
• Initial Stakeholder Register

APPROVE
PROJECT

CREATE PROJECT
CHARTER

DEVELOP HIGH LEVEL 
PLAN

KICKOFF PROJECT START PROJECT PLAN

• Create Project and/or
Validate information in
ServiceNow

• Review/update project

• Identify Key Stakeholders

• Perform Initial Research
(purpose, scope, constraints,
goals)

• Identify Project Deliverables &
project Acceptance/
Success Criteria

• Identify Resource skill set

• Create Project Charter

• Establish Project Purpose/
Goals

• Review & approve project
charter

• Prepare high-level project
approach & timeline

• Prepare organization
project chart

• Identify committees'
members (if applicable)

• Identify project team

• Announce project
kickoff

• Hold kickoff meeting and
Review Project Kickoff
Slide Deck

• Engage project team
members (project
leads & resources)

• Identify other
stakeholders

• Begin Planning Phase
of Project

• IT Owner
• Project Manager

• Project Executive Sponsor
• Business Owner
• IT Owner
• Project Manager
• Business Analyst (Optional)

• IT Owner
• Project Manager
• Resources Involved

ROLES

KEY DELIVERABLES

• Project in ServiceNow
(must be created
through Intake process)

• Project BOSCARD

• Initial Project Charter • Signed off project charter
• Kickoff deck

• Conduct Project Kickoff
meeting

• Acceptance of Approach

KEY FUNCTIONAL ACTIVITIES

• Project Executive Sponsor
• Business Owner
• IT Owner
• Project Manager
• Business Analyst (Optional)

• Project Executive Sponsor
• Business Owner
• IT Owner
• Project Manager
• Business Analyst (Optional)

BOSCARD

https://mavsuta.sharepoint.com/:x:/r/sites/oitpmo/_layouts/15/doc2.aspx?sourcedoc=%7B7907269A-DA45-4D39-A847-97894357E56A%7D&file=Stakeholder%20Register%20Template.xlsx&action=default&mobileredirect=true
https://mavsuta.sharepoint.com/sites/oitpmo/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2Foitpmo%2FShared%20Documents%2F1%2E%20PMO%20Project%20Template%20Library%2FBOSCARD%2Epdf&parent=%2Fsites%2Foitpmo%2FShared%20Documents%2F1%2E%20PMO%20Project%20Template%20Library&p=true&ga=1
https://mavsuta.sharepoint.com/:w:/r/sites/oitpmo/_layouts/15/doc2.aspx?sourcedoc=%7BD3ABB4BA-6657-4905-99C8-0469A92CBE5A%7D&file=Project%20Charter%20%20Template.docx&action=default&mobileredirect=true
https://mavsuta.sharepoint.com/:w:/r/sites/oitpmo/_layouts/15/doc2.aspx?sourcedoc=%7BD3ABB4BA-6657-4905-99C8-0469A92CBE5A%7D&file=Project%20Charter%20%20Template.docx&action=default&mobileredirect=true
https://mavsuta.sharepoint.com/:w:/r/sites/oitpmo/_layouts/15/Doc.aspx?sourcedoc=%7B8B84B706-24A6-4C18-AF9E-C1AE3B230561%7D&file=Project%20Roles%20%26%20Responsibilities%20Descriptions.docx&action=default&mobileredirect=true
https://mavsuta.sharepoint.com/:p:/r/sites/oitpmo/Shared%20Documents/1.%20PMO%20Project%20Template%20Library/Project%20Kickoff%20Template.pptx?d=w7587c429c8654dc2ac3b3cbb898da7bd&csf=1&web=1&e=pkendK
https://mavsuta.sharepoint.com/sites/oitpmo/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2Foitpmo%2FShared%20Documents%2F1%2E%20PMO%20Project%20Template%20Library%2FBOSCARD%2Epdf&parent=%2Fsites%2Foitpmo%2FShared%20Documents%2F1%2E%20PMO%20Project%20Template%20Library&p=true&ga=1
https://mavsuta.sharepoint.com/:w:/r/sites/oitpmo/_layouts/15/doc2.aspx?sourcedoc=%7BD3ABB4BA-6657-4905-99C8-0469A92CBE5A%7D&file=Project%20Charter%20%20Template.docx&action=default&mobileredirect=true
https://mavsuta.sharepoint.com/:p:/r/sites/oitpmo/Shared%20Documents/1.%20PMO%20Project%20Template%20Library/Project%20Kickoff%20Template.pptx?d=w7587c429c8654dc2ac3b3cbb898da7bd&csf=1&web=1&e=pkendK
https://mavsuta.sharepoint.com/:p:/r/sites/oitpmo/Shared%20Documents/1.%20PMO%20Project%20Template%20Library/Project%20Kickoff%20Template.pptx?d=w7587c429c8654dc2ac3b3cbb898da7bd&csf=1&web=1&e=pkendK



