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Project Charter Template

1. Project Overview
	Field
	Description
	Your Information

	Project Name
	What are you calling this project?
	Example: Reducing Patient Wait Times

	Project Sponsor
	Who is supporting this project?
	Example: American Osteopathic Association (AOA), Department Lead

	Project Lead
	Who will manage this project?
	Example: Dr. John Doe, Lead DO

	Start Date
	When does the project start?
	

	End Date
	When do you expect to finish?
	



2. Project Purpose
	Field
	Description
	Your Information

	Problem
	What issue are we trying to fix?
	Example: Patient wait times are too long, affecting patient satisfaction.

	Goal
	What do we want to achieve?
	Example: Reduce wait times by 20% in the next 6 months.

	Why It Matters for DOs
	How does this align with osteopathic care principles?
	Example: Improving wait times enhances holistic, patient-centered care.



3. Project Scope
	Field
	Description
	Your Information

	In Scope
	What areas will the project focus on?
	Example: Patient check-in, scheduling, and rooming processes.

	Out of Scope
	What areas are NOT part of this project?
	Example: Changes to clinical treatment procedures or staffing levels.



4. Key Stakeholders
	Field
	Description
	Your Information

	Stakeholders
	Who is impacted by this project?
	Example: DOs, patients, nurses, administrative staff.

	Role in the Project
	What role will each person or group play?
	Example: DOs will lead implementation, clinic admin staff will support scheduling changes.






5. Project Goals and Deliverables
	Field
	Description
	Your Information

	Key Deliverables
	What will the project produce?
	Example: New scheduling process, patient communication materials, updated intake procedure.

	Specific Goals
	What measurable outcomes do we expect?
	Example: Reduce wait times by 20%, improve patient satisfaction by 10%.




6. Project Timeline
	Field
	Description
	Your Information

	Milestones
	Major stages of the project.
	Example: Redesign intake by April 1, 2024; Test changes by June 1, 2024.

	Overall Timeline
	Timeline from start to finish.
	Example: Planning: March 1 - March 15, 2024; Implementation: April 1 - August 1, 2024.



7. Resources Needed
	Field
	Description
	Your Information

	Budget
	What’s the estimated cost?
	Example: $10,000 for software upgrades, training materials, extra admin hours.

	Other Resources
	What other resources (people, tools, systems) do we need?
	Example: IT support for scheduling system updates, extra admin help to manage changes.



8. Risks and Assumptions
	Field
	Description
	Your Information

	Risks
	What could go wrong?
	Example: Staff may resist changes, or patients may need extra help adjusting to new scheduling methods.

	Mitigation Plan
	How will we handle these risks?
	Example: Hold regular staff meetings to address concerns; provide clear instructions for patients.

	Assumptions
	What assumptions are being made for this project?
	Example: Assume that clinic systems can support the scheduling changes.







9. Success Criteria
	Field
	Description
	Your Information

	Success Criteria
	How will we know if the project is successful?
	Example: Success = 20% reduction in wait times and 10% improvement in patient satisfaction within 6 months.




10. Approval
	Field
	Description
	Your Information

	Project Sponsor Approval
	Signature of the person sponsoring the project.
	Signature: ___________________ Date: ___________

	Project Lead Approval
	Signature of the person managing the project.
	Signature: ___________________ Date: ___________



Instructions:
1. Fill in each section: Keep it simple and focus on the key areas of your project.
2. Discuss with your team: Ensure everyone involved understands their role.
3. Get approval: Make sure your sponsor and project lead approve before starting the project.
4. Use as a roadmap: Refer back to the project charter throughout the project to stay on track.
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