Sample Project Charter

	Name 
	A short, descriptive and official project name. 

	Document Date 
	Date document created, or latest version date. 

	Sponsor 
	Name with title and organization. This is the person who champions the project, helps find resources, provides high level guidance, and acts as liaison with the Project Council if needed. 

	Project Manager 
	Name with title and organization. The project manager is the person responsible for planning, coordination and control of the project. 

	Email Address / Website 
	Provide a valid email address for project discussion, and Website address for project documentation. 

	Problem Statement 
	A brief, high-level description of the problem that this project will solve. 

	Description / Background
	In a narrative, describe project context and background. 
What is the business need that gave rise to this project? 

Describe the business drivers that created the problem, opportunity or business requirement. Examples: regulatory issues, outdated technology or technological advance, customer request. 

	Objectives 
	Describe what will be achieved and what will be delivered to the customer. 

What are the benefits that the project provides the organization? 

What value will this project deliver to stakeholders? 

	Scope 
	Describe the boundaries of the project. What is in scope and what is not in scope. 

	Start Date / Completion Date 
	What date will the actual project work start? 

What is the anticipated date that the project will be delivered and project team disbanded? 

Are there any dates that will drive the project schedule?  

	Time Reporting 
	Indicate what, if any, time reporting tools will be used for this project, for example,

MS Project Server

	Oversight / Reviews Planned 
	Indicate who reviews this project plans.

Charter, design, and production readiness reviews are recommended. 


Project Resources

	Project Team 
	List staff assigned to the project, or expected resources. Include the position titles for each team member. 

	Cost Estimate 
	For large projects: State the rough cost estimate for the project, both for development and on-going support costs. 

Note: Start with a rough estimate, but as the project moves through each phase of the lifecycle, this estimate will become more detailed and may be very different than your original. 

	Customer Involvement 
	For large projects: What is the customer responsible for? 

Examples are testing, business decisions, participation in design and review phase, signing acceptance document. 


Assumptions, Constraints, Dependencies and Impacts

	Assumptions
	What are the assumptions being made?  

Use true statements but ones that contain a measure of risk. 

	Constraints 
	Describe any constraints on this project that will impact budget, quality, schedule, resources or scope. 

	Dependencies 
	List any dependencies this project may have on other projects or other infrastructure requirements such as networking, special printers, security, resources from busy teams, etc 

	Impacts 
	Describe any known or anticipated impacts, such as system, customer, infrastructure, etc. 


Deliverables, Expected Outcomes

	Key Deliverables 
	List what the project team needs to create to meet the project objectives. 

	Communication Plan 
	How will status be reported? 

How often? 

Who is responsible for writing it? 

Who is it distributed to? 

	Success Criteria 
	How will we know when the project is done? 

How will the customer decide if the final deliverable is satisfactory? 

What measure will be used? 


Reviews and Approvals

	Review History 
	List charter reviewers and approvers. 


