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PROJECT CHARTER
DEPARTMENT:
PROJECT NAME:
PROJECT ID:

Prepared By:
 Date Prepared: 

Approval of this Project Charter indicates 1) approval of the constraining factor established for this project, 2) an understanding of the purpose and content as described in this document, and 3) agreement with the Scope, Schedule, Budget and Quality of the recommended alternative. By signing this document, each individual agrees that work should be initiated on this project with all necessary resources allocated and commits to fulfill his/her role and responsibilities as described herein. 
	Approver Name
	Position
	Signature
	Date



	
	Project Manager
	
	

	
	Department Director
	
	

	
	County Administration
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[Cost Model attached as Appendix B]

[bookmark: _Toc424798563]Cost Model Summary and Financial Schedule for Requested Budget

	Phase
	FY XX/XX
	FY XX/XX
	FY XX/XX
	FY XX/XX
	FY XX/XX
	TOTAL
	Soft Cost %

	Land Acquisition
	0
	0
	0
	0
	0
	0
	%

	Project Development
	0
	0
	0
	0
	0
	0
	%

	Design
	0
	0
	0
	0
	0
	0
	%

	Construction
	0
	0
	0
	0
	0
	0
	%

	Utility Relocation
	0
	0
	0
	0
	0
	0
	%

	Public Art
	0
	0
	0
	0
	0
	0
	%

	Contingency
	0
	0
	0
	0
	0
	0
	%

	TOTAL PROJECT BUDGET
	0
	0
	0
	0
	0
	0
	%
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	Fund Source Description
	FY XX/XX
	FY XX/XX
	FY XX/XX
	FY XX/XX
	FY XX/XX
	TOTAL

	A. 
	0
	0
	0
	0
	0
	0

	B. 
	0
	0
	0
	0
	0
	0

	C. 
	0
	0
	0
	0
	0
	0

	D. 
	0
	0
	0
	0
	0
	0

	TOTAL FUNDING
	0
	0
	0
	0
	0
	0



Estimated Operations & Maintenance Post Occupancy (annual costs)

	O&M Description
	FY XX/XX
	FY XX/XX
	FY XX/XX
	FY XX/XX
	FY XX/XX
	FY XX/XX

	Utilities
	0
	0
	0
	0
	0
	0

	Supplies 
	0
	0
	0
	0
	0
	0

	Services 
	0
	0
	0
	0
	0
	0

	Capital 
	0
	0
	0
	0
	0
	0

	Personnel Costs
	0
	0
	0
	0
	0
	0

	TOTAL ESTIMATED O&M
	0
	0
	0
	0
	0
	0
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On the next page ☐ or attached as Appendix ☐ is a map of the area associated with this project.  To meet certain Pima County requirements, any project that anticipates ground disturbance must show on this map a polygon of the limits of potential ground disturbance. 
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	Benefit
	Estimated Level of Benefit

	
	High
	Med
	Low
	None

	Protects Health, Safety & Property
	☐
	☐
	☐
	☐

	Increases Capacity
	☐
	☐
	☐
	☐

	Meets Regulatory/Mandated Requirement
	☐
	☐
	☐
	☐

	Promotes Economic Development
	☐
	☐
	☐
	☐

	Makes Use of Non-County Funding
	☐
	☐
	☐
	☐

	Reduces Long-Term Costs to the County
	☐
	☐
	☐
	☐

	Rehabilitates/Preserves/Enhances Existing Asset
	☐
	☐
	☐
	☐

	Enhances Environment and/or Cultural Resource
	☐
	☐
	☐
	☐

	Improves System Continuity
	☐
	☐
	☐
	☐

	Meets Master/Long-Range Plan
	☐
	☐
	☐
	☐

	Is Regionally Significant
	☐
	☐
	☐
	☐
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[Microsoft Project Schedule attached as Appendix C]
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	Critical Path Task Description
	Anticipated Completion Date

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
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For this project, the following one factor is understood by the project team and senior management to be the least flexible to change: 

☐     Scope		☐     Schedule		☐     Budget		☐     Quality

Provide a brief explanation regarding criticality of chosen constraining factor:
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☐ Viable alternatives have been identified and are described below. 
			OR
☐ Alternatives need to be developed and/or further evaluated. Alternative Summary and Recommendation to be presented at a 2.1 Gate.	
                                               OR
☐ No alternatives are anticipated for this project.

Alternative 1:



Alternative 2:



Assumption & Constraint Analysis
	1.  ☐   Constraint (Known)    or    ☐  Assumption (Unknown)	
	      Alternative(s)   1  ☐       2  ☐	

	Description:


Impact Discussion:






	2.  ☐   Constraint (Known)    or    ☐  Assumption (Unknown)	
	      Alternative(s)   1  ☐       2  ☐	

	Description:


Impact Discussion:






	3.  ☐   Constraint (Known)    or    ☐  Assumption (Unknown)	
	      Alternative(s)   1  ☐       2  ☐	

	Description:


Impact Discussion:






	4.  ☐   Constraint (Known)    or    ☐  Assumption (Unknown)	
	      Alternative(s)   1  ☐       2  ☐	

	Description:


Impact Discussion:
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	Member’s Name:
	Affiliation:

	Role:


	Responsibility:




	Member’s Name:
	Affiliation:

	Role:


	Responsibility:




	Member’s Name:
	Affiliation:

	Role:


	Responsibility:




	Member’s Name:
	Affiliation:

	Role:


	Responsibility:
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 ☐  Meeting Minutes are attached as Appendix.
		OR
 ☐  A summary of the Team Member meeting is as follows: 

Date of Team Member Meeting: 
	
Invitees: 	
			
Attendees: 
			
Summary of Meeting Minutes: 
	
Critical Issues and Action Items: 
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[bookmark: _Toc424798576]Assessment of Risks to Achieving Scope, Schedule, Budget and/or Quality

Risk Tables
	1. Risk Name: 

	Probability:
	High ☐
	Med ☐
	Low ☐
	Impact:
	High ☐
	Med ☐
	Low ☐

	Action:
	Control  ☐
	Absorb ☐
	Avoid ☐
	Deflect ☐

	Mitigation Strategy:
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	2. Risk Name:

	Probability:
	High ☐
	Med ☐
	Low ☐
	Impact:
	High ☐
	Med ☐
	Low ☐

	Action:
	Control  ☐
	Absorb ☐
	Avoid ☐
	Deflect ☐

	Mitigation Strategy:




	3. Risk Name:

	Probability:
	High ☐
	Med ☐
	Low ☐
	Impact:
	High ☐
	Med ☐
	Low ☐

	Action:
	Control  ☐
	Absorb ☐
	Avoid ☐
	Deflect ☐

	Mitigation Strategy:
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For this project, the following gate meetings are proposed: 
										Proposed Date
☐	Gate 1-1 Entry Gate	
☐	Gate 2-1 Project Development	
☐	Gate 3-1 Preliminary Design	
☐	Gate 3-2 Construction Documents Ready for Contractor Selection	
☐	Gate 4-1 Ready to Issue Letter of Construction Acceptance	
☐	Gate 5-1 Close Out	
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[bookmark: _Toc424798580]Proposed Project Delivery Method
Please use the Project Delivery Method Selection Tool and add to the appendix of this charter.


	Total Score
	Selection Method via Tool
	Borderline
	Recommendation

	
	
	Choose an item.	



Provide Justification for selected procurement delivery method.
	



If externally managed, a multiple project program, or a 2-1 Gate will determine the delivery method, indicate below:
☐           Managed/Delivered by Others
☐           Multiple Project Program, will use many smaller JOCs to deliver
☐           To be Determined
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[Attach legible pdf attachments after the Project Charter has been converted to pdf format.]

[bookmark: _Toc424798581]APPENDIX A – Map with Polygon
[Can be embedded in Charter or as Appendix]

[bookmark: _Toc424798582]APPENDIX B – Cost Model
[Attach digital Cost Model]

[bookmark: _Toc424798583]APPENDIX C – Microsoft Project Schedule
[Attach digital MSP Schedule]

[bookmark: _Toc424798584]APPENDIX D – Procurement Method Selection Tool Template
[Attach digital Selection Tool Template]

APPENDIX E – Team Member Meeting Minutes
[Can be embedded in Charter or as Appendix]

[bookmark: _Toc424798585]APPENDIX F - CIP Program/Phase Maintenance Request Form
[AKA CAS form. The data on this form must match the data in the Project Charter]
*Note: Not all sections of the Project Charter format are applicable to all projects. To insure all sections have been completed as needed, do not delete any sections from this document. If a section is not applicable to the project, simply type “Not Applicable”. See “Guidance for Preparing a Project Charter” and “Checklists for Project Charter & Gates” for additional information. 
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