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[bookmark: _Toc368244960]Project Charter
At a high-level, provide a brief description of the project and describe how it fits within the organization. What problem or need it is trying to address? What are the implications of the product, service, or result that this project will produce for the organization?
[bookmark: _Toc368244961]Project Purpose or Justification
Describe why this project is being undertaken. Will the outcome of the project strengthen an existing organizational capability? Is the organization undertaking this project to address a weakness or threat?
[bookmark: _Toc368244962]Measurable Project Objectives and Related Success Criteria
After completing this project, how will you the organization know that it was successful? How will success be measured? Think in terms of increased revenue, customers, awareness and so forth. In contrast, this project may also reduce certain inefficiencies.
[bookmark: _Toc368244963]High-Level Requirements
List four to seven high-level requirements that this project will deliver and provide a brief narrative or description for each.
[bookmark: _Toc368244964]Assumptions and Constraints
Because of the lack of detailed information at this stage of the project, what assumptions are being made in terms of scope, time, cost, risk, and so on? What constraints can limit the project team’s options in delivering the project objectives?
[bookmark: _Toc368244965]High-Level Project Description and Boundaries
Briefly reiterate the project description in the introductory paragraph and provide additional details about the boundaries (what are included and excluded in the project).
[bookmark: _Toc368244966]High-Level Risk
List the high-level risks, both positive and negative, that the project may encounter.
[bookmark: _Toc368244967]Summary Milestone Schedule
List four to seven key milestones and their corresponding target dates. If a specific date is not known, list the approximate month, quarter, or year.
[bookmark: _Toc368244968]Summary Budget
If the overall budget is known, list it here. If the budget timeline by month, quarter, or year is available, along with capital and expense breakdown, include them as well.
[bookmark: _Toc368244969]Stakeholder List
List the known key stakeholders at this point.
[bookmark: _Toc368244970]Project Approval Requirements
In this section, list any special approval requirements such as financial thresholds, cross-departmental approvals, and/or regulatory requirements.
[bookmark: _Toc368244971]Assigned Project Manager, Responsibility, and Authority Level
List the project manager (if known) along with his responsibilities (for example, focusing only on the business side of the project), and authority level on areas such as staffing, contracting, and so on.
[bookmark: _Toc368244972]Name and Authority of the Sponsor
List the name and title of the project initiator or sponsor.
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	Major revision
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