{Project Name} - Project Charter
{Month day, year}
General Project Information
	

	Client
	Project Name

	
	

	Executive Sponsor (if applicable)
	Project Sponsor
	Project Manager

	
	
	

	Project Purpose / Justification

	







	Project Scope Description

	{It is important to describe what is “In Scope” as well as what is “Out of Scope”






Objectives and Success Criteria
{Objective: “Something toward which work is to be directed, a strategic position to be attained, a purpose to be achieved, a result to be obtained, a product to be produced, or a service to be performed.” PMBOK Guide®.} 
1. {objective 1}
2. 
Key Deliverables
{Deliverable: “Any unique and verifiable product, result, or capability to perform a service that is required to be produced to complete a process, phase, or project.” PMBOK Guide®.} 
The following deliverables will be produced as part of this project to complete this project:  
1. {deliverable 1} 
2. [bookmark: _GoBack]  
High-Level Requirements
{Requirement: “A condition or capability that is required to be present in a product, service, or result to satisfy a contract or other formally imposed specification.” PMBOK Guide®.} 
1. {requirement 1}
2. 
 Summary Milestone Schedule
{Milestone: “A significant point or event in a project, program, or portfolio.” PMBOK Guide®.} 
The milestones and dates in this section are high-level and may be adjusted as work progresses.
	Milestone
	Date

	Project Start 
	dd-mmm-yy

	
	dd-mmm-yy

	
	dd-mmm-yy

	
	dd-mmm-yy

	
	dd-mmm-yy

	
	dd-mmm-yy

	
	dd-mmm-yy

	
	dd-mmm-yy

	Project End
	dd-mmm-yy


Summary Budget
The project budget is based on a “{contract type}” contract.  Any out-of-scope or additional {hours / funding} required will be processed through the change control process outlined in the contract.
	Category
	Estimated Hours
	Estimated Cost

	
	xxxx
	$nnn,nnn

	
	xxx
	$nnn,nnn

	
	xxxxx
	$nnn,nnn

	TOTAL
	xxxxxx
	$nnn,nnnn


Constraints
{Constraint: “A limiting factor that affects the execution of a project, program, portfolio, or process.” PMBOK Guide®.} 
1. {constraint 1}
2. 
Assumptions
{Assumption: “A factor in the planning process that is considered to be true, real, or certain, without proof or demonstration.” PMBOK Guide®.} 
1. {assumption 1}
2.     
High-Level Risks
{Risk: “An uncertain event or condition that, if it occurs, has a positive or negative effect on one or more project objectives.” PMBOK Guide®.} 
The following risks have been identified for this project.  The project manager will determine and employ the necessary risk mitigation / avoidance strategies as appropriate to minimize the likelihood of these risks:
1. {risk 1}
2. 
Key Stakeholders
{Stakeholder: “An individual, group, or organization who may affect, be affected by, or perceive itself to be affected y a decision, activity, or outcome of a project.” PMBOK Guide®.} 
This section contains the list of Key (Core) Project Stakeholders.  The complete set of Stakeholders will be maintained {list where….}

	Name
	Organization/Title
	Role
	Email ID
	Phone #

	
	
	Executive Sponsor (if appropriate)
	
	

	
	
	Project Sponsor
	
	

	
	
	Project Manager
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Relationship to other projects/initiatives
List any project(s) / effort(s) that this project relates to and may have dependencies. At this point in the project, not much is known about these project(s) / effort(s), but keep an eye on it/them.  Later on in the project, if a true dependency surfaces, then reflect that in the project schedule.  Examples:  
· My project is "Windows 10 upgrade".  There is another infrastructure project "Install new Server" that may affect my project
· My project is "Enhance HR Portal".  There is an initiative in HR relative to a new incentive program that may affect my project
	· 
	· 

	· 
	· 


Key References
The following documents were used as inputs to developing the Project Charter (e.g. Statement of Work, Business Case, etc.):
1. {reference 1}
2.    
Approvals
I agree that this is a viable project will support it as detailed in this charter.
	Role
	Name
	Signature

	Project Sponsor
	
	


Revisions
	Document Information

	Contact
	

	History
	Date
	Description
	By Whom

	
	
	
	

	
	
	· 
	

	
	
	· 
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