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	Project Name
	Project Reference Number
	Prepared By (print)
	Preparer’s Initials

	     
	     
	     
	     

	Customer
	Contact
	Contact’s Phone Numbers
	Date Prepared

	     
	     
	     
	     



	Purpose of the Project and Description
(Why should the project be done? What business needs are being supported by this project? Provide a high-level description of the project and the product/service/result the project is to achieve, including any high-level requirements.)

	     

	Current Understanding of the Customer’s Needs
(Why does the customer want the product/service/result and what do they currently expect from the project?)

	     

	Project Success Criteria
(Describe what project success looks like and include known objectives of the project and success criteria necessary to ensure that the objectives have been met.)

	     

	Possible Risks
(Describe the high-level risks to the project. Include both the risk of doing the project and the risks for not doing the project.)

	     

	Summary Schedule and Budget
(Describe the high-level schedule and budget that would be required for the project.) Include the file location of the project’s business case.

	[bookmark: _heading=h.2s8eyo1]     

	Approval Requirements 
(Identify the approving authority—the person who would determine the success and who had signatory approval for the project and its deliverable.)

	     
Name of Approving Authority: _____________________________________________
Contact Details:

	Project Manager Assignment
(Identify the project manager and describe their assignment of responsibility and authority for this project.)

	     
Project Manager’s Name: ___________________________________
The above named project manager is appointed as the project manager of the above-described project. As a project manager, they are assigned the responsibility and authority to manage the project to a successful completion as described in this project charter. The project manager will be responsible for internal communication and cooperation with responsible functional managers as noted. The following spells out the specific responsibilities and level of authority authorized for the project manager for this particular project.

Responsibilities of the project manager:
· Be the primary contact for (internal organization name) and (customer name).
· Ensure that team members know their responsibilities pertaining to this project.
· Track team member performance and report to the appropriate functional manager as necessary.
· Manage, monitor, and track overall project performance.
· Anticipate future project performance (and required actions necessary) to ensure the successful completion within project constraints.
· Prepare a detailed project management plan and obtain an agreement to that plan from the related functional managers.
· Periodically report project status to key stakeholders and management.
Authority level of the project manager:
· Authority to direct assigned project team members to complete assigned work related to this effort
· Access to (customer name) on all matters related to this effort
· Access to functional managers on all matters related to this effort
· Control of the project budget
· Access to financial reports related to this project’s expenditures, including personnel time and attendance
· Renegotiation with functional managers to delegate responsibility and authority to functional organization team members assigned to this project

	Authorizing Signatures

	Distribution list for this project charter:     

	
	     
	
	     
	
	     
	

	
	Authorizing Agent for Project Charter
(print name)
	
	Signature of Authorizing Agent 
	
	Date
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