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University of Phoenix Material/Darin Burgess 10/31/2016
Preliminary Project Charter Worksheet
Instructions: Complete this project charter worksheet according to the instructions in section 4.1 of A Guide to the Project Management Body of Knowledge. 
1. Project title: New Compliance Processing
2. High-level project scope (less than 50 words)


Formulating a new compliance process that will allow communication to be more prevalent throughout the organization and will create a more unified procedure during work performance and better provide a gage structure for production incentives annually.
3. Problem to be solved or opportunity to be realized by this project (less than 25 words)


This process will hold everyone in compliance accountable to communicate every aspect of their findings whether positive or negative to management and management to staff.
4. Project purpose or justification including specific measurable business impacts or results (less than 50 words)

To improve relationships amongst departments to ensure compliance requirements are being met. This is predicated on good communication which will give a better scope on how to coach and develop employees to meet or exceed standards. The results will be better production and incentives.
5. Measurable project objectives and related success criteria including metrics (Provide three to four objectives with metrics)
· Indentifying isolated compliance measures and integrating them
· Examining and improving security measures
· Automation can help with any weakness within compliance (eliminate human error)
· Documentation indicating employee responsibility
6. High-level requirements (less than 100 words)


The new compliance processing team will consist of leadership members from various departments, one or two members of IT department, human resources, an associate and the project manager. There will be weekly brainstorming sessions that will mitigate any problems or concerns that already exist in the process. These meetings will take place when business production is very low and doesn`t take precedence when business is high. Lastly, stakeholders and senior management needs to be well informed throughout the whole process. 
7. High-level risks (less than 100 words)


If not properly orchestrated, production can be effected and management can shutdown the project. Another risk is that if human resources doesn`t comply with industry regulation, criminal penalties could be a result to the point of imprisonment.  Lastly, getting all departments on the same page can promote a challenge or delay, because they can feel that their department may or may not need certain changes that are being discussed, which can be a distraction and affect team building. 
8. Summary of high-level milestones schedule (identify the major deliverables and subtasks)
1. Creating an accurate compliance process
· Ensuring consistent communication from top to bottom
· Constant brainstorming with other departments
· Privacy and security measures are met
       2. Researching the process
· Getting feedback from employees
· Getting IT involved to give pros and cons
· Understanding policy and procedures under compliance protocol
        3. Implementation of the process
· Documenting what has been determined as the process
· Making it clear to employees of their responsibilities, through meetings and training efforts
· Holding management accountable of any updates or changes to the process and keeping the organization abreast.
9. Summary of high-level budget including expense dollars, capital dollars, and headcount (identify costs for major deliverables and tasks identified in the preceding milestone schedule)
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	Deliverables
	Headcount
	Budget
	Duration          Start Date

	
	400 employees
	
	

	New compliance Project
	1
	0
	0 day                 April 06, 2012

	Presentation
	3
	0
	1 day                 April 06,2012

	Reviewing process in place
	3
	0
	2 days                 April 07,2012 

	Consulting departments
	5
	0
	4 days               April 09. 2012 

	Identifying issues
	5
	0
	5 days               April  13, 2012

	
	
	
	

	Reviewing Policy & Security
	1
	0
	2 days             April 20, 2012

	Employee insight
	5
	0
	1 wk                April 22,2012

	IT feedback report
	4
	$20,000
	45 days             April 29, 2012

	Documenting the process
	1
	$1,500
	3 days             June 15, 2012

	Meetings and Training
	400
	$12,000
	1 month         June 20, 2012

	Total
	428
	$47,500
	3mths & 3 days


