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_____________________________________________________________________________________________
Note: This is a template. Organizations can use it customized to their need. It can be used as a generic approach to document charter. It captures the basic needs and is documented with reference to waterfall methodology. The examples quoted here are generic and are based on author’s experience. Users of this document should not copy this verbatim.

A project charter is a document which the Project Manager and the entire project team refers during the life cycle of the project. The charter comprises of the business objective and overview. It sets the context for           the needs of the project and the goals. The requirements, risks and assumptions are all documented here.
 The estimation, schedule, roles and responsibilities are also baselined in the document. A charter must be signed off by the key stakeholders before proceeding to each phase.
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[bookmark: _Toc363221341]Introduction
[bookmark: _Toc105907880][bookmark: _Toc106079190][bookmark: _Toc106079515][bookmark: _Toc106079784][bookmark: _Toc107027560][bookmark: _Toc107027770][bookmark: _Toc363213925][bookmark: _Toc363221342]Purpose of Project Charter
[bookmark: OLE_LINK2][bookmark: OLE_LINK5]The <Project Name> project charter will include the overview of the project, needs, scope, objective and goals of the project. The intended audience of the <Project Name> project charter is the project sponsor and all the stakeholders. The scheduled will be updated and tracked through the charter. A charter must be signed off by the business sponsor/his or her designated representatives. A charter sign off is a must as the project proceeds from one phase to the other. The roles and responsibilities of the key stakeholders must be documented in the project charter. All key risk items must be documented here. The high level design must be updated in the charter during the design phase. The timelines and estimates need to be update here.
[bookmark: _Toc105907881][bookmark: _Toc106079191][bookmark: _Toc106079516][bookmark: _Toc106079785][bookmark: _Toc107027561][bookmark: _Toc107027771][bookmark: _Toc363213926][bookmark: _Toc363221343]project /Product Overview 
This section will document the high level overview of the project. This section will define the scope of project at a high level and the need of implementing the product or solution in a specific market. It will also detail how this project would benefit and who would be the audience who will be benefitted by this project. The business benefit of the project or the ROI and market analysis can be included in this section.
[bookmark: _Toc363213927][bookmark: _Toc363221344]JUSTIFICATION OF THE PROJECT
[bookmark: _Toc107027568][bookmark: _Toc107027778][bookmark: _Toc107649377][bookmark: _Toc363213928][bookmark: _Toc363221345]Business Need
What is the need of this project? How will it impact people? Competitor research on similar products or services should be included here. The business benefit can be included in this section. For e.g. if call handling time for “credit” is reduced by 15%, then customer satisfaction will increase by 9% and profit will increase by 13% for the business unit.
[bookmark: _Toc363213929][bookmark: _Toc363221346]SCOPE & OBJECTIVES
Detail the in-scope and out of scope items for the projects. Outline the high level objectives. What does the sponsor wants to achieve through this project. (E.g. The sponsor wants to reduce the call handling time by 15% is the objective and it will be in scope for “credit” business unit)			
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[bookmark: _Toc104255527][bookmark: _Toc104255624][bookmark: _Toc104255529][bookmark: _Toc104255626][bookmark: _Toc104255531][bookmark: _Toc104255628][bookmark: _Toc105907884][bookmark: _Toc106079194][bookmark: _Toc106079519][bookmark: _Toc106079788][bookmark: _Toc107027563][bookmark: _Toc107027773][bookmark: _Toc363213934][bookmark: _Toc363221348]REQUIREMENTS
[bookmark: _Toc105907887][bookmark: _Toc106079197][bookmark: _Toc106079522][bookmark: _Toc106079791][bookmark: _Toc107027565][bookmark: _Toc107027775][bookmark: _Toc363213935][bookmark: _Toc363221349]High-Level Requirements
[bookmark: OLE_LINK3]The following table presents the requirements that the project’s product, service or result must meet in order for the project objectives to be satisfied.  The requirements should translate from the goals.
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[bookmark: _Toc363213938][bookmark: _Toc363221350]EstimatION AND SCHEDULE
          This section will include the overall estimate provided by the impacted teams. It will also detail the phase end dates for the project. The dates should align with those provided in the project plan. The project manager should own the dates and indication of slippage of any dates should be highlighted the stakeholders in the form of risk/issues.
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[bookmark: _GoBack]     For FP (Fixed price project), milestone dates can also be included in this section .his should be updated during end of analysis and design 
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[bookmark: _Toc105907889][bookmark: _Toc106079200][bookmark: _Toc106079525][bookmark: _Toc106079794][bookmark: _Toc107027573][bookmark: _Toc107027783][bookmark: _Toc363213957][bookmark: _Toc363221354]Assumptions
[bookmark: _Toc363213958]The charter is created based on assumptions. E.g. the integration testing would complete by mm//dd/yy, if the hardware vendor completes the network & cabling by mm’/dd’/yy’. The project team must be proactive and detailed to underline all the assumptions that has been taken into consideration while estimating the project and providing timelines
[bookmark: _Toc363213959][bookmark: _Toc363221355]Risks
The project sponsor should be aware of the key risks associated with the project from inception. The existing risks will guide the sponsor to take decisions on funding and give a go/no-go. It also highlights the details which all the stakeholders need to be aware of and take appropriate actions.
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[bookmark: _Toc363213972]This section details the roles & responsibilities of every stakeholder of the project so that they are aware of their responsibilities. (Sample Included)
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This section will include the high level architecture of the product/services. It should include the impacted systems at a high level. Any details of the architecture can be added in the appendix.
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APPENDIX A: 
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[bookmark: _Toc363214008]This section will refer to the acronyms that have been used in this document.
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