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Template Guide

What is a Project Charter?

A Project Charter is a document which outlines the purpose of the project, the way the project will be structured and how it will be successfully implemented.

· The Project Charter defines the boundaries for the project. It describes in detail the scope of the project, within which all deliverables must be produced. Activities should be undertaken outside the defined scope of the project only if a valid ‘change request form’ has been approved by the Project Sponsor
· The next stage following approval of the Project Charter is the formal appointment of the project team. ©
When do I use a Project Charter?

The Project Charter is usually presented by Senior Management within the business to an identified Business Sponsor. It is completed after the Business Case and Feasibility Study have been approved but before the Project Team is formally appointed. 

How to use this template

This document provides a guide on the topics usually included in a Project Charter. Sections may be added, removed or redefined at your leisure to meet your particular business circumstance.  
1. Executive Summary

Sum up each of the sections in this document concisely by outlining the project:

· Definition

· Organization and plan

· Risks and issues

· Assumptions and constraints. 
©
2. Project Definition

This section describes what the project sets out to achieve. It outlines the solution and the key objectives to be met, the scope of work to be undertaken and the deliverables to be produced.

2.1 Proposed Solution
Describe the project solution. This statement should be short, concise and achievable. Examples of solution statements include:

· To deliver a robust, scalable financial management system to the business

· To upgrade existing DS Navigator application software 
· To convert existing vendor managed software to an in house supported application. ©
2.2 Objectives

List the key objectives of the project, and the measurement of their success.
e.g  

Objective: Standardized approach, methodology and toolkit for project delivery

Measurement: Optimized delivery of projects within time and budget.

	Objective©
	Measurement..

	
	

	
	

	
	

	
	

	
	

	
	

	
	


3. Scope & Deliverables
3.1 Scope Statement
Define the scope of the project in terms of IT
3.2 Project Deliverables
Highlight the key project deliverables in the following table 
	Product or Solution.
	Description.

	
	

	
	

	
	

	
	

	
	

	
	

	
	


3.2.1. Exclusions

3.2.2. Assumptions

3.2.3. Dependencies

List any project activities which:

· Will impact on another activity external to the project

· Will be impacted on by the non/delivery of another activity external to the project

	Project Activity
	Impacts on
	Impacted on by
	Criticality©
	Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


3.2.3. Constraints
3.2.4 .Key Project Risks

	Event©
	Impact (H/M/L)©

	
	

	
	

	
	

	
	

	
	


4. Milestones

List the major project milestones and the required delivery dates. A ‘milestone’ is a significant event or stage to be completed. Explain why each milestone is critical to the project, as follows:

	Milestone©
	Proposed Target date

	Initiate/Requirements
	

	Plan
	

	Analyze
	

	Design
	

	Build
	

	Test
	

	Deploy
	


5. Resource Requirements – attachment
5.1 Service Level Agreement – SLA

	Hours and Level of Service Required
	
	

	Infrastructure Monitoring
	
	

	
	24 Hour Support
	 FORMCHECKBOX 


	Help Desk
	
	

	
	US Business (8AM – 5OM EST)
	 FORMCHECKBOX 


	Other
	
	

	
	
	 FORMCHECKBOX 


	Level of Support
	
	

	
	Infrastructure Only
	 FORMCHECKBOX 


	
	Application Escalation and Tracking
	 FORMCHECKBOX 


	
	Application Level Help
	 FORMCHECKBOX 


	
	Application SME availability required
	 FORMCHECKBOX 


	Other
	
	

	
	
	 FORMCHECKBOX 



6. Financial Business Case

Costs estimates – attachment
	Total Project Cost
	Recurring Costs
	Annual Benefits
	ROI

	
	
	
	


7. Document Control

Document Information


	©
	Information

	Document Id
	[Document Management System #]

	Document Owner
	[Owner Name]

	Issue Date
	[Date]

	Last Saved Date
	[Date]

	File Name
	[Name]


	Version
	Issue Date
	Changes

	[1.0]
	[Date]
	[Section, Page(s) and Text Revised]

	
	
	

	
	
	

	
	
	


Document Approvals


	Role
	Name
	Signature©
	Date

	Project Sponsor


	
	
	

	Project Review Group


	
	
	

	Project Manager©

	
	
	

	Project Office Manager

(if applicable)
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