Project Charter 
[Project Name]

This Charter further defines that which is set forth in the Project Concept
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	Prepared By:
	
	Email:
	

	Dept:
	
	Phone:
	


	Steering Committee (Person(s) who provide direction to the Project Manager regarding project plans, issues, risks, and changes. Often the steering committee includes the Sponsor(s), Customer(s), and Resource Manager(s).)

	Fname lname – title, phone
	Fname lname – title, phone

	Fname lname – title, phone
	Fname lname – title, phone


	Project Manager (Person who is responsible to deliver the results of the project on-time and within budget.  The project manager is accountable to the Sponsor(s) and is guided by the project steering committee.)

	Fname lname – title, phone


	Staff (Persons who participate in project details.)

	Advocate(s) (Person(s) responsible to assist the project manager in establishing and maintaining a mutual understanding amongst the sponsor(s), stakeholder(s), and other project participants as well as coordinate resources to/from the project.)

	Fname lname – title, phone
	Fname lname – title, phone

	Resource Manager(s) (Person(s) who allocate project team resources and are responsible for the delivery of results related to assigned work packages.)

	Fname lname – title, phone
	Fname lname – title, phone

	Fname lname – title, phone
	Fname lname – title, phone

	Fname lname – title, phone
	Fname lname – title, phone


	Project Team Members (Persons who work on and complete project tasks.)

	Fname lname – title, phone
	Fname lname – title, phone

	Fname lname – title, phone
	Fname lname – title, phone

	Fname lname – title, phone
	Fname lname – title, phone


	Scope (Within Scope) (The list of deliverables such as functionality, services, and/or results that are agreed to be within scope of the project – significant phases or work packages of the project.)

	· Bulleted list


	Scope (Not in Scope) (Deliverables, significant items of work, or functionality that may be related to the project but that will not be included in the project because said items would negatively affect successful completion of this project.)

	· Bulleted list


	Completion Criteria (Deliverables and criteria that will determine when the project is fully complete)

	· Bulleted list


	Constraints (Factors or restrictions that will limit the team’s options and affect when or how the project will be accomplished)

	· Bulleted list
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