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	1. PROJECT NAME
	

	2. DATE SUBMITTED OR REVISED
	

	3. REASON FOR IMPROVEMENT 
(Why is this important to the organization)
	

	4. TARGETED OUTCOMES (Often informed by visioning process and interviews)
	Primary outcome:

Other outcomes:

	5. RESOURCES FOR THIS PROJECT
	Names and Roles

	5.1. Primary Project Sponsor
	

	5.1a. Process Steward (if different from Sponsor)
	

	5.2. Sponsor Coalition / Co-Sponsors (Steering Committee)
	

	5.3. Project Leader
	

	5.4. Project Team Members
	

	5.4a “Fresh Eyes”
	

	5.5. SMEs
	

	5.6. Mentor / Sensei (optional in some cases):
	

	6. PRIMARY CUSTOMER, AND OTHER STAKEHOLDERS
(Note any key “segments” here)
	Primary customer:

Other stakeholders, and their “stake”:

	7. PROJECT METRIC(S) AND TARGETS
(How will we measure success? Typical metrics include impact on efficiency, effectiveness, elegance, and cost)
	7a. Outcome
	7b. Process
	7c. Consequential

	
	Outcome metric and target 
	Process  metric (required):
	(consequential metrics are optional)

	8. SCOPE LIMITATIONS
(Where are the boundaries?)
	8a. In Scope
	8b. Out of Scope

	
	Start of process:

End of process:

Other scope considerations:

	

	9. WORKPLAN (High-level Summary)
	Timeline and Key Activities

	
9.1 Charter the Improvement Effort
	


	
9.2 Improvement Project Kickoff
	


	
9.3. Establish Current State and Future State Opportunities
	


	
9.4. Conduct Gap Analysis, Develop Alternatives for Solution, and Test Solutions 

	


	
9.5. Execute 
Improvements
	


	
9.6. Develop Sustainment Plan, and Identify Insights from Project
	





Process Improvement Project Charter: Preparation Guidelines

Tip:  Convert “problem” to “process problem” and then prepare a SIPOC prior to developing Charter (Scoping document)

	1. PROJECT NAME
	Best Practice: Include an Action Verb (What we want to do) + Noun (What do we want to impact or improve?)
Such as “Reduce the number of days to hire a new employee”.

	2. DATE SUBMITTED OR REVISED
	Original date and current date

	3. REASON FOR IMPROVEMENT 
(Why is this important to the organization)
	What we want to improve, and why.
For problems: What is occurring, what is happening, what “pain” are we and/ or our customers experiencing? What is wrong or not working? Best practice: tie directly to customer pain.
When did this problem start?  How long has it been going on?
Where does it occur?
How much, or what is the extent or magnitude of the problem?
For opportunities (such as replication and innovations): what is the opportunity? Why should we pursue this opportunity? Why now?

	4. TARGETED OUTCOMES (Often informed by visioning process and interviews)
	· What are the specific outcomes we expect?  Such as: “Reduce number of days for this process by 50%”.
· Which metrics will this project impact (ties in Section 7 of this scoping document)?

	5. RESOURCES FOR THIS PROJECT
	Names and Roles

	5.1. Project Sponsor
	The person who is accountable for the success of the project.

	5.1a. Process Steward (if different from Sponsor)
	The person who is accountable for the ongoing monitoring and success of the process that will be improved by this Project (if different from the Sponsor).

	5.2. Sponsor Coalition / Co-Sponsors (Steering Committee)
	Executives and managers in the Sponsor’s “Coalition” who will be working with the primary Sponsor to ensure the success of the Project.

	5.3. Project Leader
	The person appointed by the Sponsor who is responsible for leading the effort.

	5.4. Project Team Members
	the extent possible, make sure all process steps are represented by people who do the work. Best practice: keep team to 5 to 10 members.  To
Best practice: integrate a customer on the team (especially when the customer is internal to CDOT).

	5.4a “Fresh Eyes”
	A person assigned to the Project Team who is NOT typically involved with the process, someone who will provide a “Fresh Eyes” perspective to the Project Team.

	5.5. SMEs
	Subject Matter Experts (SMEs) who may help the Core Team occasionally. This may include people within CDOT; people in other state Departments; and /or external customers, suppliers, and partners.

	5.6. Mentor / Sensei (optional in some cases):
	Lean Expert (sometime known as a “Sensei”) who will mentor and coach a less-experienced Project Leader. Optional for an experienced Project Leader.


	6. KEY CUSTOMER, AND OTHER STAKEHOLDERS
(Note any key “segments” here)
	1. PRIMARY CUSTOMER (required) - Who is the primary customer of this process? Who is the “end-use” customer who will directly benefit from the improvement?
2. OTHER CUSTOMERS / STAKEHOLDERS - Who are the other stakeholders (beyond the primary customer)? And, what is their “stake” in this process?
3. IMPACTED PEOPLE - Who will be impacted by the project (who will have to change what they are doing based on the outcomes of the Project)?


	7. PROJECT METRIC(S) AND TARGETS
(How will we measure success? Typical metrics include impact on efficiency, effectiveness, elegance, and cost)
	7a. Outcome
	7b. Process
	7c. Consequential

	
	Outcome metric AND target – optional, but very often useful to develop a process metric!

Typically, these are lagging metrics that measure outcomes from performing the process, and our level of performance to customer requirements.
	Process metric(s) – required!

Typically, these are “leading” metrics, upstream from output and outcome metrics) – required

Input metrics are also sometimes useful (optional)

(Note: assistance on developing metrics is available on process improvement website)

	Optional:

“Consequential measures” keep track of possible unintended adverse consequences, so that an improvement in one area does not adversely affect another

	8. SCOPE LIMITATIONS
(Where are the boundaries?)
	8a. In Scope
	8b. Out of Scope

	
	Start and End steps in the process.

Other considerations, such as which Divisions / Regions are included?


	
What is specifically NOT included (such as specific Regions or Divisions, or certain types of products or situations, such as “non-infrastructure”).

	9. WORKPLAN (High-level Summary)
	Timeline and Key Activities

	
9.1 Charter the Improvement Effort
	
· When will the Project’s scoping document (charter) be completed and approved?
· When will the vision and the target condition for the process be established by the Sponsor Coalition (Steering Committee)?
· When will Project Workplan be completed (including integration of “the people side of change” (change management) considerations)?
· Start Project summary, and fill in “header” lines (people) and Step 1, “Reason for Improvement” of the process improvement methodology.


	
9.2 Improvement Project Kickoff
	
· When will the project “kick-off”?  
· At kick-off, Steering Committee, Project Leader and Project Team member positions must be filled.


	
9.3. Establish Current State and Future State Opportunities
	
· When will the “current state characterization” occur?
· When will the “future state characterization” occur?
· These two items are typically (though not always) done together, often during a single “Rapid Improvement Event” (RIE); this is typically about 4-6 weeks from Project kick-off. 
· If project cannot be completed within these guidelines, reduce initial scope or phase into multiple projects.
· Includes Step 2, “Initial State”, and “Step 3”, “Target State” of the process improvement methodology; and starts into Step 4, “Gap Analysis”.


	
9.4. Conduct Gap Analysis, Develop Alternatives for Solution, and Test Solutions 

	
· When will the gaps be analyzed and solutions developed and tested?
· These two items are typically (though not always) done together, often during a single “Rapid Improvement Event” (RIE) that also includes the Current State and Future State.
· Includes Step 4, “Gap Analysis”, Step 5, “Possible Solutions” and Step 6, “Rapid Experiments”, of the process improvement methodology


	
9.5. Execute 
Improvements
	
· Includes Step 7, “Complete Implementation”, Step 8, “Evaluate Implementation” of the of the process improvement methodology.


	
9.6. Develop Sustainment Plan, and Identify Insights from Project
	
· Includes Step 9, “Insight” of the of the process improvement methodology.
· Close out the Process Improvement Project.
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