Project Charter Template for Your Project

Project Charter for [Name of Project]

Project Name: 
	Created By:
	
	
	

	Created Date:
	
	Version:
	

	Created By:
	
	Last Updated by:
	



Short Description of Project: 

Business Need: 

Describe how the project idea came about. 
What is the real need for the project. Is it justified? 
Has there been any feasibility study conducted?
What justifies doing this project?
Project Objectives:

	What are the key objectives of the project?
	How does this project align with the overall objectives, vision and mission of the company?
	List the Key Benefits of the Projects
	How will this project add value to the company

Key Stakeholders:
	Who are the key stakeholders.  
What is their position, role and importance on this project. 
High Level Risks:
List the high level risks on this project.

 It should cover any major technological, operational, internal, external,  financial, legal, design, resource, cost, customer risks. 
Any key risks should be captured for analysis, and a complete review of the project attributes before the project is signed-off.
High Level Assumptions:
Assumptions create risk. Identify the key assumptions you have made. It could be about budget, timelines, requirements, government, regulations, standards, resources. 
Write down the major assumptions made on the project.
High Level Constraints
Constraints are limiting factors, that can impact or hinder the success of a project. You need to be able to identify the key constraints, so that mitigation strategies, and contingency plans can be built around them. Constraints can be budget, timelines, resources (or lack of), technology, regulations, standards, organization structure, company culture, clients changing requirements etc. 
Make a list of the key constraints, so you can expand on them during the planning, and plan workarounds.
High Level Budget:
Write down the high level budget of the project. This will give you a better idea of the amount available over the time period of the project, and can help you in planning your activities better. 
A summary budget is generally available in the beginning, based on the initial business case or feasibility study.
High Level Timeline:
An external, customer specified timeline may be available. Or else, you can set a timeline based on the work required. Having a high level timeline gives a boundary, and clarity to all stakeholders. 
 If you have the timeline by phases, or stages, or key milestones, then articulate it here.
Key Milestones:
Major milestones breakdown the project into more manageable components, and make it easier to understand the project. Milestones may be provided by the client.
 If available, identify the key milestones here. 
Success Criteria:
Vague objectives and unclear requirements can cause most projects to under deliver and be over budget. They cause the biggest customer satisfaction issues. It is best to ask the stakeholders about the exact success criteria. Clarity on the objectives, success criteria make it easier for you to deliver the project and generate a success story. 
Establish the key success criteria here.
Project Manager:
Name the project manager who will lead the project. This makes it easier for the project manager to spend the budget, request for resources, and be known as the named project manager.
Authority:
Identify the authority of the project manager in terms of financial signing authority, authority over resources, decision making, procurements etc. This reduces conflict, and provides clarity to all key stakeholders. 
[bookmark: _GoBack]Authority of key stakeholders can be listed here too.

	Signature of Sponsor:
	

	Name of Sponsor:
	

	Date of Signing:
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