
[insert project name]
Project Charter
The Charter is a high-level document generated early in the project and is a key Project Management deliverable created in the Initiation stage of a project intended to get key stakeholders into agreement on important aspects of the project.

In its simplest form, the Charter authorizes the existence of the project and bestows formal authority on the Project Manager to manage it.  In a more comprehensive format, the Charter defines all key aspects of the project at a high-level.

Best Practice!

Create a Charter as early as possible and validate it with key stakeholders.  A common cause of project problems/rework is discovering differing stakeholder expectations late in the project.  Expect to go through multiple drafts as stakeholders come to a clearer understanding of the project in their own minds.  Also, do not be surprised if there is conflict among stakeholders at this stage!  Spend the time to lead the team to resolution.  The effort that the Project Manager expends at this early stage to get everyone on the same page will pay off down the road many times over!

BUSINESS CASE: 
Problem/Opportunity:

 [insert description of problem/opportunity]
Solution Vision:  

 [insert description of solution vision]
Expected Benefits:  

 [insert description of expected benefits]
Estimated Costs:  

 [insert personnel (FTE-mo.) and expense ($) cost estimates]
PROJECT DESCRIPTION:

[insert short description of the project including the deliverable(s) that will be created]

PROJECT PRIORITIES:
	
	Least

Flexible (1st)
	Flexible

(2nd)
	Most

Flexible (3rd)

	Scope


	X
	
	

	Schedule


	
	X
	

	Budget


	
	
	X


Scope flexibility range:

[Describe the sponsor's acceptable scope range for the project]
Schedule flexibility range:

[Describe the sponsor's acceptable schedule range for the project]
Budget flexibility range:

[Describe the sponsor's acceptable budget range for the project]
STAKEHOLDERS:
	ID
	Name
	Role
	Functional Area
	Phone
	Email

	
	
	
	
	
	


CONSTRAINTS:
	ID
	Constraint

	
	


ASSUMPTIONS:
	ID
	Assumption

	
	


DELIVERABLES:
	ID
	Deliverable

	
	


REQUIREMENTS:
	ID
	Requirement

	
	


OUT-OF-SCOPE:
	ID
	Out-of-Scope

	
	


BUDGET ESTIMATE:
Total FTEs: [insert initial schedule estimate]
Total expenses: [insert initial expense estimate]
SCHEDULE ESTIMATE:
Start Date: [insert estimated start date]
Completion Date: [insert estimated completion date]
MILESTONES:
	ID
	Milestone
	Date

	
	
	


EXTERNAL DEPENDENCIES:
	ID
	External Dependency

	
	


RISKS:
	ID
	Risk

	
	


*See individual respective templates for detailed information on each field.
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