




PROJECT CHARTER

	Project Name: 
	

	Project Manager:
	
	Project Sponsor:
	

	Department (if applicable):
	

	Project Description: 
	


Objectives:
· Set out the objective for the project. On a simple project this may be a simple deliverable, e.g. publication of the quarterly report, or it may be a bit more complex, e.g. develop and implement a new approach to obtaining required continuing professional development.
· Include specific reference to business case/ reasoning for moving forward with the project.

· Define criteria for success and how it will be tracked throughout the project.
Scope of Work/Deliverables and Timelines:
· Detail the scope of work, what is to be done/delivered. 
· Also detail what is specifically out of scope or might come in a later project.
	Deliverable
	Assumptions
	Timelines
	People/ Resources Needed

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Risk Management:
· Detail what risks could arise throughout the project, estimated costs, likelihood that the event might occur and how you will reduce the impact of each risk event (mitigation).

	Risk Event
	Cost
	Likelihood
	Mitigation Strategy

	
	
	
	

	
	
	
	

	
	
	
	


Stakeholders:

· Identify all stakeholders who will affect/influence, or be affected by the project. Clearly define their role and requirements for the project.
· For projects that cross multiple departments consider a stakeholder analysis.

	Stakeholder Name
	Stakeholder Role

	Stakeholder Requirements (if known)


	
	
	

	
	
	

	
	
	


Post-Implementation Operationalization:
· Detail how the project will be operationalized at the firm (i.e. what will happen with the output of the project once completed). 
· Include who will be responsible for costs associated with operations and maintenance (if applicable).
� Project Sponsor, Project Manager, SME, etc. or can reference RACI: Responsible, Accountable, Consulted, Informed


� Reference communication channel and frequency






