Project Briefing/Team Charge Document

Background: Why are we doing this? What problem is this supposed to solve? Why is this important to our strategic plan?  
Project Brief/Team Charge:  What is this person or team expected to achieve? Clearly articulate what will constitute success. 

This will include undertaking the following activities:

1. What are the specific things that this person/team will undertake? 

Deliverables/Impact:

1. What are the physical deliverables?  Will it be a new product, a plan, a specific improvement?  Are there any measurables associated with success, such as shorter lead time, decreased costs, increased sales, etc.? 

Decision Making/ Level of Authority:  Is this person or team able to make decisions regarding actions, hiring, purchasing, etc?  If so, to what degree?  When should senior management be consulted?  Is the team expected to simply gather information for a decision by others at a later time or to make decisions on behalf of a team or the organization?  

Team Members:  Who will be working on this project?  Who will be a consultant on the project?  

Budget:  What amount can this person or team spend on this project? 
Timeline:  What are the specific milestone dates and final dates that must be met to meet the expectations of the management team?  Are there any financial considerations for delivery before time?  Within time and below budget?  

Facilitation:  Will this be a self-facilitated process or will someone be appointed to facilitate the project team meetings?  If so, what is the specific role of the facilitator?  

