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Mission Church
Project Initiation and Planning

I have an
Idea!

So sorry Implement
Internally

Will implementation
cost more than $5k
or add a recurring
annual expense of

$5k or more?

Does the
Responsible Ministry

Director agree to
move forward?

Will implementation
require

Participation
Ownership
Funding
beyond my team?

Yes

No

No

No

Complete Initiation
Charter

Yes

Yes

Send email to Directors
Setup Meeting with
Directors/Stakeholders
to discuss
Ask if additional
stakeholders should be
involved in discussion.
Attach Charter

Charter Review Meeting

Discuss project with Exec.
Team

Coordinate with Program
Manager to schedule review

with Exec. Team

Send documentation to
Stakeholders and Exec. Team

All stakeholders with
concerns (yellow or red)

should attend or send a rep
who can speak for them

Move forward to
Planning Phase?

Kickoff Meeting

Define schedule for Planning
Phase

Provide to Exec Team &
Program Manager

Further define project:
Scope
Objectives
Design
Cost
Resources
Duration
Schedule
Funding
Risks

Complete Planning
Charter

Team agrees
planning is
complete?

No

Coordinate with Program
Manager to schedule

review with Exec. Team

All project team members
to attend Exec. Team

meeting

Send documentation to
Stakeholders and Exec.

Team

Yes

Discuss project with Exec.
Team

Move forward to
Execution Phase? Implement ProjectYes

No

Further definition required No further work
requiredOther

Periodic status updates to Exec Team

Assist to answer questions, ensure documentation is in order and schedule time with Exec. Team when needed

Process Step

Process Step

Document

Meeting

Legend

Why?

No

Further definition required

Other

Why?

Assign Project
ManagerYes

Recurring project team meetings/collaboration as needed

Update Initiation Charter
if necessary and

distribute to
stakeholders

Yes

Communicate to
Directors/Stakeholders
outcome of Exec Team

meeting.

Update Initiation Charter

Edit/validate content of Initiation Charter
Identify items that need to be further
defined in Planning phase
Understand concerns and document
level of buy-in

Initiation Phase Planning Phase
No Yes


