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Project Charter Purpose
The Project Charter is the foundational document that outlines the scope, objectives, methodology, deliverables, governance arrangements, and roles and responsibilities for the [project name]. It provides a shared reference point for all parties and ensures alignment on the project's intent, approach, and expectations. This Charter is attached as an Annexure to the Memorandum of Agreement (MoA) between the [client] and the Government Technical Advisory Centre (GTAC). Its inclusion as an annexure gives it formal recognition within the contractual framework of the MoA. As such, it plays a critical role in guiding implementation, facilitating accountability, and ensuring transparency throughout the project lifecycle.
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Maximum 1 – 1.5 pages – Clients know their environment 
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Consider using workstreams to combine logical sets of deliverables 
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[bookmark: _Toc193377636]Statement of Work: Project Outputs, Targets and Responsibilities  

	Outputs
	Brief Description 
(Include Milestones / Key Activities)
	Project Target
(Linked to Milestones / Activities)
	Client Responsibilities 
	GTAC Responsibilities 

	
	· 
	· 
	· Engage GTAC team on development of project charter
· Provide timely inputs
· Arrange consultation / presentation meetings
· Assist with finalisation of project charter and sign-off
	· Engage XX on project requirements
· 	Develop and present project charter to XX for comments
· 	Update and finalise Project Charter
· 	Obtain sign-off of PC and MOA

	Output 1: Inception Report – especially for bigger / complex projects.
	· Xxx
· Xxx
· 
	· Xxx
· xxx
	· xxx
· xxx
	· 

	Output 2: xx
	· Xxx
· Xxx
	
	
	· 

	Output 2: xx
	· Xxx
· Xxx
	
	
	

	Output 2: xx
	· Xxx
· Xxx
	
	
	

	Project Closure and lessons learnt.
	· Xxx
· Xxx
	
	
	





[bookmark: _Toc193377637]Project Milestones and Cost
The cost schedule sets out the estimated costs to be incurred for the agreed outputs in this Project Charter. GTAC will bill actual costs for the level of effort of the team members. GTAC will bill the actual cost of recoverable expenses (including travel, accommodation and subsistence as per the budget estimate). Such recoverable expenses will be minimised and will only be incurred with agreement of the client. Meetings and interviews will be held virtually wherever possible. 

{insert project costs schedule, in days}

The above output costs are based on current estimates of the level of effort required to perform the associated activities. The total professional fees costs may not be exceeded but individual output allocations may be adjusted up or down depending on the level of effort actually required per output. Any such changes will be made in agreement with the project counterpart and will be tracked in a change of scope document. Only actual effort expended will be recovered from the client.
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	In Scope
	Out of Scope
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	Team Member
	Competencies

	Project manager
	· Public sector project management
· Public Sector Organisational Design and Development

	Financial advisor
	·  Public Sector Financial Management and Analysis

	Financial advisor
	· Public Sector Financial Management and Analysis

	Legal advisor
	· Governance and Policy Advice

	Legal advisor
	· Governance and Policy Advice

	Organisational development advisor 
	· Public Sector Organisational Design and Development

	Organisational development advisor 
	· Public Sector Organisational Design and Development 

	Organisational development advisor 
	· (Public Sector Organisational Design and Development) Institutional Feasibility studies and Business cases

	Change management advisor
	· Public Sector Change Management

	Organisational development advisor 
	· (Public Sector Organisational Design and Development) Organisational Business Analysis/ Public Sector Process Facilitation 

	Organisational development advisor
	· Organisational Business Analysis/ Public Sector Process Facilitation 

	ICT advisor
	· ICT Generalist

	Policy advisor
	· Public Finance and Fiscal Policy

	Legal advisor
	· Legislative advice and drafting

	ICT advisor
	· ICT Business Analyst




[bookmark: _Toc193377640]Project Governance 
This Project Charter sets out specific advisory support and associated outputs. The scope of work includes the advisory support which could be described and quantified at the time the Project Charter and Memorandum of Agreement were concluded. Any agreed changes to the scope or costs set out in this charter, or any additional advisory support, will need to be confirmed in writing in an addendum to the existing governance documents.

A change log will be maintained and retained for any scope change – this will be signed off by the authorised representatives. 

	Proposed governance structure 
	Role

	Project Steering Committee (PSC)
	There will be a PSC for this project. Terms of reference will be prepared for the PSC and any task teams. The PSC will meet on a bi-monthly basis or as necessary.
The Project sponsor is responsible for convening and supporting this committee.

	Project Team Leadership
	This team is responsible for the day-to-day project operations.
GTAC Team Leader
Client Project Counterpart
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	Identified Risks
	Risk Mitigation
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[bookmark: _Toc193377643]Project Quality Assurance 

Levels of QA to be defined.
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	ACCEPTANCE & SIGN-OFF - GTAC

	Approved By:

	Emmanuelle Gille
Chief Director: Institutional Development Support
	
	

	
	Name & Title
	Signature
	Date

	

	Approved By:

	Markus Rautenbach
Chief Financial Officer:
	
	

	
	Name & Title
	Signature
	Date

	



	ACCEPTANCE & SIGN-OFF

	Project Counterpart:
	
[Name]
[Title]

	
	

	
	Name & Title
	Signature
	Date

	

	Project Sponsor:
	
[Name]
[Title]

 
	
	

	
	Name & Title
	Signature
	Date
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