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This document is used to define the parameters of the portfolio charter and to facilitate the implementation of the Portfolio Management Office.  
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	In less than one page, summarize the portfolio value.
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	In less than one page, summarize the portfolio objectives for the project.  Consider what will indicate that the project has been successful.
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	Summary description of why a Portfolio Office is being established.
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	Summary description of the key stakeholders and their expectations for the portfolio.
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	Summary description of roles and responsibilities.
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	Provide a summary of the key activities and / or phases to be performed on this project.
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	Milestone Description
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	Summarize the hard, soft and strategic benefits for the Portfolio Office.


  

	[bookmark: _Toc386115687]Critical Success Criteria

	Record critical success criteria. 
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	Identify critical assumptions, constraints, dependency and risks to be managed.
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Note:  all external costs should include related costs such as tax and shipping.   Please see the IT Business Services with questions related to tax amounts or calculations.

Note the worksheet above is an embedded Excel spreadsheet.  The sheet is protected to avoid accidental corruption, but if you do need to change the format, there is no protection password.
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External 3rd Party Costs - $                     

Hardware Costs - $                     

Software Costs - $                     

Maintenance Costs - $                     

Travel and Hotel Costs - $                     

Other Costs (e.g. Taxes, shipping, etc.) - $                     

Subtotal of External Costs - $                     

Days of Effort -- Non IT Personnel (not costed) 0

IT Days of Effort (costed at $1000/day) 0

Subtotal Internal Effort Costs - $                     

Total Project Cost - $                     
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Project Costs

		External 3rd Party Costs		$   - 0

		Hardware Costs		$   - 0

		Software Costs		$   - 0

		Maintenance Costs		$   - 0

		Travel and Hotel Costs		$   - 0

		Other Costs (e.g. Taxes, shipping, etc.)		$   - 0

		Subtotal of External Costs		$   - 0

		Days of Effort -- Non IT Personnel (not costed)		0

		IT Days of Effort (costed at $1000/day)		0

		Subtotal Internal Effort Costs		$   - 0

		Total Project Cost		$   - 0
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