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	Project Name Charter <identify version>

	Approvals

	Identify who will approve the document. Approvers are expected to sign the charter to signify acceptance of the document.

	Client Sponsor


	Signature


	Client Project Manager


	Signature


	<Internal>Project Director


	Signature


	<Internal> Project Manager


	Signature



	Section 1. Vision Statement

	Include project/program vision statement, typically one paragraph in length.

	Section 2. Problem/Opportunity Statement

	Include a project statement, typically one paragraph in length and five to six sentences.

· What will be built?
· Who will it be delivered to?

· When will it be delivered?
· What are the success/completion criteria?



	Section 3. Project Objective 

	Objectives
	Criteria for Evaluation

	Identify the project objectives in a manner that is measurable against completion criteria.
	List the evaluation criteria for each objective. How will we determine the objectives have been met?



	Section 4. Scope Statement

	Identify the project boundaries for each project component. Consider the following typical project areas:
· Business processes

· Data

· Technology

· Application(s)
· Organization

· Location
Include items in scope. Also, explicitly identify items out of scope.

	In Scope
	Out of Scope


	
	


	Section 5. Deliverables

	Deliverable

List all deliverables.
	Acceptance Criteria

For each deliverable, identify the criteria that signify acceptance of the deliverable.
· Approvals indicating acceptance

· Timeline (i.e., schedule to accept or reject the deliverable)

· Criteria/Conditions for rejecting

· Deemed acceptance (e.g., deploying a deliverable into production or proceeding with work based on description in a precedent deliverable)

	
	


	Section 6. Major Milestones

	Identify the major schedule milestones in the project including dependencies.

	Milestone
	Due Date

	
	


	Section 7. Preliminary Communication Plan

	Identify key components communication throughout project lifecycle (including frequency of status meetings, invitees to status meetings, other communication forms to be used)




	Section 8. Risks

	Identify known project risks (including risk rating and mitigation strategy).


	Risk
	Risk Rating
	Risk Mitigation Strategy

	
	
	


	Section 9. Roles and Responsibilities

	Identify the key project participants (<Internal> and customer) and their roles and responsibilities. These are individuals that are involved in accomplishing the project scope and in producing project deliverables.  Include assumed authority (and any limits on that authority) that the Project Manager will have in this project (related to staff, financial tracking, customer access, etc.)


	Section 10. Stakeholders

	Identify the key stakeholders in the project. These are individuals with a stake in the project who may participate in certain project activities, but are not otherwise directly engaged in creating project deliverables (e.g., end users or end-user groups).




	Section 11. Constraints and Dependencies

	Identify constraints and dependencies for the project.


	Section 12. Assumptions

	Identify assumptions for the project.



INTERNAL Charter Elements

In the following sections, identify any charter elements that are INTERNAL to <Your Company> (i.e., NOT FOR DISTRIBUTION TO THE CUSTOMER). In particular, consider INTERNAL project goals and objectives, but also identify INTERNAL risks, constraints, dependencies, and assumptions.
	INTERNAL Charter Elements <identify version>

	Section 12. INTERNAL Project Goals and Objectives

	Identify specific project goals and objectives (i.e., <Internal>-specific reasons for pursuing the project including any strategic decisions that may have been made pre-proposal).


	Section 13. INTERNAL Project Risks

	Identify any known internal project risks the <Internal>team needs to be aware of.


	Risk
	Risk Rating
	Risk Mitigation Strategy

	
	
	

	Section 14. INTERNAL Constraints and Dependencies

	Identify any internal constraints and dependencies.


	Section 15. INTERNAL Assumptions

	Identify any internal assumptions (e.g., availability of resources, expected technical solutions).
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