Project Charter Template

Project Charter
<Project Name>
Project Groups
Executive Summary
The executive summary should be a high-level summary of what issues or problems the project was created to correct.  Typically, the executive summary also provides the background information and general statements regarding the project’s purpose or justification which will be covered in more detail in the appropriate section(s) of the charter.  
Literature Review: (Gate 0)
A study on project carried out by others and scope for additional work

Project Purpose

Problem statements; Based on literature review, identify the problem or further value addition can be done in the project

Project Objectives; (Gate 1)
Note: This section should list the Project Objectives for the project which should support the organizational strategic plan.

Project Scope Statement

Note: The Project scope statement is a general paragraph which highlights what the project will include, any high-level resource or requirement descriptions, and what will constitute completion of the project.  It also indicates what you will deliver as an outcome and what not.
Project Description
Note: Describe the project features, facilities, technical specifications etc. as applicable in your project
This section provides a high-level description should provide general information about what the project is, how it will be done, and what it is intended to accomplish.  
WORK BREAK DOWN STRUCTURE (Gate 2)
Note: Break the entire project into small part and prepare list of activities and sequence. Use a Network or Gantt chart to understand the flow of work from beginning to completion of project

Activity flow and Learning Requirements

Note: Mention theoretical knowledge, software to learn and use and application at each stages of project progress. Make a flow chart/fish diagram to understand the plan of action with timeline
	
	Phase I
	Phase II
	Phase III
	Phase IV
	Phase V
	Phase VI
	Project Outcome

	Key outcome after each phase of work
	
	
	
	
	
	
	

	Learning

Input(Theory/Software…)
	
	
	
	
	
	
	


Risks

Note: All projects have some form of risk attached.  This section should provide a list of high-level risks that the project team has determined apply to this project.

Project Deliverables
Note: This section should list all of the deliverables that the customer, project sponsor, or stakeholders require upon the successful completion of the project.  Every effort must be made to ensure this list includes all deliverables and project sponsor approval must be required for adding additional deliverables in order to avoid scope creep.
Summary Milestone Schedule

Note: This section provides an estimated schedule based on activities/phases to be carried out.  You can work out schedule of work completion backward based on last date of completion of project. Any deviation to this schedule will delay the project completion time. Also mention project progress review dates.
	Summary Milestone Schedule – List key project milestones relative to project start.  
	

	Project Milestone
	Start Date (mm/dd/yyyy)
	End date

	· Activity 1
	
	

	· Activity 2
	
	

	· Activity 3
	
	

	· 
	
	

	· 
	
	

	· 
	
	

	· Project Complete
	
	


Project Cost estimate
Make an estimation of money that you plan to spend for resource utilization for each activity

Project Outcome
Give a report on project outcome as per the project scope statements and give findings, analysis of result and conclusion
Authorization

Note: This section provides the names and authorization, once signed, for the project to move forward in accordance with the information contained in this charter. 
Approved by the Project Supervisor:



Date:
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