Project Charter


INSERT PROGRAM/PROJECT  TITLE 
Program/Project Charter

Insert Date

(Rename this template to reflect your program/project name)
Note: Remove all text instructions highlighted in yellow.
Program/Project Title
Name of program/project
Business Need For The Program/Project
The business need provides the reason why the program/project is being conducted and how the program/project will fill the specific needs of the organization.  It should:

· State the general idea of the program/project.

· Describe the issue that the program/project is designed to resolve/address.

· Identify stakeholders

· Identify the problems the program/project will resolve and/or how it will improve the current status or situation.

· Explain how the initiatives will actually resolve the problems or improve the situation.

· State why implementing the program/project would be better for the organization or user than what is currently available.  Additionally, it should state how critical the implementation of the program/project is to the organization or user.
Program /Project Description/Scope
The program/project description documents the characteristics of the product or service that the program/project will produce.  The program/project description should also document the relationship between the program and the business need.  This description needs to be detailed enough to support subsequent program planning.

Program/Project Goals And Objectives
Note: Identify the Goals and Objectives that the project supports.
	
Goals
	Objectives

	Each goal should be an aspect of the issue that the project will resolve.  Program goals are broad statements identifying the desired achievements of the program.  Program goals do not necessarily have to be directly measurable and tend to be more general in nature.
	Each goal is often supported by several objectives.  Objectives are specific and measurable.  They can be output objectives, or can be attitudinal or behavioral.  But most of all, objectives are measurable, concise, and specific.  Objectives are essential for Program success because they state direction, aid in evaluation, reveal priorities, and provide a basis for effective planning, organizing, motivating, and controlling activities. 


Project Milestones/Deliverables


List dates for significant Project events and significant work products which the Project is intended to produce

	Date
	Milestone/Deliverable Description

	
	

	
	

	
	


Project Costs
Identify the cost estimate for this project and funding sources.  Describe the analysis conducted to develop the cost estimate(s).    Note: this is a rough order of magnitude total cost estimate for the entire project.
Project Assumptions and Constraints 

	Assumptions
	Constraints

	· Assumptions are factors that, for planning purposes, are considered true.  Assumptions affect all aspects of project and are part of the project.  List in bullet form the assumptions made during this phase of the project.  Examples of assumptions include resource availability, funding availability, review cycle time, and proper documentation (e.g., reference document will be available at a given time).  
	· Constraints are applicable restrictions that will affect the performance of the project.  List in bullet format the constraints identified during this phase of the project.  Examples of constraints include limited access to qualified contractors, lack of funding, lack of senior management buy-in, and limitations in execution time.  


Project Risks

Describe risks that can be anticipated.
Alternative Technical Solutions

Identify alternative technical solutions that should be considered for this project.

Project Success Criteria
Describe the criteria that will be utilized to determine whether or not the project requirements have been met.

Project Management and Oversight 

Provide the controlling authority for the project: sponsor organization and oversight authority (if different), as well as the PM.  
Assignments & Responsibilities

Include key personnel and positions on the project team (e.g., deputy project manager, etc.).  
Project charter Approval
______________________________________________                     ____________

(Signature of Project Manager)             



Date

______________________________________________                     ____________

(Signature of Project Sponsor)             

                         Date
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