what makes this company great (a talented, motivated staff).  The expectations for this project go well beyond the product that it introduces.
Goal
The project is a dramatic, successful launch our new product into the marketplace.  The organizational goal is to use the launch as a platform for overcoming the challenges of our company’s recent history.  We want to restore the confidence of loyal customers and create opportunities for new customer relationships.  Re-energizing staff throughout the company is integral to the project goal.  The quality and effectiveness of how this project is run is of prime importance.
Objectives
The objectives for this project are:
To make a sound determination whether it is feasible to bring our new product to market now.
To develop, trial, and introduce our new product to the wide market by September 16, 2004.
To run the project such that it serves as a source of motivation and pride for company staff.
Deliverables
Product Development Deliverables
Product Screening Stage Presentation
Investigation Stage Plan
Lab Scale Product
Investigation Stage Presentation
Development Stage Plan
Product Prototype
Customer Product Test Plan
Customer Evaluation Product
Manufacturing Design Document
Development Stage Presentation
Pilot Stage Plan
Initial Trial Production Batch
Main Trial Production Batch
Commercialization Plan
Pilot Stage Presentation
New Production Equipment
Production Trial Plan
Initial Commercial Product Batch
Product Launch Event
Commercialization Stage Report
Post-Commercialization Review Stage Report

Project Management Deliverables
Project Plan Document (with supporting schedule)
Weekly Status Reports
Project Closure Report
Product Quality Control Reports



Boundaries
Inclusions:
Recommendations will be made for additional product development beyond the completion of this project.
All work associated with market research and product development.
Legal and patent issues relating to the introduction of this product.
Product launch activities relating to manufacturing.

Exclusions:
Development of specific marketing and sales strategies and materials.
Constraints
The following constraints have been applied to this project:
The product must be launched by September 16, 2004.
The project must be managed exceptionally well to help motivate the company.
External Dependencies
Incoming External Dependencies
Receive marketing materials from Marketing department

Outgoing External Dependencies
Provide marketing research data to Marketing department
Triangle Flexibility
Time (Least Flexible)
Scope
Cost (Most Flexible)



Stakeholders
Key Stakeholders
	Name
	Vested Interest

	Robert Hayes
	Sponsor (Marketing)

	Peter Lo
	Stakeholder (Project Management)

	Diane Williams
	Stakeholder (Manufacturing)

	Kamal Sankar
	Stakeholder (Product Development)

	Catherine Turner
	Stakeholder (Sales)

	Project Management Team
	Project Manager

	Tom Morton
	Team Member (Product Engineering)

	Karen Salandu
	Team Member (Product Engineering)

	Margaret Johnson
	Team Member (Legal)

	Robert Brooks
	Team Member (Marketing)

	Alastair Telford
	Team Member (Process Engineering)

	Linda Jackson
	Team Member (Manufacturing Engineering)

	Gerald Hough
	Team Member (Safety)

	Charles Metcalfe
	Team Member (Accounting)

	William Rowley
	Team Member (Purchasing)



Other Stakeholders
	Name
	Vested Interest

	All Company Staff
	Motivated and re-energized by this product development project.

	Existing Customer Base
	Restored loyalty through this new product introduction.

	New Customer Opportunities
	Expanded opportunities to reach a new customer base with this product.





Project Implementation

Approach
Product Development Approach
This project will utilize our standard 5-stage product development method with the optional Post‑Commercialization Review stage added.  The stages for this project will be:
Product Screening Stage
Investigation Stage
Development Stage
Pilot Stage
Commercialization Stage
Post-Commercialization Review Stage

Project Management Approach
This project will be managed using the company’s standard enterprise project management methodology.  In this methodology, individual project team members from various functional units report into the enterprise department for project related activities.  Normal functional reporting structures are maintained for all other work that individuals perform outside the scope of this project.  For further information on the methodology and its standards, visit the enterprise intranet site.


Roles & Responsibilities
This project will be run at an enterprise level.  It is expected to involve staff from most organizational units.
The project management team from the enterprise department will manage the project.  The roles and responsibilities listed below are defined as they relate to the management of this project, not to the organization as a whole.
Project Manager
Develop project plan and schedule that details the full scope of the project and includes solid time and cost estimates.
Negotiate and establish attainable scope, time, and cost baselines.
Maintain team members’ focus on project goals and objectives.
Facilitate and integrate the work of the project team in order to meet the expected scope, time, and cost of the project.
Communicate activity expectations to team members, monitor their progress, provide prompt feedback, and follow through with performance-based consequences.
Monitor critical path activities and ensure they get completed on time.
Maintain schedules in order to accurately reflect past performance and produce valid future projections.
Manage project scope, time, and cost in order to meet established success criteria.
Communicate project performance to upper management, project team members, and peers.
Manage the expectations of all stakeholders.
Initiate the change control process as required and adjust baselines when changes are approved.
Identify and document all risks, follow risk mitigation plans, identify risk symptoms, and execute contingency plans when risks occur.
Document, track, and ensure timely closure of issues and action items.
Ensure that the project’s goal and objectives are met.
Ensure that the desired quality is achieved for all project deliverables.
Evaluate the project actuals against their baselines, summarize approved changes and their impacts, analyze key project events, and identify lessons learned when projects are completed.

Project Sponsor and User Representative
Sign off on the project charter and plan when in agreement.
Manage any changes to the existing baselines by actively participating in the change control process as a member of the CCB.

Managers of project managers
Review Project charter, plan and schedule.
Help negotiate attainable scope, time, and cost baselines.
Ensure that required resources are available.
Support project managers by following through with performance-based consequences, using progress reviews, and the company's annual performance review.
Communicate project performance to upper-level management.
Help manage the expectations of all project stakeholders.
Help identify and manage project risks.
Help resolve issues.
Ensure that project goals and objectives are met.
Participate in project closure meeting.
Enforce all documented standards and guidelines.
Ensure that the project manager follows the defined project management methodology.

Team members
Work with the project manager to develop the Work Breakdown Structure (WBS).
Provide realistic estimates.
Work with project managers to identify activity dependencies.
Complete action items within the defined time frame.
Ensure that activities with little or no float are completed on time.
Help the project managers keep the resource calendar up to date.
Return time sheets in a timely fashion to ensure that each activity’s actuals and estimates to complete reflect current reality.
Communication
Expected communication interfaces within the project are detailed below.  The project management team using the project roles and responsibilities for guidance will evaluate unforeseen interfaces.
	What
	Who
	When
	How

	
	From
	To
	
	

	Project Plan
	Project manager
	All stakeholders
	At the end of planning, and after approved changes.
	Printed document

	Status Reports
	Project manager
	All stakeholders
	Every Tuesday by 2:30 p.m.
	E-mailed Adobe file

	Project Team Update
	Project manager
	All project team members
	Every Thursday (9:30 - 10:00)
	Coordination meeting

	Completed timesheets
	All project team members
	Project manager
	Every Monday, start of business
	Timekeeping software





Change Control
The members of the change control board (CCB) are the Project Management Team, Robert Hayes, and Kamal Sankar.
Changes will be categorized as either:
Requested Modification
A project stakeholder requests a change that affects an approved version of the Project Plan (for example, the Goal, Objectives, Boundaries, Constraints, External Dependencies, certain Required Resources, and Key Milestones), System Requirements, or Design Specifications.

Corrective Action
Time and/or cost index thresholds exceed 10% between the scheduled and current baseline views.
To execute the change control process:
1. Determine if the change is a formal change and reject it if it is not.
Document the change using a change request.
Solicit impacts from stakeholders using an impact request.
Summarize impacts and document the overall impact using the change request.
Present change request to the CCB for a decision.
Document the disposition using the change request.
Establish a new baseline if the change is approved.
Quality
The new product will be developed to satisfy industry standards for this product class.  The relevant standards for this product include:
International Association Standards 1999 – Section 3 and 7.
National Standards 1996 – Article 4.

Standards will be assessed during prototyping and initial manufacturing using our routine quality control measures.  The prototyping quality review will be used to guide the manufacturing design process.  Quality control measurements during initial manufacturing will occur on the Monday, Wednesday and Friday for the longer of 6 weeks, or until specifications are reached with 99.997% consistency over a 3 week period.
Evaluation of quality control results will be performed weekly by the entire project team.  If required, corrective actions to the manufacturing process to meet standards will be implemented after the each manufacturing review.

Required Resources
The following departments will need to be involved in project work.  Specific skills required are listed in parentheses:
Enterprise (Project Management)
Legal
Marketing (Research, Product Engineering)
Manufacturing (Process Engineering, Manufacturing Engineering, Safety)
Finance (Accounting, Purchasing)

Budget and contingency support for this project will come from the Marketing department.
Key Milestones
	Milestone
	Date

	Project Start
	02-Jun-03

	Product Screening Stage Complete
	15-Jul-03

	Investigation Stage Complete
	31-Jul-03

	Development Stage Complete
	14-Jan-04

	Pilot Stage Complete
	02-Jun-04

	Product Launch Complete
	13-Sep-04

	Commercialization Stage Complete
	23-Sep-04

	Post-Commercialization Review Stage Complete
	23-Jun-05

	Project Complete
	15-Jul-05



Success Criteria
	Component
	Variance/Index

	Scope
	- 20 %

	Time
	+ 0 %

	Cost
	+50 %



Revisions
	Date
	CR#
	Description

	02-Jun-03
	CR-001
	Revised planning effort with added objective.
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