15/01/2010

Project Charter for:
	Purpose:
To provide formal notification of the project’s existence within the organization.

To clarify the roles and responsibilities of key participants and communicate to key stakeholders the need for their support 


	To: Distribution List
From: Initiating Authority


	Responsibility (please revise / add to as required):
The project manager will :-

· Be the prime point of contact and be responsible for project communications

· Prepare a project plan and obtain agreement of the plan from related functional managers

· Ensure team members know their responsibilities

· Track individual and overall project performance

· Maintain project records

· Report on project status to management



	Authority (please revise / add to as required)

The project manager’s authority includes :-

· Authority to direct the project team members

· Access to key stakeholders on all matters related to this effort

· Control of the project Budget

· Access to financial / time reporting related to project expenditure / activities

· Renegotiating with functional managers to delegate responsibility to functional organization team members

(This Responsibility and Authority section can be repeated for Sponsor and Stakeholders to clarify how they should perform within the project e.g. Stakeholders should communicate with PM not team members on Project Issues etc.) 



	Background:

(Communicating reason for need of project)



	Objectives:

(Try to make them SMART: Specific, Measurable, Agreed / Achievable, Realistic, Time-bound)



	Scope Statement

	(Main section of  text describing boundaries and high level deliverables)



	Authorising Signatures:

For key Stakeholders to sign off)
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