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Enter Your Project Name

[Date]
Document Status: Draft | In Review | Approved
Executive Summary:

[ Write your project executive summary]


1. Project Purpose and BackgroundBusiness problem/ opportunity: [Describe the current situation and why action is needed] 
Strategic alignment: [Which company goal, strategy, or initiative does this support?]
Consequence of not doing the project: [What happens if this project is not approved?] 




2. Project Objectives and Success Criteria
          Use SMART objectives: Specific, Measurable, Achievable, Relevant, Time-bound.
	No

	Objective
	Success Measure
	Target
	Due Date

	1
	[Objective]
	[How it will be measured]
	[Target value]
	[Date]

	2
	[Objective]
	[How it will be measured]
	[Target value]
	[Date]

	3
	[Objective]
	[How it will be measured]
	[Target value]
	[Date]

	4
	[Objective]
	[How it will be measured]
	[Target value]
	[Date]


3. Scope and Execution

	In Scope:

· [bookmark: _Hlk244604859][Deliverable, feature, process, or area included]
· [Deliverable, feature, process, or area included]
· [Deliverable, feature, process, or area included]

Out of Scope:

· [bookmark: _Hlk244604952][Item explicitly excluded]
· [Item explicitly excluded]
· [Item explicitly excluded]




3.1 Key Deliverables

	No

	Deliverables
	Description
	Owner
	Due Date

	1
	[Deliverable]

	[Short description]
	[Name]
	[Date]

	2
	[Deliverable]

	[Short description]
	[Name]
	[Date]

	3
	[Deliverable]

	[Short description]
	[Name]
	[Date]

	4
	[Deliverable]

	[Short description]
	[Name]
	[Date]



4. Timeline and Milestones
          Planned start date: [Date]
          Planned end date: [Date]   
	Milestone
	Description
	Target Date


	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	



5. Budget and Resources

5.1 Budget summary
      Total approved budget: [Currency and amount]
      Contingency reserve: [Amount or % of budget]
	Cost Category

	Estimated Cost
	Notes

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	Total

	[Amount]
	


5.2 Resource Requirements
	Resource/Role
	Quantity/ % Time
	Source (Internal/External)
	Availability

	

	
	
	

	

	
	
	

	

	
	
	



6. Stakeholders and Governance
      6.1 Stakeholder Register
	Name
	Role/Title
	Interest in Project
	Influence (H/M/L)
	Communication Needs

	

	
	[Interest]
	[High]
	[Weekly summary]

	

	
	[Interest]
	[Medium]
	[Monthly update]

	

	
	[Interest]
	[Low]
	[As needed]

	

	
	[Interest]
	[Medium]
	[Monthly update]



      6.2 Project Team Roles and Responsibilities
	Role

	Name
	Responsibilities

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	



    6.3 Decision-Making and Escalation
· Day-to-day decisions: [Project Manager]
· Changes to scope, budget, schedule above [threshold]: [Sponsor/steering committee]
· Escalation path: [Team member → Project Manager → Sponsor → Steering Committee]
· Steering committee meetings: [Frequency]

7. Assumptions, Constraints, and Dependencies

7.1 Assumptions
	Assumptions [Things believed to be true that have not been confirmed.]

· [Assumption 1]
· [Assumption 2]
· [Assumption 3]
· [Assumption 4]




7.2 Constraints
	Constraints

· [Constraint 1]
· [Constraint 2]
· [Constraint 3]




7.3 Dependencies
	Dependency

	Depends on
	Owner
	Needed by

	[Dependency]

	[Another project, team, vendor, or decision]
	[Name]
	[Date]

	[Dependency]

	[Another project, team, vendor, or decision]
	[Name]
	[Date]



8. Risks and Mitigations
Rate Probability and Impact as High, Medium, or Low.
	No

	Risk Description
	Probability
	Impact
	Mitigation/Response Plan
	Owner

	1

	[Risk]
	
	
	[Action to reduce or respond]
	[Name]

	
2
	[Risk]
	
	
	[Action]
	[Name]

	
3
	[Risk]
	
	
	[Action]
	[Name]

	
4
	[Risk]
	
	
	[Action]
	[Name]



9. Communication Plan
	Communication

	Audience
	Frequency
	Method
	Owner

	Status report

	Sponsor, stakeholders
	[Weekly / Bi-weekly]
	[Email / dashboard]
	[Project Manager]

	Team meeting

	Project team
	[Weekly]
	[Meeting]
	[Project Manager]

	Steering committee review

	Sponsor, executives
	[Monthly]
	[Meeting]
	[Project Manager]

	Change notifications

	All stakeholders
	[As needed]
	[Email]
	[Project Manager]



10. Quality and Acceptance
Quality standards: [Standards, policies, or regulations the deliverables must meet.]
Acceptance Criteria: [What must be true for each deliverable to be accepted.]
Who accepts deliverables: [Name / role]











11.  Change Control
Any change to scope, schedule, or budget must be submitted in writing to the Project Manager, assessed for impact, and approved by [Sponsor / Change Control Board] before being implemented. Approved changes are logged in the change register and the charter is updated.

12.  Approval and Sign-Off
	Name

	Role
	Signature
	Date

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	



     Document History
	Version

	Date
	Author
	Description of Change

	

	
	
	Initial draft

	

	
	
	Approved version
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