Project Charter Template

1. [bookmark: _Toc14516962]General Information

	Team Name:
	

	Brief Project Description:
	



	Date: 
	
	Version:
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1. Project Objective and Rationale:
Explain the specific objectives of the project.  
Rationale: What value does this project add to the organization?  How does this project align with the strategic priorities of the organization?  What results are expected?  What are the deliverables?  What benefits will be realized?  What problems will be resolved?
	







1. Assumptions
List and describe the assumptions made in the decision to charter this project.  
	







	
1. Project Scope
Describe the scope of the project.  The project scope establishes the boundaries of the project.  It identifies the limits of the project and defines the deliverables. 
	



List any requirements that are specifically excluded from the scope.
	



1. Project Milestones
List the major milestones and deliverables of the project.  
	Milestones
	Deliverables
	Date

	
	
	

	
	
	

	
	
	

	
	
	



1. Impact Statement
List the impact this project may have on existing systems or units.  
	Potential Impact
	Systems / Units Impacted

	
	

	
	

	
	

	
	



1. Roles and Responsibilities
Describe the roles and responsibilities of project team members followed by the names and contact information for those filling the roles. The table below gives some generic descriptions.  Modify, overwrite, and add to these examples to accurately describe the roles and responsibilities for this project.

	Sponsor:  Provides overall direction on the project.  Responsibilities include:  approve the project charter and plan; secure resources for the project; confirm the project’s goals and objectives; keep abreast of major project activities; make decisions on escalated issues; and assist in the resolution of roadblocks.

	Name
	Email

	
	

	
	

	Team Members:  Works toward the deliverables of the project.  Responsibilities include:  understand the work to be completed; complete research, data gathering, analysis, and documentation as outlined in the project plan; inform the project manager of issues, scope changes, and risk and quality concerns; proactively communicate status; and manage expectations.

	Name
	Email

	
	

	
	



1. Project Risks
Identify the high-level project risks and the strategies to mitigate them.

	Risk
	Mitigation Strategy
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