Program Charter Template V2.0 (May 2012) Instructions
Guidance on the Business Capability Lifecycle (BCL) process should be referenced in “Business Capability Lifecycle (BCL) Guide”, February 2011.  Policy should be referenced in Directive-Type Memorandum (DTM) 11-009, “Acquisition Policy for Defense Business Systems (DBS)”. For additional information on Program Charter content, Sections 2-10 of the Program Charter correspond to the nine knowledge areas of The Standard For Program Management, Second Edition, Project Management Institute, Inc.

Who Should Use This Template
This template is meant for use by the Program Manager (PM), Functional Sponsor, and their designates to document the managerial methods, responsibilities, and governance to execute BCL for a DBS.   

How to Use This Template
The Program Manager (PM) and the Functional Sponsor are jointly responsible for the information in the Program Charter. 
This cover page and the shaded boxes throughout this template are provided as instructions/examples and MUST BE REMOVED prior to submission. Also, text bounded by carrots (e.g., <Insert XYZ here>) MUST BE REPLACED with your content.
This template contains suggested content to support effective utilization of a Program Charter across BCL. For readability and clarity, tailoring of the format and content may be appropriate. 
Artifacts relating to the Program Charter (for example, the Business Case) may be included as references or hyperlinks.

Why Develop a Program Charter?
The information in the Program Charter will be used to ensure that appropriate program governance processes and government/contractor interaction protocols are planned for and instituted. This is an internal control document that helps guarantee maximum effectiveness of achievement of the outcomes described in the Business Case. 

NOTE:



The content in this Program Charter Template is subject to change based on incorporation of user feedback and lessons-learned, as well as ongoing efforts to improve BCL processes and procedures.
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[bookmark: _Toc317154401][bookmark: _Toc317154406][bookmark: _Toc317760377]Purpose 
	What:
A description, within the context of the specific Component / organizational environment, of the role the Program Charter will serve and the intended result(s) it seeks to achieve, in concert with the Business Case. 
Example:
The purpose of this Program Charter is to identify the managerial methods and standards for achieving program goals for the XYZ program.  The intended outcome of this version is to obtain the approval of the CAE.
Length:
1 paragraph



<Insert purpose here>

[bookmark: _Toc317760378]Program Governance and Integration
	What:
A description of the managerial methods and standards for ensuring that “decision-making and delivery management activities are focused on achieving program goals in a consistent manner, addressing appropriate risks, and fulfilling stakeholder requirements.”[footnoteRef:1] Includes identification of key personnel and their roles and responsibilities in executing the program / achieving the outcomes defined in the Business Case and how those individuals interact and integrate.  [1:  The Standard for Program Management – Second Edition, Newtown Square, PA: The Project Management Institute, 2008.] 




[bookmark: _Toc317169902][bookmark: _Toc317169917][bookmark: _Toc317760379][bookmark: _Ref324843507][bookmark: _Ref324843528][bookmark: _Ref324843548][bookmark: _Ref324843565][bookmark: _Ref324843582][bookmark: _Ref324843609]Roles and Responsibilities
	What: 
Identification of the Program Manager (PM), Functional Sponsor and other key personnel; a description of team roles / roles of critical program members and their responsibilities.
Length:
1 to 2 pages
Notes:
This should include individual roles (e.g., PM, Functional Sponsor, Configuration Manager, Requirements Manager, etc.) as well as team roles (e.g., Program Management Office (PMO), Systems Engineering, IOT&E, etc.).
Consider using a responsibility assignment matrix (RAM) where activities are listed on the left of the matrix and roles are listed at the top of the matrix.  In the intersection of the roles and associated activities, define whether the role is responsible, accountable, supportive, consulted, or informed regarding the activity: 
· Responsible (R).  Conducts the work necessary to achieve identified outcomes.
· Accountable (A).  The approver; delegates work to “Responsible”.
· Supportive (S).  Assists “Responsible” in completing the activity or task.
· Consulted (C).  Provides information used to conduct the activity, for example input from a subject matter expert. Involves two-way communication.
· Informed (I).  The role notified of the result of the activity. Involves one-way communication. 



<Insert program roles and responsibilities tables and/or matrices, as appropriate>

[bookmark: _Toc317760380]Governance Structure
	What:
The organization structure for the program, including: program oversight and PM, Functional Sponsor, PMO, integrated Government team(s), and contractor team(s).
Length:
As appropriate



<Insert program organization chart(s) or table(s) here>  

[bookmark: _Toc317760381]Integration
	What:
A description of the necessary interaction between functional and acquisition communities within the Component and the necessary interaction between Component and Office of the Secretary of Defense (OSD) personnel.  A description of factors of when interactions must occur (timing) and if they occur on a critical path.  
Length:
1 page



<Insert discussion of integration here>  

[bookmark: _Toc317760382]Program Management
	What:
A description of the managerial methods and standards for conducting Program Management, to include update and completion of the Program Charter. This description will include, but not be limited to:
Change management;
Procedures and practices for monitoring and controlling all increments within the program (e.g., issue escalation procedure);
Program and increment initiation (e.g., kickoff meeting);
Program and increment closure (e.g., close-out report); and
Documenting governance-related decisions or outcomes.
Length:
1 to 3 pages
Note:
Defined as the “processes and activities to identify, define, combine, unify, and coordinate multiple aspects of the program”, such as people, teams, and activities, “as well as coordinate the various processes and program management activities within these aspects.” [footnoteRef:2]  [2:  The Standard for Program Management – Second Edition, Newtown Square, PA: The Project Management Institute, 2008.] 




<Insert planned program governance managerial methods and standards here, OR provide a reference if it is included in a standalone document>
[bookmark: _Toc317154412][bookmark: _Toc317154421][bookmark: _Toc317162893][bookmark: _Toc317169928][bookmark: _Toc317162895][bookmark: _Toc317169930]
[bookmark: _Toc317760383]Scope Management
	What:
A description of managerial methods and standards for scope management, including:
Requirements management; 
Prioritizing stakeholder requirements;
Identification of program deliverables;
Managing acceptance criteria;
Administering change management;
Conducting reviews; and
Developing the work breakdown structure (WBS).
Length:
1 to 2 pages
Notes:
Scope Management is defined as the activities that identify the deliverables and establish the relationship between product scope and program scope, while setting standards for clear achievable objectives. [footnoteRef:3] [3:  The Standard for Program Management – Second Edition, Newtown Square, PA: The Project Management Institute, 2008.] 

Do not include the WBS in the Program Charter.
Update the Roles and Responsibilities Section (Program Charter Section 2.1) to include scope management processes, as appropriate.



[bookmark: _Toc317760384]Program Scope
Refer to the Business Case for the program’s approved scope (i.e., the High-Level Outcomes, Business Outcomes, and Program Outcomes).

[bookmark: _Toc317760385]Scope Management Methods and Standards
<Insert planned scope management methods and standards here, OR provide a reference if it is included in a standalone document>

[bookmark: _Toc317760319][bookmark: _Toc317760386][bookmark: _Toc317760387]Schedule Management
	What:
A description of the managerial methods and standards for program schedule management, including:
Construction of the program’s Integrated Master Schedule (IMS); 
Determination of resource assignments; 
Assignment of  task durations; 
Creation of program package dependencies; 
Establishment of change management; 
Defining planned schedule controls; and 
Establishing program performance reporting.
Length:
1 to 3 pages
Notes:
Schedule Management is defined as “the processes for scheduling the defined program [elements] and entities necessary to produce the final program deliverables, including: determining the order in which the individual [elements] are executed, the critical path for the program, and the [program] milestones.”[footnoteRef:4]  [4:  The Standard for Program Management – Second Edition, Newtown Square, PA: The Project Management Institute, 2008.] 

Update the Roles and Responsibilities Section (Program Charter Section 2.1) to include schedule management processes, as appropriate.



[bookmark: _Toc317760388]Program Schedule
Program Schedule:  Refer to the Business Case for the program’s approved schedule. 

[bookmark: _Toc317760389]Schedule Management Managerial Methods and Standards
<Insert planned management managerial methods and standards here, OR provide a reference if it is included in a standalone document>

[bookmark: _Toc317759982][bookmark: _Toc317760323][bookmark: _Toc317760390][bookmark: _Toc317760391]Risk Management
	What:
A description of the methods and standards for program risk management, including: 
Applicability of a Risk Management Plan (see the “Risk Management Guide for DoD Acquisition”, August 2006); 
Issues management for when risks materialize and become issues; 
Recording, reviewing, and reporting risks;
Risk analysis; and 
Risk mitigation.
Length:
1 to 3 pages
Notes:
Risk Management is defined as “the processes involved with identifying, analyzing, and controlling risk for the program”.[footnoteRef:5]   [5:  The Standard for Program Management – Second Edition, Newtown Square, PA: The Project Management Institute, 2008.] 

Update the Roles and Responsibilities Section (Program Charter Section 2.1) to include risk management processes, as appropriate.



<Insert planned risk management methods and standards here, OR provide a reference if it is included in a standalone Risk Management Plan (RMP)>

[bookmark: _Toc317760392]Procurement Management
	What:
A description of the methods and standards for procurement management, including: 
Procurement planning; 
Market investigation; 
Source selection criteria; 
Request for proposal (RFP); 
Cost and technical evaluation of proposals; 
Negotiations; 
Contract management; and 
Procurement performance reporting.
Length:
1 to 3 pages
Notes:
Procurement Management is defined as “the processes, inputs, tools and techniques, and outputs associated with performing procurement for a program”.[footnoteRef:6] [6:  The Standard for Program Management – Second Edition, Newtown Square, PA: The Project Management Institute, 2008.] 

Do not include acquisition sensitive information in this document.
Update the Roles and Responsibilities Section (Program Charter Section 2.1) to include procurement management processes, as appropriate.



<Insert planned procurement management methods and standards here, OR provide a reference if it is included in a standalone document>

[bookmark: _Toc317760393]Financial Management
	What: 
A description of the methods and standards for financial management, including: 
Program financial monitoring, control, change requests, forecasting, and corrective actions; and
The methods for earned value management, as applicable.
Length:
1 to 3 pages
Notes:
Financial Management is defined as the processes for “identifying the program’s financial sources and resources, integrating the budgets of the individual program elements, developing the overall budget for the program, and controlling costs throughout the lifecycle”.[footnoteRef:7] [7: See above.] 

Update the Roles and Responsibilities Section (Program Charter Section 2.1) to include financial management processes, as appropriate.



[bookmark: _Toc317760394]Program Budget
Refer to the Business Case for the program’s approved budget.


[bookmark: _Toc317760395]Financial Management Managerial Methods and Standards
 <Insert planned financial management methods and standards here, OR provide a reference if it is included in a standalone document>

[bookmark: _Toc317760396]Stakeholder Management
	What:
A description of the managerial methods and standards for stakeholder management, including: 
Identification of the method for stakeholders to submit change requests; 
Identification of stakeholders; 
Identification of method for conducting stakeholder analysis; and 
Plan to develop stakeholder management strategy
Length:
1 to 3 pages
Notes:
Stakeholder Management is defined as the processes for identifying “how the program will affect stakeholders and developing a communication strategy to engage the affected stakeholders, manage their expectations, and manage acceptance of program objectives”.[footnoteRef:8]  [8:  The Standard for Program Management – Second Edition, Newtown Square, PA: The Project Management Institute, 2008.
] 

Update the Roles and Responsibilities Section (Program Charter Section 2.1) to include stakeholder management processes, as appropriate.



<Insert planned stakeholder management methods and standards here, OR provide a reference if it is included in a standalone document>

[bookmark: _Toc317759989][bookmark: _Toc317760330][bookmark: _Toc317760397][bookmark: _Toc317760398]Communication Management
	What:
A description of the methods and standards for communication management, including: 
Analysis of communication requirements based on stakeholder information needs; 
Development of a communication management plan; 
Identification of communications aspects of the program that are managed externally from the program; and 
Identification of the tools and reports participating in communications management (e.g., status reporting).
Length:
1 to 3 pages
Notes:
Communication Management is defined as the processes for “ensuring timely and appropriate generation, collection, distribution, storage, retrieval, and ultimate disposition of program information”.[footnoteRef:9] [9:  The Standard for Program Management – Second Edition, Newtown Square, PA: The Project Management Institute, 2008.] 

Update the Roles and Responsibilities Section (Program Charter Section 2.1) to include communication management processes, as appropriate.



<Insert planned communication management methods and standards here, OR provide a reference if it is included in a standalone document>
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