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PROJECT CHARTER 
DESIGNING AN ELECTRONIC PERFORMANCE SUPPORT SYSTEM 

 
Introduction and Authorization: 
This Charter formally authorizes David Graham to develop and implement a new electronic 
performance support system for use in the WidgetMart group. A project plan will be developed 
and submitted to the Project Sponsor for approval.  The project plan will include: scope 
statement; schedule; cost estimate; budget; and provisions for scope, resource, schedule, 
communications, quality, risk, procurement, and stakeholder management as well as project 
control. All resources will be assigned by the Project Sponsor, Davey Jones, Technical Writer.   
 
Purpose and Scope: 
The purpose of the electronic performance support system project is to update and replace the 
existing training and performance support materials with a system that is entirely online. This 
project meets WidgetMarts’s need for improved efficiencies to training of associates and 
managers in the day-to-day operations. The project deliverables shall include an online 
presentation of the electronic performance support system design, testing, implementation of an 
integrated system for use with existing IT infrastructure, and a user’s guide.  The objectives of 
the project are to standardize online training on the electronic performance support system of 
field edits, prompts, and error messages that provides the necessary knowledge or tools to 
perform the task on demand or in the background. This would redefine the work in the stores and 
would allow managers and associates to focus on tasks that require human intervention.  Success 
will be determined by the Project Sponsor once the system is implemented and a fully functional 
online electronic performance support system has been completed that meets the objectives with 
no discrepancies. 
 
Project Manager: 
The Project Manager, David Graham, is hereby authorized to interface with management as 
required, negotiate for resources, delegate responsibilities within the framework of the project, 
and to communicate with all contractors and management, as required, to ensure successful and 
timely completion of the project.  The Project Manager is responsible for developing the project 
plan, monitoring the schedule, cost, and scope of the project during implementation, and 
maintaining control over the project by measuring performance and taking corrective action. 
 
Period of Performance: 
The project plan will be submitted and approved in accordance with the milestone schedule 
below.  Upon approval of the project plan resources will be assigned to the project and work will 
commence within 5 business days.  The Project Sponsor must approve any schedule changes 
which may impact milestones. A detailed schedule will be included in the project plan. The high 
level milestone schedule is:  
Oct, 26, 2016– Project Plan Complete and Approved 
Dec 18, 2016 – EPPS Design Completed 
Jan 31, 2017 – Testing Completed 
Feb 28, 2017 – Beta Testing Completed 
Apr 1, 2017 – Implementation Completed 
May 26, 2017 – Evaluation of Project Completion 



  4 

Scope Management Plan  
 
 
 
INTRODUCTION 
 
The Scope Management Plan provides the scope framework for this project. This plan 
documents the scope management approach; roles and responsibilities as they pertain to project 
scope; scope definition; verification and control measures; scope change control; and the 
project’s work breakdown structure.  Any project communication which pertains to the project’s 
scope should adhere to the Scope Management Plan.   
 
This project is for developing and implement a new electronic performance support system 
(EPSS) for use in the WidgetMart group. This includes development of the EPSS, all 
programming and coding, and testing/validation of the EPSS.  No external resources or 
outsourcing are anticipated for this project. 
 
SCOPE MANAGEMENT APPROACH 
 
For this project, scope management will be the sole responsibility of the Project Manager.  The 
scope for this project is defined by the Scope Statement, Work Breakdown Structure (WBS) and 
WBS Dictionary.  The Project Manager, Sponsor and Stakeholders will establish and approve 
documentation for measuring project scope which includes deliverable quality checklists and 
work performance measurements.  Proposed scope changes may be initiated by the Project 
Manager, Stakeholders or any member of the project team.  All change requests will be 
submitted to the Project Manager who will then evaluate the requested scope change.  Upon 
acceptance of the scope change request the Project Manager will submit the scope change 
request to the Change Control Board and Project Sponsor for acceptance.  Upon approval of 
scope changes by the Change Control Board and Project Sponsor the Project Manager will 
update all project documents and communicate the scope change to all stakeholders.  Based on 
feedback and input from the Project Manager and Stakeholders, the Project Sponsor is 
responsible for the acceptance of the final project deliverables and project scope. 
 
ROLES AND RESPONSIBILITIES 
 
The Project Manager, Sponsor and team will all play key roles in managing the scope of this 
project.  As such, the project sponsor, manager, and team members must be aware of their 
responsibilities in order to ensure that work performed on the project is within the established 
scope throughout the entire duration of the project.  The table below defines the roles and 
responsibilities for the scope management of this project.  
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Name Role Responsibilities 
Davey Jones Sponsor - Approve or deny scope change requests as 

appropriate 
- Evaluate need for scope change requests 
- Accept project deliverables 

David Graham Project Manager - Measure and verify project scope 
- Facilitate scope change requests 
- Facilitate impact assessments of scope 

change requests 
- Organize and facilitate scheduled change 

control meetings 
- Communicate outcomes of scope change 

requests 
- Update project documents upon approval of 

all scope changes 
Ellen Tyson Team Lead/Business 

Applications 
- Measure and verify project scope 
- Validate scope change requests 
- Participate in impact assessments of scope 

change requests 
- Communicate outcomes of scope change 

requests to team 
- Facilitate team level change review process 

Josie Bednarski Team 
Member/Acquisition 
and Training 

- Participate in defining change resolutions 
- Evaluate the need for scope changes and 

communicate them to the project manager 
as necessary 

Barry Murphy Team 
Member/Management 
Development and 
Marketing 

- Participate in defining change resolutions 
- Evaluate the need for scope changes and 

communicate them to the project manager 
as necessary 

Table 1.1, Scope Management Roles and Responsibilities 
 
SCOPE DEFINITION 
 
The scope for this project was defined through a comprehensive requirements collection process.  
First, a thorough analysis was performed on the company’s current software applications based 
on employee and user feedback.  From this information, the project team developed the project 
requirements documentation, the requirements management plan, and the requirements 
traceability matrix for what the new software application must accomplish.  
 
The new EPSS project description and deliverables were developed based on the requirements 
collection process and input from subject matter experts in software design, technical support, 
programming and business applications.  This process of expert judgment provided feedback on 
the most effective ways to meet the original requirements of providing a new EPSS platform 
from which the company can improve its financial tracking and internal financial processes. 



  6 

PROJECT SCOPE STATEMENT 
 
The project scope statement provides a detailed description of the project, deliverables, 
constraints, exclusions, assumptions, and acceptance criteria.  Additionally, the scope statement 
includes what work should not be performed in order to eliminate any implied but unnecessary 
work which falls outside the of the project’s scope. 
 
This project includes the electronic performance support system project is to update and replace 
the existing training and performance support materials with a system that is entirely online. This 
project meets WidgetMarts’s need for improved efficiencies to training of associates and 
managers in the day-to-day operations. The project deliverables shall include an online 
presentation of the electronic performance support system design, testing, implementation of an 
integrated system for use with existing IT infrastructure, and a user’s guide.  This project does 
not include ongoing operations and maintenance of the software.  Only internal personnel and 
resources may be used for this project.  Additionally, the project is not to exceed 365 days in 
duration or $500,000 in spending.  Assumptions for this project are that support will be provided 
by the project sponsor and all department managers and that adequate internal resources are 
available for the successful completion of this project. 
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Work Breakdown Structure 
The Work Breakdown Structure presented here represents all the work required to complete this 
project. 
 
EPSS WIDGET MANAGEMENT SYSTEM 
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WBS DICTIONARY 
 
Level WBS 

Code 
Element Name Definition 

1 1 Widget Management System 
All work to implement a new widget 
management system. 

2 1.1 Initiation The work to initiate the project. 

3 1.1.1 Evaluation & Recommendations 
Working group to evaluate solution sets 
and make recommendations. 

3 1.1.2 Develop Project Charter 
Project Manager to develop the Project 
Charter. 

3 1.1.3 
Deliverable: Submit Project 
Charter 

Project Charter is delivered to the 
Project Sponsor. 

3 1.1.4 
Project Sponsor Reviews Project 
Charter 

Project sponsor reviews the Project 
Charter. 

3 1.1.5 Project Charter Signed/Approved 

The Project Sponsor signs the Project 
Charter which authorizes the Project 
Manager to move to the Planning 
Process. 

2 1.2 Planning 
The work for the planning process for 
the project. 

3 1.2.1 
Create Preliminary Scope 
Statement 

Project Manager creates a Preliminary 
Scope Statement. 

3 1.2.2 Determine Project Team 
The Project Manager determines the 
project team and requests the resources. 

3 1.2.3 Project Team Kickoff Meeting 

The planning process is officially 
started with a project kickoff meeting 
which includes the Project Manager, 
Project Team and Project Sponsor 
(optional). 

3 1.2.4 Develop Project Plan 

Under the direction of the Project 
Manager the team develops the project 
plan. 

3 1.2.5 Submit Project Plan 
Project Manager submits the project 
plan for approval. 

3 1.2.6 Milestone: Project Plan Approval 

The project plan is approved and the 
Project Manager has permission to 
proceed to execute the project according 
to the project plan. 

2 1.3 Execution Work involved to execute the project. 
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3 1.3.1 Project Kickoff Meeting 

Project Manager conducts a formal kick 
off meeting with the project team, 
project stakeholders and project 
sponsor. 

3 1.3.2 
Verify & Validate User 
Requirements 

The original user requirements is 
reviewed by the project manager and 
team, then validated with the 
users/stakeholders. This is where 
additional clarification may be needed. 

3 1.3.3 Design System 
The technical resources design the new 
widget management system. 

3 1.3.4 Procure Hardware/Software 

The procurement of all hardware, 
software and facility needs for the 
project. 

3 1.3.5 Install Development System 

Team installs a development system for 
testing and customizations of user 
interfaces. 

3 1.3.6 Testing Phase 
The system is tested with a select set of 
users. 

3 1.3.7 Install Live System 
The actual system is installed and 
configured. 

3 1.3.8 User Training 

All users are provided with a four hours 
training class.  Additionally, managers 
are provided with an additional two 
hours class to cover advanced reporting. 

3 1.3.9 Go Live System goes live with all users. 

2 1.4 Control 
The work involved for the control 
process of the project. 

3 1.4.1 Project Management 
Overall project management for the 
project. 

3 1.4.2 Project Status Meetings Weekly team status meetings. 

3 1.4.3 Risk Management 
Risk management efforts as defined in 
the Risk Management Plan. 

3 1.4.4 Update Project Management Plan 

Project Manager updates the Project 
Management Plan as the project 
progresses. 

2 1.5 Closeout The work to close-out the project. 

3 1.5.1 Audit Procurement 

An audit of all hardware and software 
procured for the project, ensures that all 
procured products are accounted for and 
in the asset management system. 

3 1.5.2 Document Lessons Learned 

Project Manager along with the project 
team performs a lessons learned 
meeting and documents the lessons 
learned for the project. 
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3 1.5.3 Update Files/Records 
All files and records are updated to 
reflect the widget management system. 

3 1.5.4 Gain Formal Acceptance 

The Project Sponsor formally accepts 
the project by signing the acceptance 
document included in the project plan. 

3 1.5.5 Archive Files/Documents 
All project related files and documents 
are formally archived. 

 
 
GLOSSARY OF TERMS 
 
Level of Effort: Level of Effort (LOE) is how much work is required to complete a task. 
WBS Code: A unique identifier assigned to each element in a Work Breakdown 

Structure for the purpose of designating the elements hierarchical location 
within the WBS. 

Work Package: A Work Package is a deliverable or work component at the lowest level of 
its WBS branch. 

WBS Component: A component of a WBS which is located at any level.  It can be a Work 
Package or a WBS Element as there's no restriction on what a WBS 
Component is. 

WBS Element: A WBS Element is a single WBS component and its associated attributes 
located anywhere within a WBS.  A WBS Element can contain work, or it 
can contain other WBS Elements or Work Packages. 
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Project Schedule 
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Resource Allocation Cost Review 
 

Name	 Role	 Standard	Rate	 Task	Hours	 Total	Cost		 Project	Total	Cost	
	  David	Graham	 PM	 $31.00/Hr	 1440	 $44,640		 $44,640		

	  Davey	Jones	 Client	 $31.00/Hr	 0	 0	 0	
	  Ellen	Tyson	 Team	Lead	 $30.00/Hr	 358	 $10,740		 $10,740		
	  

Josie	Bednarski	 Team	Member/Training	 $25.00/Hr	 1312	 $32,800		 $32,800		
	  Barry	Murphy	 Team	Member/Training	 $25.00/Hr	 427	 $10,675		 $10,675		
	  		 		 		 		 		 		

	  Total	Cost	of	Project	 		 		 		 		 $98,855		
	  

        	

	
	

       
        
        
        
        
        
        
        
        
        
        
        
         

 
 
 
COMMUNICATION PLAN 
 

Who	(Receiver)	 What	Information	 When	(How	
Often)	

How	
(Form/Medium)	

Who	Creates	&	
Publishes	

All	primary	stakeholders	
Kick-off	
meeting/information	 10/26	 Email,	in-person	 David	Graham	(Ellen	Tyson,	Josie	

Bednarski,	Barry	Murphy,	
Davy	Jones)	
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Barry	Murphy,	Josie	
Bedarski	

Project	phase	start	
for	Organizing	and	
updating	training	
materials	

10/26,	start	of	
each	module	 Email	 David	Graham	

Ellen	Tyson	
Project	phase	start	
for	Application	
development	

10/26,	start	of	
each	module	 Email	 David	Graham	

Ellen	Tyson	 BETA	Test	initiation	

Completion	of	
Application	
development	for	
each	module	

Email	 David	Graham	

Josie	Bednarski	 Training	start	 Completion	of	
each	BETA	test	 Email	 David	Graham	

All	stakeholders	 Project	status	review	 Weekly	 Email,	in-person	 David	Graham	

BETA	Testers	
What	to	test,	
expectations	of	
testers	

Start	of	BETA	
test	 Email	 Ellen	Tyson	

Programming	Team	

Information	about	
needs	of	the	
modules	that	need	
to	be	created	

Start	of	each	
module	
development	

Email,	in-person	 Ellen	Tyson	

Trainers	
Expectation	of	
training	for	each	
module	

Start	of	each	
training	
development	
phase	

Email,	in-person	 David	Graham	

WidgetMart	Executive	 Update	on	project,	
end	of	project	

Weekly,	end	of	
project	 Email	 David	Graham	

All	stakeholders	
Completion	of	
project,	project	
review	

End	of	project	 Email,	in-person	 David	Graham	
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PROJECT MONITORING MATRIX 
 

Activity	 Scheduled	
Start/End	Date	

Actual	
Notes	

Start/End	Dates	

Overall	project	 10/26-05/26	 10/26	–	ongoing	

Project	started	(Oct	26)	

		

		

Organize	and	update	training	
materials	(Applications	with	
Embedded	Knowledge)	

10/31-11/7	 10/31-11/7	
Identified	training	issues,	found	
many	outdated	information	
modules	

Develop	Applications	
(Applications	with	Embedded	
Knowledge)	

11/07-11/21	 11/07-11/21	

Programmers	discovered	an	
algorithm	which	increased	
productivity,	reduced	workload	
by	two	days	

Translate	materials	
(Applications	with	Embedded	
Knowledge)	

11/21-11/30	 11/21-11/30	 Personal	family	matter	with	one	
of	the	translators	caused	delay	

BETA	test	(Applications	with	
Embedded	Knowledge)	 12/01	–	12/15	 12/01	–	12/15	

BETA	testers	requested	an	extra	
day	for	increased	testing,	denied	
due	to	this	would	delay	schedule	

Training	(Applications	with	
Embedded	Knowledge)	 12/01	–	12/15	 12/01	–	12/15	 Training	developed	and	

completed	
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Organize	and	update	training	
materials	(Reference	
Function)	

12/16	–	01/15	 12/16	–	01/15	
Modules	were	found	to	be	
incomplete,	extra	research	
required	to	fill	in	gaps	

Develop	Applications	
(Reference	Function)	 01/15	–	2/01	

01/15	–	2/01	 		
		 		

Translate	materials	
(Reference	Function)	 02/01	–	02/15	 02/01	–	02/15	 		

BETA	test	(Reference	
Function)	 02/16	–	02/21	 02/16	–	02/21	 		

Training	(Reference	
Function)	 02/22	–	03/01	 02/22	–	03/01	 	

Organize	and	update	training	
materials	(Computer-based	
Instruction	Functions)	

02/27	–	03/10	 Not	started	 		

Develop	Applications	
(Computer-based	Instruction	
Functions)	

03/02	–	03/09	 Not	started	 		

Translate	materials	
(Computer-based	Instruction	
Functions)	

03/12	–	03/25	 Not	started	 		

BETA	test	(Computer-based	
Instruction	Functions)	 03/10	–	03/16	 Not	started	 		

Training	(Computer-based	
Instruction	Functions)	 03/26	–	03/26	 Not	started	 		

Organize	and	update	training	
materials	(Job	Aid	Function)	 03/12	–	03/23	 Not	started	 		

Develop	Applications	(Job	
Aid	Function)	 03/10	–	03/17	 Not	started	 		

Translate	materials	(Job	Aid	
Function)	 03/18	–	04/15	 Not	started	 		

BETA	test	(Job	Aid	Function)	 04/18	–	04/30	 Not	started	 		

Training	(Job	Aid	Function)	 05/26	–	05/26	 Not	started	 		

 



  16 

 
CLOSE-OUT CHECKLIST 
 

Stakeholder	 Final	Check-in	action	 Complete	

Ellen	Tyson	
Applications	with	Embedded	
Knowledge		Module	complete	and	
delivered	

		

Ellen	Tyson	 Reference	Function	Module	complete	
and	delivered	 		

Ellen	Tyson	 Computer-based	Instructions	Functions	
Module	complete	and	delivered	 		

Ellen	Tyson	 Job	Aid	Function	Module	complete	and	
delivered	 		

Josie	Bednarski	
Applications	with	Embedded	
Knowledge		Module	information	
updated	

		

Josie	Bednarski	 Reference	Function	Module	
information	updated	 		

Josie	Bednarski	 Computer-based	Instructions	Functions	
Module	information	updated	 		

Josie	Bednarski	 Job	Aid	Function	Module	complete	and	
delivered	 		

Josie	Bednarski	 Applications	with	Embedded	
Knowledge		Module	translated	 		

Josie	Bednarski	 Reference	Function	Module	translated	 		

Barry	Murphy	 Computer-based	Instructions	Functions	
Module	translated	 		

Barry	Murphy	 Job	Aid	Function	Module	translated	 		

Barry	Murphy	 Applications	with	Embedded	
Knowledge		Module	training	complete	 		

Barry	Murphy	 Reference	Function	Module	training	
complete	 		

Barry	Murphy	 Computer-based	Instructions	Functions	
Module	training	complete	 		
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Barry	Murphy	 Job	Aid	Function	Module	training	
complete	 		

David	Graham	 Applications	with	Embedded	
Knowledge		Module	project	complete	 		

David	Graham	 Reference	Function	Module	project	
complete	 		

David	Graham	 Computer-based	Instructions	Functions	
Module	project	complete	 		

David	Graham	 Job	Aid	Function	Module	project	
complete	 		

Davey	Jones	 Electronic	Performance	Support	
System	complete	 		

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
SPONSOR ACCEPTANCE  
 
 
Approved by the Project Sponsor: 
 
 
__________________________________________ Date: ___________________ 
Davey Jones 
Technical Writer 
 
 


