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Project Charter (Describes Why and What)
	Project name:

	Date of this charter:

	One sentence description of project:



	Strategic contribution

	What strategic goal or desired future state will this project contribute to?

	How and when will you measure the success of that strategic contribution?



	Focus of project

	What specifically will this project focus on creating or improving?  This should directly enable the strategic contribution described above.

	How and when will you measure whether the project achieved that?


	Investment

	Estimate at a high level the investment that will be required (such as time, effort, money):

	What current or potential work will we have to forego to make room for this project?


	Deliverables (What high-level tangible items or outputs will the project deliver?)  SMART deliverables are Specific, Measurable, Actionable, Realistic and Time-bound.

	Description of deliverable
	How and when will success of deliverable be measured?

	
	

	
	

	
	

	
	

	
	

	Other information about deliverables: (if applicable)

	Things we will not do (out of scope items):



	Key targets, constraints, and assumptions (for example, desired start and end date, cost targets, or anything that key stakeholders want the project team to use to guide the project.)


	Major risks and opportunities to be managed


	Key roles, stakeholders, and decision-makers

	Role
	Name / contact info
	Major responsibilities

	Project leader
	
	

	Sponsor
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Agreement to proceed to next phase

	Project leader
	

	Sponsor
	

	Funder
	

	Other
	


Instructions for Completing a Project Charter
Purpose and Responsibilities

· This form is used during the define phase of a project to get initial alignment and agreement on why the project is being initiated and what it will produce.  

· The sponsor and the project manager should work together to get this charter form filled out.  Involve as much of the core project team as possible to get their buy-in.

· The charter is not a replacement for a project plan.  Keep it at a higher level of detail; just detailed enough to make a decision at the next gate on whether it is worth investing in detailed planning for the project.

· The completed form should be about 3 pages long.  The entire define phase should be short, such as several weeks for many projects at a typical company.
· The charter is always subject to revision as the project progresses and the team and stakeholders learn more.  Changes should be discussed and agreed upon.  If the changes are significant, get the charter re-approved.
Step-by-Step Instructions 
Short Description
Enter a brief description of the project so that other people can recognize it quickly.  This is just an identification tag, so don’t make it too fancy. 

Strategic Contribution, Purpose of Project, and Investment
In these sections, describe the why of the project.  Explain the business level costs and benefits that your company will get from this project.  Why is this project important and how does it link to your company’s business objectives?  This is a great place to use the causal hierarchy technique to create really clear linkages.
Deliverables and Success Measures

In this section, describe the what of the project.

· What are the tangible deliverables that the project will deliver to its customers or users?

· How will you measure whether the project successfully delivered them?

· Use the SMART test.  Are the deliverables and success measures Specific, Measurable, Actionable, Realistic, and Time-bound?

· In the out of scope section write a short list of things that you don’t plan to deliver but that other people might be expecting, based on likely misunderstandings.

Key Targets, Assumptions, and Constraints
Targets are order of magnitude estimates, since you are filling out this form during the define phase, before any detailed planning has been done for the project.  These are not commitments.  Also, document key assumptions and constraints that will shape the planning for this project.  
Major Risks and Opportunities
List major risks or opportunities that may significantly affect the success of this project.  Capture the big stuff here – don’t worry about minor items at this time.

Major Roles
List the major project stakeholders and what role you expect them to have.  Make sure you include the project manager, the sponsor, and key team members (if known at this time).  This is not a laundry list.  List 3 – 8 stakeholders who are major internal or external customers of the project, decision-makers or contributors.  Key stakeholders are often people who do one or more of these things:

1. Provide things to the project

2. Pay for the work

3. Do the work

4. Support the results after the project is done (such as maintenance techs)

5. Use the results of the project (such as line operators and sales people)

6. Are an end customer
7. Make major decisions that affect the project
8. Can derail the project

Approval of Charter
Formal approval is necessary to transition this project into the planning phase.  Get the signatures of the sponsor, project manager, and other especially key stakeholders so you are assured that they all agree on the direction that the project is taking.

From level 1 of the causal hierarchy





From level 2 of the causal hierarchy





From any level of the causal hierarchy





From level 3 of the causal hierarchy
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