	Project Charter
A high-level document that defines the project, aligns stakeholders, and authorises work to begin.
	
PROJECT NAME
[Insert Project Name]
PROJECT MANAGER
[Insert Name]
PROJECT SPONSOR
[Insert Name]
DATE
[DD/MM/YYYY]
VERSION
[1.0]



	Use this charter to confirm why the project exists, what it will deliver, who is involved, and the key assumptions before significant work begins.



	1. Project Purpose & Justification


Explain why this project is happening and what value it is expected to create.
	Business Need
	[Briefly describe the current pain point or opportunity]

	Project Value
	[Explain how this project will deliver value or align with broader strategic goals]



	2. Project Objectives (Success Criteria)


List measurable project objectives. Use SMART wording where possible.
	OBJECTIVE 1
	[e.g., Increase user retention by 15% within 6 months of launch]

	OBJECTIVE 2
	[e.g., Reduce processing time from 4 days to 24 hours]

	OBJECTIVE 3
	[e.g., Launch the new software tool under the $50k budget by Q3]

	SUCCESS MEASURES
	[How will success be reviewed and by whom?]






	3. High-Level Scope


Define the project boundaries clearly to reduce confusion and scope creep later.
	IN-SCOPE
	• [List the specific features, processes, or deliverables that will be included]
• [Item 2]

	OUT-OF-SCOPE
	• [List related items that are explicitly NOT part of this project]
• [Item 2]



	4. Key Deliverables


List the main outputs, outcomes, or tangible items the project will produce.
	1
	[Deliverable 1]

	2
	[Deliverable 2]

	3
	[Deliverable 3]

	Acceptance
	[How will deliverables be accepted or signed off?]



	5. High-Level Timeline & Milestones


Outline the major phases or critical deadlines. Focus on the big picture rather than a day-to-day schedule.
	Milestone Description
	Estimated Date

	Project Kickoff
	[Date]

	Phase 1 Completion
	[Date]

	Beta / Testing Phase
	[Date]

	Final Go-Live / Delivery
	[Date]

	Project Closure
	[Date]







	6. Budget & Resources


Summarise the key funding and resourcing assumptions required to deliver the project.
	Estimated Budget
	[$XX,XXX]

	Funding Source
	[e.g., Q3 Marketing Budget, IT Capex]

	Key Team Members Required
	[e.g., 1 UX Designer, 2 Developers, 1 SME from Sales]



	7. Assumptions, Constraints & Risks


Capture early conditions and known limitations that may affect project execution.
	Assumptions
	[Things you believe to be true for the project to succeed]

	Constraints
	[Known limitations or deadlines that shape the project]

	Initial Risks
	[High-level threats, dependencies, or uncertainties]



	8. Key Stakeholders


Identify the people or groups who need visibility, input, or decision authority.
	Sponsor
	[Name / Role – Ultimate decision-maker]

	Project Manager
	[Name / Role – Leads daily execution]

	Core Team
	[Names / Roles – People doing the work]

	End Users / Customers
	[Who will ultimately use the deliverable]



	9. Sign-off & Approval


By signing below, the sponsor approves the project parameters outlined above and authorises the Project Manager to begin allocating resources.
	Role
	Name
	Signature
	Date

	PROJECT SPONSOR
	[Name]
	_______________________
	__/__/____

	PROJECT MANAGER
	[Name]
	_______________________
	__/__/____
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