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1 PROJECT DEFINITION
[Replace the following text with a 100- to 250-word statement about the Project Charter Purpose and overall goals, using the following section as an example:]
The project charter defines the scope, objectives, and overall approach for the work to be completed. It is a critical element for initiating, planning, executing, controlling, and assessing the project. It should be the single point of reference on the project for project goals and objectives, scope, organization, estimates, work plan, and budget. In addition, it serves as a contract between the Project Team and the Project Sponsors, stating what will be delivered according to the budget, time constraints, risks, resources, and standards agreed upon for the project.



2 PROJECT EXECUTIVE SUMMARY
[Replace this text with a high-level view of the project covering the content listed in the bullets below] 
· project goals
· objectives
· assumptions

· risks

· approach
· organization
[Include a summary and description of impact for each of the triple constraints listed below:]
· scope

· costs

· timeline



3 PROJECT OVERVIEW
[Replace this text with a 350- to 500-word rationale and business justification for undertaking this project; the purpose of this project.]


4 PROJECT SCOPE
4.1 Goals and Objectives
	Goals
	Objectives

	[Replace this text with Project Goals. For example: The project will provide an improved system for managing product returns.]
	[Replace this text with objectives for each goal. For example:

1. Develop a system by June that tracks an end-to-end process for 100% of product returns.
2. Integrate new system with sales in order to improve customer satisfaction 40% by year end.]


4.2 Project Deliverables
	Milestone
	Deliverable

	[Replace this text with major milestones for the project.] 

1. [Milestone Description]
	[Replace this text with the deliverables for each milestone.] 

· [Deliverable 1—description]
· [Deliverable 2—description]
· [Deliverable n—description]

	2. [Milestone Description]
	· [Deliverable 1—description]
· [Deliverable 2—description]
· [Deliverable n—description]

	3. 
	· 


4.3 Deliverables Out of Scope

[Replace this text with a description of key logical areas not considered part of the boundaries of this project. Examples of these out-of-scope deliverables may include data, processes, applications, and/or business management.]
4.4 Project Estimated Costs & Duration
[Identify high-level cost and duration for the project. Use the Microsoft® Project outcome to fill this section. The confidence level rating can be chosen by indicating the risk factors.] Note: Macintosh users may use ConceptDraw™ Project to complete this section.
	Project Milestone
	Date Estimate
	Deliverable(s) Included
	Confidence Level

	[Milestone 1]
	[mm/dd/yy]
	[Deliverable 1]
[Deliverable 2]
	[High/Medium/Low]

	[Milestone 2]
	[mm/dd/yy]
	[Deliverable 1]
[Deliverable 2]
	[High/Medium/Low]

	
	
	
	




5 PROJECT CONDITIONS
5.1 Project Assumptions
[Use this section to list at least three assumptions that you may have made at the beginning of the project (for example, getting loan approval from the bank).]
· [Assumption 1]
· [Assumption 2]
· [Assumption 3]
5.2 Project Risks
[Use this section to list at least five risks factors and their potential impacts for the project.]
	#
	Risk Area
	Likelihood
	Risk Owner
	Project Impact-Mitigation Plan

	1
	[Project Risk]
	[High/Medium/Low]
	
	[Replace this text with a description of the Mitigation Plan.]

	2
	[Project Risk]
	[High/Medium/Low]
	
	[Replace this text with a description of the Mitigation Plan.]


5.3 Project Constraints

[Example: Triple constraint variables (cost, time/schedule, and scope). Are there any possible limitations? List all that apply.]
· [Replace this text with a description of a constraint.]
· [Constraint 2]
· [Constraint 3]


6 Project Structure Approach

[Replace this text with a description of how the project will be structured and what approach will be used to manage the project. List the outside resources that the project depends on and describe how you would manage those resources. 
· What are the dependencies of the project?

· How will you plan and manage the project?]


7 Project Team Organization Plans
[List all the project stakeholders with their responsibilities.]
	Project Team Role
	Project Team Member(s)
	Responsibilities

	[Role Title]
	[Name(s)]
	[Replace this text with a description of the role responsibilities.]

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


8 Communication Plan

[Give one paragraph overview of the plan for communicating with stakeholders.]
8.1 Risks and issues management

8.1.1 Potential exceptions and problems

[List all potential problems that might arise during the project, and list their causes, symptoms, consequences, and possible solutions.]
8.1.2 Appropriate corrective measures

[For each issue, identify the optimal way to resolve the issue and then identify the steps that your team needs to take in order to implement the resolution.]
8.2 Change Management Process

8.2.1 Change management process steps

[Describe the process that your team will follow to document and approve changes to the project. If your team uses a change control document, identify how and when team members should fill it out.]
8.2.2 Change control board (CCB)

[Identify who will serve on the CCB, which determines whether issues are within the current project scope and whether they should be addressed and gives a rationale for each member.]
9 Development and Implementation

· [Provide review of the development and implementation process.

· Summarize the installation process activities in context of a Gantt Chart, prepared using Microsoft® Project, which shows specific precedence and dependencies between specific activities.] Note: Macintosh users may use ConceptDraw™ Project to complete this section.
10 Measurement and Project Termination
10.1 Quality Management

	Quality Management

	[Replace this text with a description of how quality management processes were used and integrated into the project, and how quality control measures provided quality assurance.]



10.2 Communication Management

	Communication Management

	[Replace this text with an outline of the project communication process.
· How effective was the process?

· What changes were made during the project?]




10.3 Customer Expectation Management

	Customer Expectation Management

	[Replace this text with a brief description of how customer expectations were managed.

· Did these expectations vary during the course of the project? If so, how?]




10.4 Asset Management

	Asset Management

	[Replace this text with a list of assets remaining at the end of the project.

· How will the assets be dispersed?

· Who will manage the disposition process?]




10.5 Lessons Learned

	Lessons Learned

	[Replace this text with a list of successes and shortcomings to remember for the future.

· Which activities and processes worked well?

· What could have been improved, and how?]




10.6 Post Project Tasks

	Post Project Tasks

	[Replace this text with a list of outstanding issues for this project.

· What actions are not yet completed? Who is responsible for them?

· Which success criteria are not yet met? Which deliverables are not yet achieved?

· Which training requirements are still outstanding?]


10.7 Maintenance 

	Maintenance Plan

	[Replace this text with a list of items that will need maintenance and the plan for dealing with the maintenance.
· What processes will continue? Who is responsible for them?

· What areas of the completed project will be ongoing and need updates? Who will be responsible for them?]


10.8 Project Closure Recommendations

	Project Closure Recommendations

	[Replace this text with a list of recommendations arising from review of closure tasks.

· The main recommendation would usually be to gain project closure approval from the Project Sponsor, including agreement that the project has fulfilled all of the requirements as documented and that the Project Sponsor is satisfied that all outstanding items have been addressed.]
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