Project Charter Template:

 

Project Number <Type Project Number Here>
Project Title  <Click Here to Type Project Title>
Strategic Goal  that this project is in alignment with:  <Click here to type Strategic Goal>
Sponsor   <Click here to input name of Project Sponsor>
Project Manager  <Click here to input name of initial Project Manager>
Table of contents 

Executive Summary of the Project:   <(no more than a paragraph) which includes the intended audience of the project, estimate of effort and cost, primary goals and objectives and expected delivery date> 
Background section  <History of project initiation or of system/process/application to be replaced, including functions and features of existing environment.  Any pictorial examples of the process may be attached as an appendix to this charter document.>
Major Assumptions  <Assumptions used as the basis for background and executive summary, including any assumptions that drove the cost or schedule parameters>
Primary Objectives/Goals/Business Drivers of Project:

 1<Objectively stated outcome or goal>           

2 <Objectively stated outcome or goal>
3 <Objectively stated outcome or goal>          

4 <Objectively stated outcome or goal>          

5 <Objectively stated outcome or goal>           

 

Secondary Objectives/Goals/Business Drivers of Project:

 

1 <Objectively stated outcome or goal>          

2 <Objectively stated outcome or goal>           

3 <Objectively stated outcome or goal>           

4 <Objectively stated outcome or goal>          

5 <Objectively stated outcome or goal>           

 

Deliverables:  (If reports included include reporting frequency, how reports will be delivered and how initiated) 

1           <Specific deliverables requiring signature for acceptance>
2           <Specific deliverables requiring signature for acceptance>
3           <Specific deliverables requiring signature for acceptance>
4           <Specific deliverables requiring signature for acceptance>
 

Open issues that will need to be resolved or business decisions that will need to made
<Issues are those environmental factors already in existence that may create hurdles to project success>
Project risks identified and any risk mitigation planned 
<Risks are specific future phenomena which may or may not occur to the detriment of the project.  Mitigation includes the minimization of probability or impact to resolve the risk event>
Interfaces (systems you will be receiving data from or sending data to.  How often you expect to send or receive the data.  This could include manual input)   
<Data to be shared> -- <Data Source> -- <Data recipient> --  FORMDROPDOWN 

Identity of User Groups impacted and how many users will be utilizing system or be impacted by the change
<Usergroup Name> --  FORMDROPDOWN 

Security Requirements (identifies if information will be secured or not and if secured who it will be secured to)
Security  FORMDROPDOWN 
      Ownership <Click here to input owner's name>
Data Retention Requirements (how long does data have to be retained)

<Click here to type in date of disposal>
History Conversion Requirements (will historical data be converted, if so how much and when) 

<Click here to list data to be converted>   


<click here to list volume>    

<Click here to document date or frequency of conversion>
Communication plan (this would include how often project status would be conducted, with whom, how often)
<Click here to key in File name/Location of Communication Plan>
Business organization impact (business processes that would need to be changed, this would include manual processes, paperflow, creation of new forms or eliminating forms) 
<Click here to key in File name/Location of business organization impact documentation>
Fallback Plan (if system is installed and has problems what will we do; perform break/fix, revert to old system) 
<Click here to key in File name/Location of Fallback Plans -- or if none, type "None">
Other project Dependencies (if applicable)  For example, if another system/process needs to be put in place before your system/process can be implemented. 
<Click here to key in related projects and/or deliverables>
User Training Plan
<Click here to key in File name/Location of User Training Plan>
Transaction volume
<Enter anticipated transaction volume here>
Financial Impact (identifying who will be responsible for paying for the project) 
<Click here to input name of those with financial responsibility>
Approval/Deliverable Sign-off section (This normally identifies when in the project life cycle things are going to be reviewed with the business user, who will be the approvers of the deliverables and that they will be expected to sign-off on) 
<Click here to input name of those with approval/acceptance authority>
Key project milestones and milestone dates if WBS has been created  

<Click here to key in File name/Location of Project Plan -- or if none, type "None">
Change Management section (how changes to the project will be handled, who needs to approve, etc) 
<Click here to key in File name/Location of Change Management Plan>
 Appendix may include but is not limited to:  

1.  Who contacted for business requirements

2.  Glossary of terms, if applicable

3.  Questions and answers that came up through the business requirements phase of the project

4.  Specific programming logic that would be needed

5.  Pictorial picture of the process

6.  Project organization (if known)

 

 

 

 

 

 

 

Sponsors signature:  ___________________________________

 

President or V.P.  signature:  ____________________________

 

