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VEN – Template – Vendor Project Charter  

IBPL Sample Template

Vendor Project Charter  
Project Charter 

Project Name: Vendor Performance Management Pilot       Date: 99/99/99 

Org: <<<>>> 




   Modification Dates:      
Prepared by: _________________________________________________
Project Background: ___________________________________________
Project Objective: _____________________________________________
	Goals
	[Project] Objectives

	Continual Improvement of processes and systems
	Develop and implement pilot process for Vendor Performance Management. 

	     
	     


Project Scope:

The Vendor Performance Management Pilot Project will develop and implement a process that will lead and direct all or part of <<<Organization>>> through the interaction with vendors.

· Identifying who our vendors are and how they impact our organization
· Write a process for managing vendors, escalating issues, if needed and/or update contract content as needed.  

· Process:  Set up reports to know ahead of time when actions should be taken
· Process:  Vendor scorecards, implement developed scorecard

· Monitor reports for vendor performance trending

Project Constraints:
1. Limited to pilot vendors:

· Vendor 1

· Vendor 2

· Vendor 3
· Vendor 4
2. Manual Process

Project Authority

· Authorization

The project sponsor will have sufficient authority to commit appropriate resources and assist if necessary to obtain needed information or decision making concerning unresolved project issues
· Project Manager

Project Manager – Overall responsibility for planning, executing and controlling of the project needed to achieve implementation.  Responsible for coordinating meetings and ensuring those meetings are documented.  Project Manager has the authority necessary to keep the project within scope, budget, and time.  The Project Manager manages all project tasks and issues and provides status reports to stakeholders.

· Subject Matter Experts 

Subject matter experts will provide input for meeting the business requirements for customer acceptance of work completed.

· Business Analyst

The business analyst will develop the requirements for tracking work completed by field technicians.  Also, they will develop any requirements in interfacing with Help Desk, inventory application and storage and/or retrieval requirements.

Roles and Responsibilities

Project Stakeholders:

	Name
	Role
	Responsibility and authority

	
	 Executive Sponsor
	Assist if necessary to obtain needed information or decision making concerning unresolved project issues.

	
	Project Manager
	Manages all project tasks and issues and provides status reports to stakeholders. 

	 
	Business Analyst 
	Development of requirements.

	
	Project Lead
	Provides input to assure that the pilot project meets the business requirements.

	Other SME’s as needed
	Subject Matter Expert 
	Provide input for meeting the business requirements of the pilot project

	Vendor 1

Vendor 2

Vendor 3

Vendor 4
	Vendor Contacts
	The vendor contacts with work with <<<>>> to help 


Critical Success Factors:

1. <<<>>>manages all communications with its vendors

2. <<<>>> manages vendors through an IT Vendor performance management program
3. <<<>>>monitors performance information.

4. <<<>>> and vendor adherence to principles of business document.

Signatures:

        Name                                Title                              Signature                     

Date

 


Manager

______________________           __________





Contracts Manager
______________________           __________




Manager

 ______________________            __________





Project Manager
______________________             __________
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