	PROJECT CHARTER
	CONFIDENTIAL



	PROJECT CHARTER

[Project Name]



	Document Reference
	Version
	Date
	Status

	[PROJ-001]
	[1.0]
	[DD MMM YYYY]
	DRAFT



	1.  PROJECT OVERVIEW

	Project Name
	[Enter full project name]

	Project Code / ID
	[e.g. CRM-2026-001]

	Project Sponsor
	[Name, Title, Department]

	Project Manager
	[Name, Title — include PMP/certification if held]

	Department / Business Unit
	[Owning department or division]

	Priority Classification
	[Critical / High / Medium / Low]

	Start Date
	[DD MMM YYYY]

	Target Completion
	[DD MMM YYYY]

	Total Budget
	[$XXX,XXX — or state "TBC pending business case approval"]



	2.  PURPOSE & BACKGROUND

	Business Need / Problem Statement

Describe the business problem, opportunity or need that this project addresses. Why does this project exist? What will happen if this project is not done?




	Strategic Alignment

Which company strategy, OKR, programme objective or regulatory requirement does this project support?





	3.  OBJECTIVES & SUCCESS CRITERIA

	Project Objectives (SMART)

Each objective should be Specific, Measurable, Achievable, Relevant and Time-bound.

1. Objective 1: [Enter SMART objective]
1. Objective 2: [Enter SMART objective]
1. Objective 3: [Enter SMART objective]
1. Objective 4: [Enter SMART objective]
1. Objective 5: [Enter SMART objective]




	Success Criterion
	Measurement Method
	Target

	[Criterion 1]
	[How measured]
	[Target value]

	[Criterion 2]
	[How measured]
	[Target value]

	[Criterion 3]
	[How measured]
	[Target value]

	[Criterion 4]
	[How measured]
	[Target value]



	4.  SCOPE

	In Scope

1. [In-scope item 1 — be specific about what IS included]
1. [In-scope item 2 — be specific about what IS included]
1. [In-scope item 3 — be specific about what IS included]
1. [In-scope item 4 — be specific about what IS included]
1. [In-scope item 5 — be specific about what IS included]


	Out of Scope

1. [Out-of-scope item 1 — explicitly state what is NOT included to prevent scope creep]
1. [Out-of-scope item 2 — explicitly state what is NOT included to prevent scope creep]
1. [Out-of-scope item 3 — explicitly state what is NOT included to prevent scope creep]


	Key Assumptions

1. [Assumption 1 — what is assumed to be true for this charter to remain valid]
1. [Assumption 2 — what is assumed to be true for this charter to remain valid]
1. [Assumption 3 — what is assumed to be true for this charter to remain valid]


	Constraints

1. [Constraint 1 — fixed limits the project must operate within: deadline, budget cap, regulatory, technical]
1. [Constraint 2 — fixed limits the project must operate within: deadline, budget cap, regulatory, technical]
1. [Constraint 3 — fixed limits the project must operate within: deadline, budget cap, regulatory, technical]




	5.  KEY STAKEHOLDERS

	Name
	Role / Title
	Responsibility
	Engagement Level

	[Project Sponsor]
	[Name, Title]
	Approves decisions, provides funding, removes blockers
	Lead

	[Project Manager]
	[Name, Title, PMP]
	Day-to-day delivery, risk management, reporting
	Lead

	[Name]
	[Role]
	[Responsibility]
	[Consult / Inform / Approve]

	[Name]
	[Role]
	[Responsibility]
	[Consult / Inform / Approve]

	[Name]
	[Role]
	[Responsibility]
	[Consult / Inform / Approve]

	[Name]
	[Role]
	[Responsibility]
	[Consult / Inform / Approve]

	[Name]
	[Role]
	[Responsibility]
	[Consult / Inform / Approve]



	6.  HIGH-LEVEL TIMELINE & MILESTONES

	Phase / Milestone
	Description
	Target Date
	Owner

	Project Kick-off
	Charter signed, team assembled, planning commenced
	[DD MMM YYYY]
	[PM Name]

	Discovery & Requirements
	[Brief description of phase deliverable]
	[DD MMM YYYY]
	[Owner]

	Design / Architecture
	[Brief description of phase deliverable]
	[DD MMM YYYY]
	[Owner]

	Build / Implementation
	[Brief description of phase deliverable]
	[DD MMM YYYY]
	[Owner]

	Testing & UAT
	[Brief description of phase deliverable]
	[DD MMM YYYY]
	[Owner]

	Training & Comms
	[Brief description of phase deliverable]
	[DD MMM YYYY]
	[Owner]

	Go-Live / Launch
	[Brief description of phase deliverable]
	[DD MMM YYYY]
	[Owner]

	Post-implementation Review
	[Brief description of phase deliverable]
	[DD MMM YYYY]
	[Owner]

	Project Close
	Lessons learned documented, resources released, benefits baseline set
	[DD MMM YYYY]
	[PM Name]



	7.  BUDGET SUMMARY

	Cost Category
	Estimated Cost
	Notes

	Labour — Internal
	[$X,XXX]
	[Brief note on basis of estimate]

	External Resources / Vendors
	[$X,XXX]
	[Brief note on basis of estimate]

	Software & Licences
	[$X,XXX]
	[Brief note on basis of estimate]

	Materials & Equipment
	[$X,XXX]
	[Brief note on basis of estimate]

	Travel & Expenses
	[$X,XXX]
	[Brief note on basis of estimate]

	Other / Miscellaneous
	[$X,XXX]
	[Brief note on basis of estimate]

	Sub-total (Base Estimate)
	[$XX,XXX]
	

	Contingency Reserve (10%)
	[$X,XXX]
	For identified risks — PM can approve

	Management Reserve (5%)
	[$X,XXX]
	For unknown risks — requires sponsor approval

	TOTAL AUTHORISED BUDGET
	[$XX,XXX]
	Budget at Completion (BAC)



	8.  TOP RISKS & DEPENDENCIES

	Risk Description
	Probability
	Impact
	Response Plan

	[Risk 1 description]
	[H/M/L]
	[H/M/L]
	[Avoid / Mitigate / Transfer / Accept — specific action]

	[Risk 2 description]
	[H/M/L]
	[H/M/L]
	[Avoid / Mitigate / Transfer / Accept — specific action]

	[Risk 3 description]
	[H/M/L]
	[H/M/L]
	[Avoid / Mitigate / Transfer / Accept — specific action]

	[Risk 4 description]
	[H/M/L]
	[H/M/L]
	[Avoid / Mitigate / Transfer / Accept — specific action]

	[Risk 5 description]
	[H/M/L]
	[H/M/L]
	[Avoid / Mitigate / Transfer / Accept — specific action]



	Key Dependencies

1. [Dependency 1 — what must happen before or alongside this project for it to succeed]
1. [Dependency 2 — what must happen before or alongside this project for it to succeed]
1. [Dependency 3 — what must happen before or alongside this project for it to succeed]




	9.  PROJECT TEAM & RESOURCE PLAN

	Name
	Role
	Department / Organisation
	% Allocation

	[Project Sponsor]
	Sponsor
	[Department]
	10%

	[PM Name]
	Project Manager
	[Department]
	100%

	[Name]
	[Role]
	[Department]
	[%]

	[Name]
	[Role]
	[Department]
	[%]

	[Name]
	[Role]
	[Department]
	[%]

	[Name]
	[Role]
	[Department]
	[%]

	[Name]
	[Role]
	[Department]
	[%]

	[Name]
	[Role]
	[Department]
	[%]



	10.  CHANGE CONTROL

	Any changes to scope, budget, timeline or quality after this charter is approved must be submitted through the formal Change Control process. All changes require a Change Request Form and approval by the Project Sponsor before implementation. The Project Manager is accountable for maintaining the change log and communicating approved changes to all affected stakeholders.



	11.  APPROVAL & AUTHORISATION

	By signing below, the approvers authorise the Project Manager to proceed with planning and delivery of this project within the scope, budget and timeline defined in this charter.



	Project Sponsor


Signature & Date
	Project Manager


Signature & Date
	Steering Committee Chair / Business Owner


Signature & Date



	DOCUMENT HISTORY

	Version
	Date
	Author
	Summary of Changes

	0.1
	[DD MMM YYYY]
	[Author]
	Initial draft

	1.0
	[DD MMM YYYY]
	[Author]
	Approved version
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