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1. Project Objectives:

· Succinctly state the purpose of the project, focusing on what will be different because this project has been undertaken.
· Include relevant context/ background information and the rationale for the project (i.e., why the project is necessary). This information should reinforce the business reasons for undertaking the project.
· The objectives should be clearly stated and must be agreed to by the project sponsor and any working or steering groups.
· The objectives should be specific, attainable, measurable and clearly stated so that the intent is understood and the results can be measured.
2. Project Scope:

· State what work, processes, or activities are “in scope” and “out of scope”. Scope “creep” is an important contributor to project failure.
· For multi-year projects, define the time period for which this scope applies.
3. Roles and Responsibilities:

· Identify project lead, team members and other key resources across the Ministry (and potentially other agencies if there is shared responsibility for the project).
· Identify area of representation, function and role on the project team.
· Identify internal roles and responsibilities among sections, divisions and region/Victoria work units.
· In addition to the core team, identify members of steering committees, advisory committees and other groups involved in the project.
· It may be useful to summarize this information in a table.  For example:
	Name
	Role
	Responsibility

	C. Peters
	Project Sponsor
	See Appendix 1

	M. Madsen
	Project Lead
	See Appendix 1

	K. Calder
	Team member
	Develop methodology and

	
	
	reporting tools

	S. Smirk
	Team member
	Data analysis

	P. Walker
	auditor
	Conduct site visits

	J. Murdoch
	Team member
	Summarize and

	
	
	communicate results

	Etc.
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4. Methodology

· Briefly describe project methodology, if it has been determined.
· Particularly where more than one region is involved, consider using a standardized data collection form to facilitate compilation and analysis of the findings.
5. Key Stakeholders:

· Highlight stakeholders (internal and external) whose interests must be considered throughout the project
i.e.a)  who are you inspecting?

b) who has an interest in your results?

–   the sponsoring program

– the organization or business that is the focus of the compliance

–   other programs in the ministry?

–   an industry association?

· Briefly summarize their interests, expectations and any potential issues or concerns.
6. Potential Issues or Constraints:

· Identify and communicate key issues or constraints that may affect the project results and develop a clear plan to address the concerns.
· Detail the types of barriers or risks to successfully completing the project and identify activities/deadlines which may affect the success of the project.
· Highlight contingencies to address issues of significant non-compliance or immediate threats to the environment/ human health.
7. Project Milestones:

· Establish the major milestones for the project and the schedule at which each of these milestones must be met.
· At the outset of the project an initial time estimate should be made for each phase or activity (e.g. field work, data summary, analysis).
· Once a more detailed work plan is prepared, this section should be updated to update the project schedule.
· Establish any review points at which the project requires further authorization.
· This information can be effectively summarized in table form:
	Project Milestone
	Timeline for
	Responsibility

	(key activities or outputs)
	Completion
	

	Vet  project  charter  with  all  team
	July 15
	M. Madsen

	members
	
	

	Methodology and tools finalized
	July 30
	K. Calder
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	Field investigations
	Aug 6 – Sept. 29
	P. Walker

	Data Analysis
	Oct. 2004
	S. Smirk, P. Walker

	Summarize results
	Nov. 10
	J. Murdoch

	1 draft internal report & circulate
	Nov. 30
	J. Murdoch

	for comments
	
	

	Final draft internal report
	Dec. 15
	J. Murdoch


8. Analysis and Reporting:

· Briefly describe the primary audience for the project results, and the form that “reporting” will take. For example, will results be made public, or kept for internal use only? Will a comprehensive provincial overview report be produced or detailed regionally-specific reports? Will a concise summary report suffice?
· When it is anticipated that a formal report will be produced for public audiences, Public Affairs Bureau should be consulted during the early stages of the project.
· At a minimum, project results should be shared with the “client”, and made available to all appropriate program staff in the Division. Other target audiences for release of findings include:
· All ministry staff
· Other provincial agencies
· Other government agencies (Local, Federal)
· Industry/ Business associations
· General public
9. Budget:

· Summary of budget requirements for current and future fiscal years.
· Identify funds currently secured for the project, and the unsecured funds necessary to complete the project (unsecured funding should also be identified under Potential Issues or Constraints.
Example:

	Project Expense
	$
	
	Source

	Travel
	$1,500
	
	Participants base

	
	
	
	budget

	Equipment – specify
	$2,000
	
	ESD Capital budget

	Contract for specialized
	$1,000
	
	Unsecured

	data analysis
	
	
	
	

	Materials & supplies
	$500
	
	ESD Region base

	(printing materials, etc.)
	
	
	budget

	Total
	$6.000
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Appendix 1

Roles and Responsibilities

Project Sponsor

· Sponsors shape and define the project purpose and scope, but do not have day-to-day responsibilities for project planning and implementation.
· Specifically, the sponsor’s role is to::
–   Provide strategic guidance and direction

– Champion the project within division, business area (s) or stakeholder organizations

–   Liaise with senior ministry staff

–   Ensure the necessary resources are available

– Assist Project Lead to resolve cross-ministry and cross-divisional issues, if necessary

–   Approves Project Plan (upon request)

Project Lead

· The success of a project is directly linked to the skills and commitment of the project lead. This position requires an individual commitment, as well as the support of one’s immediate supervisor. This commitment should be documented in an EPDP.
· Specifically, the project lead’s role is to:
– Prepare and get approval for the Project Plan (scope, deliverables)

– Provide day-to-day project management, overall business direction, and set priorities

–   Ensure resources are available for project

– Effectively manage the project, the project team and the project activities to successful completion

· Manage the time, scope, quality and cost aspects of the project
· Manage risk, issues tracking and resolution
· Monitor overall progress
· Identify and manage stakeholders
· Set the climate for the team
· Resolve inter-project issues
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