
[Project Name] Project Charter
Project Manager: [Name]

Sponsor: [Name]
Date: [mm/dd/yy]
This charter serves to announce the initiation of the [project name] project.  We are undertaking this project [describe project background and purpose].  
[Project manager name] has been selected to lead this project.

Please provide your complete cooperation to the project and to [project manager name].

Thank you.

[This charter formally authorizes the project manager and is sent out from the sponsor or project selection board.]

Content of a Project Charter
The charter outlines the direction and constraints of the project. The Scope Section of the Charter describes the project objectives and deliverables, customers and their needs and requirements, project stakeholders. The Resources Section of the Charter names the project manager and other key project team members, the deadline, staff effort limit, budget, and other organizational constraints which the project must live within. In order for the team to make the best choices between the three main variables, the Resources Section describes also project priorities according to the ranks assigned by the sponsor to the scope, schedule, and cost.
 
· Project Name 
· Business Case - a brief summary 
· Project Objectives 
· Final Deliverable(s) 
· Project Customers 
· Customer Requirements - quality characteristics 
· Customer Needs   why project is commissioned - to develop something new or to improve something existing 
· Project Stakeholders - a list 
· Resources Section 
· Team Assignments    name of the project manager and other key team members 
· Deadline 
· Staff Effort Limit 
· Budget (or Spending Limit) 
· Organizational Constraints   - other than deadlines, staff effort, and budget 
· Project Priorities    -ranking of scope, schedule, and tasks



























