Charter

Purpose/Definition: The charter is a  tool that provides clear description of the project and its purpose,  along with identifying the authority and resources to accomplish the purpose of the project.  It clarifies team expectations, keeping the team focused and aligned with organizational priorities. Used in the Define phase.

During the project, the charter: 

· Defines objectives and intent of the team - assures a common objective among team members 

· Defines the work effort and its intended results to the rest of the program 
· Keeps the team focused - allows the team to determine if its activity is relevant and on-track
· Defines boundary conditions and helps the team determine when to raise an issue 

· Helps control scope of team's efforts and re-negotiate its objectives or boundary conditions 

Instructions:  To use as a template, please save a copy by clicking on the save icon.  The first 2 pages are worksheets to assist you in critically thinking about your project in order to complete your  charter. Not all questions may be pertinent to you, but the more questions you can answer, the better off you’ll be.  The third page is the template for your charter.
	Suggested Questions to Consider
	Your Notes

	Purpose

What is the problem or problems customers have with the product or service? (This is your problem statement; example: Phone calls are dropped 25% of the time in Clinic XYZ over the past year)
What is important to the customers about the product or service?  (Example:  customers want to reach the clinic directly without listening to an automated phone message or having to wait for a live person)

What is the team’s objective?

a. Improve an existing process (e.g., Improve existing phone tree  process)

b. Design a new process (e.g., Design a new outpatient testing process)

c. Design a new system (e.g., Design a patient-focused care system) 
	

	Importance

What is the impact of the improvement 

1. For the Customer?

2. For the business? (how does it fit into the strategic plan of innovative care, excellent service, exceptional outcomes, strategic support)?

3. For the employees?


	



Charter Worksheet, continued

	Suggested Questions to Consider
	Your Notes

	Scope (Focus and Direction)

What specific parts of the process will you focus on?

What areas are inside and/or outside the work of the team?  

What are the boundaries (define start & end points)?
	

	Measures

What is the measure/metric you will track? (may have >1)
Will you track defects or successes? ( i.e. decrease lab draw errors by 50%, increase smoking cessation counseling to > 97% )
How much improvement is need by when? (Examples: Increase measure by 25%, achieve > 90% by June 2009)

	

	Deliverables  
What must the team deliver to be successful?

Include:
1. goal (Example: Improve process to decrease lab errors by 50%)

2. date for project completion
3. who the results will be shared with? (may include individuals and/or internal committees (list names/committees)
4. how the results will be communicated

	

	Resources (Refer to Effective Meetings on Website for Team Role responsibilities)
Who is the team accountable to?

Who is sponsor?

Who is the team leader?

Who are the team members?

Who is the facilitator?

What budget does the team have?

Who should approve expenditures?

How much can the team spend without seeking additional authority?
	



Charter Title:


Date:

	Problem Statement:       
Purpose:       

	Importance: (Provide a 1 sentence description of how the project relates to one or more of the UIHC Strategic Plan Domains- Clinical Quality & Service, Research, Education, People & Diversity, Growth & Finance) 

	


	Scope:  


	Measures:  


	Deliverables (Include a Completion Date):  


	Resources:

	
	Sponsor(s):
	

	
	Team Leader:
	

	
	Team Members:
	


	
	Team Facilitator:
	

	
	Other:
	


DMAIC Timeline:
	Performance Improvement Steps
	Target Completion Date
	Actual Completion Date

	Define Phase
	
	

	Measure Phase
	
	

	Analyze Phase
	
	

	Improve Phase
	
	

	Control Phase
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