	Annotated Project Charter

	Project Name, ID Number
	
	Projected Annual Savings
	Ballpark figure is ok now

	
	
	Type of Savings:
	Hard or soft savings (cost avoidance.)

	Belt Name
	
	Telephone Number
	

	Sponsor Name
	
	Team Leader
	

	Start Date
	
	Target Completion Date
	

	Project details


Opportunity Statement (Current State): What is wrong with the current situation? Why do you think there is an opportunity for improvement? We are not identifying root-causes at this time, rather we are describing the 'pain' the organization is experiencing right now. 
Example: Nearly 1/3 of the insurance claims we receive from doctors’ offices have at least one major error. This results in increased processing time, additional labor costs, and patients and doctors who are unhappy because of delays and errors in payments.
Business Case: There are many opportunities. Why do we care about this opportunity in particular? This is where you describe the “burning platform” for your project. Why is it urgent to successfully complete this project? What goals on your business leader’s priority list does this project address? Attempt to explain consequences of not addressing the opportunity now. If known, highlight cost of doing nothing, and just how narrow the window for the opportunity is, if this is the situation. Be as specific as possible.
Example: A survey of patients and doctors indicates that delays and errors is their #1 concern. Employee surveys show that they are unhappy with the need to respond to doctor’s office complaints regarding payments and errors. Coding errors may cause us to overpay or underpay claims.
Project Objectives (Future State): How will this project make things better? What will the improved situation look like and when should we expect to see it? Should be specific, measurable, attainable, relevant & time-bound.  Of course, at the Charter stage you will have limited data, but you should have enough quantitative information to justify the project. 

Example: This project will reduce claims errors significantly (est. 25%-40%) within one year of implementation and will reduce the delay time by an estimated 20%-30%. This will be accomplished by identifying the root causes of errors and changing the system to address these causes. The project should be complete within 9 months.
Approach: ( DMAIC | ( DMADV | ( LEAN | ( JUST-DO | (                                                         Will you use DMAIC, DfSS, Just-Do, Lean, or another   approach to solve the problem? Note: certification projects must be DMAIC projects.


	Metrics for DPMO Calculations

Opportunity Definition: What provides the opportunity to make an error or to create a defect? 
Example: An insurance claim.
Defect Definition:  What is considered to be unacceptable? 
Example: an insurance claim with one or more errors.
Metric

Before Project

After Project

How will you quantify defects and other key outcomes?
Example: Claims with errors
33% error rate
13%-25% error rate
Example: average time to process a claim
4 days
2.8 days
Example: 90th percentile of claim processing times
10 days

5 days



	Project Scope 
First Step of the process being improved (Start) Where does the process addressed by the project start? This is NOT the start and end of the project, but of  the process being improved.
Example: Claim begun by doctors’ office staff member
Last Step of the process being improved  (Stop) Where does the process addressed by the project end?
Example: Claim received, processed and paid by us.


	Potential Adverse Impacts What might be affected by this project other than the targeted effects? What other processes interact with the process changed by this project? What will you monitor for unintended adverse consequences?
Examples: Added cost to complete claims at doctors’ office; added cost to train doctors’ office personnel and our personnel.

	Potential Barriers  What obstacles do you anticipate? For example, difficulty getting needed data, problems getting a supplier to cooperate. Resource restrictions.
Examples: Resistance to changing the process by doctors’ office personnel. Possible need for new computer software. Incompatibility between our systems and those in use by doctors’ offices.

	
	Milestones (E.g., DMAIC)
	Expected Date

	
	Project start
	

	
	Phase 1 Completion (Define)
	

	
	Phase 2 Completion  (Measure)
	

	
	Phase 3 Completion (Analyze)
	

	
	Phase 4 Completion (Improve)
	

	
	Phase 5 Completion (Control)
	

	
	Final Tollgate Review
	

	
	Best Practice Sharing
	


	Core Team Member
	DACI Role

	4-6 full-time members recommended. DACI: Driver, Approver, Contributor, Informed. Nearly every project requires people in all of these roles.
	

	
	

	
	

	
	

	
	

	
	


