Project Charter

Purpose: authorises the project, names the project manager, and states objectives, scope, budget and stakeholders at a high level. Replace all italic grey text.

	Project Name
	

	Project Manager
	

	Project Sponsor
	

	Prepared By
	

	Date
	

	Version
	


1. Project Purpose / Business Case
Why is this project being undertaken? State the business need, problem or opportunity and the expected benefit.
2. Project Objectives
List SMART objectives (Specific, Measurable, Achievable, Relevant, Time-bound).
1. Objective 1 - ...
1. Objective 2 - ...
1. Objective 3 - ...
3. Scope Summary
In Scope
1. ...
Out of Scope
1. ...
4. Key Deliverables
	#
	Deliverable
	Description
	Target Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


5. Milestones
	Milestone
	Target Date
	Owner

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


6. Budget Summary
	Cost Category
	Estimated Amount
	Notes

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


7. Key Stakeholders
	Stakeholder
	Role
	Interest / Influence

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


8. High-Level Risks & Assumptions
Key Risks
1. ...
Key Assumptions
1. ...
9. Constraints
Time, cost, quality, resource, regulatory or other boundaries within which the project must be delivered.
1. ...
10. Project Organisation & Roles
	Role
	Name
	Responsibility

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


11. Success Criteria
How will success be measured at project close? Define measurable acceptance thresholds.
1. ...
12. Approval / Sign-off
	Name
	Role
	Signature
	Date
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