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1. Amendment History

	Version
	Date
	Change Description
	Author

	1
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


2. Project Scope
2.1 What is the service that the process delivers?
2.2 What are the start and end points of the process?
2.3 Which department/team owns the process?
2.4 Which departments/teams are involved in the process?
2.5 Who are the service users for the process?
2.6 Is anything out of scope for this review?
3. Project Goal
3.1 What improvement is the project trying to achieve?
3.2 What evidence is there that the improvement is needed?
3.3 How will we quantify the improvement?
3.4 What is the present measured performance?
3.5 What is the goal measured performance?
3.6 What is the timing for reaching this goal?
4. Business Case

4.1 What will the measurable impact on the customer be?
4.2 What will the measurable impact on the staff be?
4.3 What will be the impact on service/process capacity?
4.4 What will be the impact on delivery time or operating cost?
5. Key Players
	Sponsor:
	

	Champion:
	

	Team Members:
	

	Local Co-ordinator:
	

	CMPI PM:
	

	CMPI Support:
	

	Other Stakeholders:
	


6. Roles and Responsibilities

6.1 Sponsor

The role of the sponsor is to:

· define the overall project goal and business case

· support the team, ensuring that any obstacles to delivering the project are overcome

· sign off any business benefits realised as a result of the project


Commitment


As a minimum, the Sponsor will take part in Charter Definition, the Initiation event, attend the close of the IMPROVE workshop (2 hours) and take part in the Benefits Realisation meeting.  They will free up the Champion and team to be able to deliver the project within 3-4 months of the project start date.

6.2 Champion


The role of the Champion is to:

· lead the team during the project, addressing any issues that might arise

· ensure that the team focus on the project goal and business benefits

· make performance information about the process available

· lead the implementation of any proposed changes including managing a pilot (as appropriate)

· identify any business benefits realised as a result of the project


Commitment


The Champion will take part in all aspects of the project.  They will free up the team to be able to deliver the project within 3-4 months of the project start date.

6.3 Team


The role of the team is to:

· engage positively with the process

· work towards achieving the project goal and business benefits

· be open about all process issues and concerns


Commitment


The team will take part on the Initiation event, be available for work observations during the Data Collection phase, take part in the IMPROVE event and Implementation meeting.

6.4 Local Co-ordinator

The role of the Local Co-ordinator is to:
· co-ordinate diaries between the sponsor, champion and team for project events

· co-ordinate events with the CMPI Project Manager


Commitment


The Local Co-ordinator will be available to co-ordinate diaries, carry out Doodle polls, send out event appointments, etc. as and when required.

6.5 CMPI Project Manager


The role of the CMPI Project Manager is to:

· support the Champion in the achievement of the project goal

· lead the IMPROVE project ensuring that the team identify improvements and are able to measure the impact of these

· to document all project activity and make this available to the Sponsor, Champion and team

· to provide detailed analysis of process performance before and after the project

· to review and document any business benefits realised as a result of the project


Commitment


The CMPI Project Manager will take part in all aspects of the project.  They will ensure that they are available to support the delivery of the project in 3-4 months from the project start date.

6.6 CMPI Support


The role of the CMPI Support is to:

· to support the CMPI Project Manager during the IMPROVE project as appropriate

· to pick up the CMPI Project Manager role in the event of unplanned absences


Commitment


The CMPI Support will support the key project events of the Initiation meeting, the IMPROVE workshop and the Implementation meeting.  Wherever possible they will take part in the Charter Definition, the Data Collection, the Review and Benefits Realisation stages as well.

7. Stages and Deliverables


The table below outlines the key stages in the project, who is involved at each stage, it's duration and the key deliverables.

	Stage
	Participants
	Duration
	Deliverables

	Charter Definition
	Sponsor, Champion
	2 weeks elapsed time
	· Project charter

	Initiation Meeting
	Sponsor, Champion, Team
	Half a day
	· Team personal goals
· Fears/concerns
· High-level process map
· Current performance

	Data Collection
	Team, Champion
	2-6 weeks elapsed time
	· Customer feedback
· Work observations
· Data collection and analysis

	IMPROVE Workshop
	Champion, Team, Sponsor (last day)
	4 days
	· Customer value statement

· Current process map with issues
· Solution list
· Improved process map Stakeholder analysis
· Communications plan
· Training needs analysis
· Action plan

	Pilot
	Champion, Team
	Depends on scope of pilot
	· Pilot of re-designed process
· Pilot performance data

	Review Meetings
	Champion
	30, 60 and 90 days after pilot completion
	· Progress updates
· Addressed issues/concerns
· Agreed actions

	Benefits Realisation
	Sponsor, Champion
	2 weeks
	· Identified benefits 
· Performance

· Financial

· "Soft" benefits


8. Project Resources

8.1 People

	
	Time Commitment (Hours)
	

	Participant
	Charter
	Initiation
	Data
	IMPROVE
	Implement
	Pilot
	Review
	Benefits
	Total Commitment

	Sponsor
	2
	3.5
	-
	2
	-
	-
	-
	2
	9.5 hours (@ 1.5 working days)

	Champion
	2
	3.5
	7
	21
	7
	35
	3
	2
	80.5 hours (@ 11.5 working days)

	Team Members
	-
	3.5
	3.5
	21
	7
	7
	-
	-
	42.0 hours (@ 6.0 working days)

	Local Co-ordinator
	1
	1
	-
	2
	1
	-
	1
	1
	7.0 hours (@ 1.0 working days)

	CMPI Project Manager
	7
	5.5
	35
	28
	10.5
	14
	6
	4
	110 hours (@ 15.5 working days)

	CMPI Support
	2
	3.5
	14
	21
	7
	7
	3
	2
	59.5 hours (@ 8.5 working days)


8.2 Other Resources

The following resources will be required to complete this project:

	Item
	Description
	Funding

	
	
	

	
	
	

	
	
	


9. Risks and Issues Log

9.1 Risks


The table below provides a summary of anything that may impact on project delivery, but that has not yet materialised.

	#
	Risk
	Prob.
	Impact
	Score
	Mitigation
	Owner

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	


9.2 Issues


The table below provides a summary of anything that has already materialised and does have a tangible impact on the project.

	#
	Issue
	Impact
	Response
	Owner

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	


10. Declaration

Sponsor

I confirm that the Project Charter clearly defines what I want this project to achieve, I agree to carry out my role as defined in this document and to free up my own time, the Champion and Team to be able to deliver the IMPROVE project in 3-4 months from the start of the project.
Signed:
 ________________________________________________

Date:
________________________________________________

Champion
I confirm that I agree to carry out my role focusing on achieving the project goals and delivering benefits and to free up my time and the Team to be able to deliver the IMPROVE project in 3-4 months from the start of the project.

Signed:
 ________________________________________________

Date:
________________________________________________

CMPI Project Manager
I agree to lead the team through the IMPROVE project to identify process improvements in support of the project's goal and to commit my time to helping them find process improvements and deliver tangible business benefits.

Signed:
 ________________________________________________

Date:
________________________________________________
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