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Introduction 

The Template Library includes several documents that can serve 

as addenda to a Project Charter.  These include: 

• Business Requirements - may be used to record the high level 

Business Requirements for the proposed project 

• Deliverables – used when there is extensive deliverables 

information 

• Milestones – used when there is extensive schedule information 

• Project Selection Criteria – prompts for information that will be 

used to compare projects during the project selection process.  

• Quick IT Project Risk Evaluator - provide a surprisingly effective 

risk evaluation for any Information Technology project. 
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Business Requirements 

The Business Requirements Addendum to the Project Charter 

may be used to record the high level Business Requirements for 

the proposed project.   

• Business Requirements are  the high level features, functions, 

conditions and capabilities that must be included in project 

deliverables in order for the organization to realize the intended 

long term Business Value 

• Business Requirements drive the definition of all other 

requirements (e.g. detailed functional and technical requirements) 

later in the project 

• They are part of the preliminary Project Scope as defined in the 

charter 

• See the BABOK® for more details 
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A view of the template is shown here,   Mouse over a book symbol to trigger 

pop up help .  Example shown is immediately above the related symbol. 
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Deliverables Addendum (1) 

The Deliverables Addendum to the Project Charter may be used 

when there is more than one page of deliverables information 

• Two options are provided: Deliverables List or Work Breakdown 

Structure in outline form  

• Out of Scope items can be listed to provide clarity about what is 

and is not included in the project 
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A portion of the template is shown here,  This template provides two options 

for documenting project deliverables.  Out of Scope items can be listed as well.    

Deliverables Addendum (2) 
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Milestones Addendum (1) 

The Milestones Addendum to the Project Charter may be used 

when there is extensive milestones information must be included 

in the charter.  This template collects the following: 

• Project phase names 

• Milestones 

• Phase reviews 

• Project completion criteria 
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A portion of the template is shown here.  This template collects information on 

project phase names, milestones, phase reviews and project completion criteria. 

Milestones Addendum (2) 
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Project Selection Criteria (1) 

The Project Selection Criteria Addendum to the Project Charter 

prompts for that information which will be used to compare 

projects during the project selection process..   

• Customizable to fit your project selection process.  

• Can serve as a companion document to the Project Evaluation Tool 

• When used, the additional information can help management make 

an informed decision about which projects will make the best 

investments 
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A portion of the template is shown here,   Mouse over a book symbol to trigger 

pop up help .  Customize the questions to reflect your selection criteria. 

Project Selection Criteria (2) 
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Quick IT Project Risk Evaluator 

Project risk assessment is a proactive process that can help you 

identify and manage potential threats to your projects. Risk 

management begins early in the project, and continues until the 

project is completed. 

Quick IT Project Risk Evaluator gives you a quick look at the 

level of risk in any IT project.  It is primarily used during the 

Initiation stage, when the goal is to get insight into risks that 

might make a proposed project less desirable.   

 

This template is described separately.  See the “View demo here” 

link in the Initiation template set.. 
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Summary 

Project Charter Addenda can be used to enhance the value of your 

Project Charter by providing needed supporting information 

without making the charter document itself too complex. 

These templates are part of a powerful Project Initiation template 

set available at very low cost from this source: 

http://www.cvr-it.com/PM_Templates/ 

Other templates in this set include: 

• Business and IT Project Charters 

• Project Charter Lite 

• Cost/Benefit Analysis 

• Flexibility Matrix Analysis 

• Much more… 
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About CVR/IT Consulting LLC 

CVR/IT Consulting, established in 2002, provides guidance and 

support in the effective use of Project, Program, Portfolio 

Management and Business Analysis Technologies. The 

company provides professional consultation, training and tools 

in all matters related to Project Management and Business 

Analysis, such as:  

• Implementation of governance structures and processes essential to 

effective Portfolio Management  

• Establishment of a Project Management Office that finds its own 

success solely in the success of its customers  

• Delivery of flexible, customized PM and BA Methodologies and tools  

• Assessment of organizational project, program, portfolio management 

and business analysis practice  

• Training (or re-training) of the project workforce  

• Implementation of Organizational Change to make it all work  
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