PROJECT CHARTER — [department or company name]
Project Title: 
Date: 
Project Manager: 
Sponsor: 
Version: 

1. Purpose / Problem Statement
(Describe the business problem or opportunity. Link to strategy, efficiency, cost, risk, or customer value.)

2. Background / Business Case
· What led to this project?
· What happens if we do nothing?
· Expected benefits (cost saving, productivity, compliance, risk reduction, revenue, customer experience).

3. Objectives (SMART)
1. 
2. 
3. 
(Make each measurable — % improvement, time saved, cost reduced, risk reduced.)

4. Scope
In Scope:
(Processes, systems, teams, locations, features INCLUDED.)
Out of Scope:
(Anything explicitly NOT included — prevents scope creep.)


5. High-Level Deliverables
· 
· 
· 
(Think: system deployed, process defined, training conducted, policy updated.)

6. Stakeholders & Roles
· Sponsor:
· Project Manager:
· IT Lead / Architect:
· Security / Compliance:
· Business Owner:
· Vendors:
· Key Users:

7. High-Level Timeline & Milestones
	Milestone
	Target Date

	Requirements approved
	

	Design completed
	

	Build / Configure
	

	Testing
	

	User Training
	

	Go-Live
	



8. Budget & Resources (High Level)
· Estimated budget (hardware, software, licenses, vendors, internal time)
· Resource assumptions (availability, specialist roles)
9. Risks, Assumptions & Constraints
Risks: (security, integration failures, change resistance, vendor delays)
Assumptions: (data available, users participate, leadership support)
Constraints: (budget cap, fixed deadline, legacy system limitations)

10. Success Criteria
How will we know the project succeeded?
· Adoption rate
· % improvement metrics
· Zero major incidents post-go-live
· Audit/compliance pass

Sponsor Approval: _________________________
Date: _______________

