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	Project Charter Checklist
	



GATHERED INFORMATION
· Background information

· The Feasibility report

· Interviewed the Sponsor

CREATED AN OBJECTIVE STATEMENT
· What

· Established Success Measures

· Why

ESTABLISHED SCOPE
· In

· Out

· Deliverables

DETERMINED STAFFING

· Calendar

· Effort Estimates

· Resource Leveling

· Detail Planning (how deliverables will be created)

· Critical Path

· Dependencies & relationships between tasks

COSTS

· Internal (currently $30/hour)

· External (use actual)

· Is IT involved?

· One Time

· On-Going

BENEFITS

· Hard (you can quantify and prove)

· Soft

· One Time

· On-Going

· Pay Back Period

KEY THINGS TO DOCUMENT

· Assumptions

· Constraints

· Dependencies

RISKS

· Identify

· Determine Impact & Probability

· Develop Contingency Plans

· Monitor
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