Data Initiative Charter Template
A Framework for Defining Purpose, Scope, Sponsors, and Deliverables

1. Initiative Overview
	Initiative Title
	

	Date Initiated
	
	Version/Revision
	

	Primary Author / Owner
	

	Sponsoring Department(s)
	

	Primary Stakeholders
	



2. Problem Statement / Opportunity
Describe the problem or opportunity this initiative addresses. Use concrete examples or data evidence. 
3. Vision and Desired Outcomes
Vision Statement: ___________________________________________
Primary Objectives:
• 
Alignment with Strategic Priorities / LCAP Goals: ________________________

4. Scope Definition
	Category
	In Scope
	Out of Scope

	Systems / Data Sources
	
	

	Departments / Roles
	
	

	Deliverables / Outputs
	
	



5. Guiding Principles
	Principle
	Description

	Transparency
	

	Collaboration
	

	Simplicity
	

	Sustainability
	


These guiding principles define the shared values and behaviors that shape how data initiatives are planned, implemented, and sustained. They ensure that every effort, whether technical, procedural, or cultural – remains grounded in trust, clarity, and collective responsibility.
6. Governance & Roles
	Role
	Name / Position
	Responsibilities

	Executive Sponsor
	
	

	Project Lead
	
	

	Data Steward(s)
	
	

	Advisory / Working Group
	
	

	Technical Support
	
	



7. Deliverables & Milestones!
	Deliverable
	Description
	Owner
	Target Date
	Status

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



8. Key Risks and Mitigations
	Risk
	Potential Impact
	Mitigation Strategy

	
	
	

	
	
	

	
	
	

	
	
	



9. Measures of Success
	Metric
	Target
	Source / Method

	
	
	

	
	
	

	
	
	

	
	
	





10. Communication & Change Management
Define how updates, training, and celebrations will occur throughout the initiative.
	Component
	Description/Example
	Owner/Responsible
	Frequency/Timing

	Stakeholder Communication Plan
	Define how updates are shared (e.g., bi-weekly reports, newsletters).
	Project Lead
	Bi-weekly

	Training & Support
	Workshops, office hours, onboarding materials.
	Data Steward / HR
	Monthly

	Recognition & Celebration
	Highlight 'data wins' and progress milestones in meetings.
	Executive Sponsor
	Quarterly

	Feedback & Continuous Improvement
	Surveys, staff check-ins, or user groups to gather insights.
	Project Lead
	Ongoing



11. Sustainability and Transition Plan
Type over this sample text to detail the transition plan in narrative format.
Describes how outcomes will be maintained once the initiative concludes. Include ownership, reviews, and documentation plans. Or use Appendix A – Formalized table format.

12. Approval Signatures
	Name
	Title
	Signature
	Date

	
	
	
	

	
	
	
	

	
	
	
	





Appendix A – Sustainability Worksheet (Section 11 Advanced)
For teams ready to operationalize their sustainability planning, use this structured worksheet to define ongoing ownership, review cycles, and accountability. Type over the examples below.
	Sustainability Component
	Description/Details
	Responsible Role
	Review Frequency / Date

	System Ownership
	Identify who will maintain access, configurations, and updates.
	IT Manager
	Quarterly

	Process Ownership
	Define who ensures workflows continue as designed.
	Data Steward Group
	Semi-Annual

	Training & Onboarding
	How new staff will be trained in updated processes.
	HR / Professional Learning
	Annual

	Documentation & Knowledge Management
	Where documentation lives and how it’s updated.
	Project Lead
	As needed

	Continuous Improvement
	Schedule for periodic review and enhancement.
	Steering Committee
	Annual



