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Project Charter
	Project Name
	

	Project ID
	

	Project Sponsor
	

	Project Owner
	

	Project Manager
	

	Project Team
	

	Project Start Date
	
	Estimated Completion Date
	


Problem Statement
	 


Goal Statement
	


UTM Strategic Priorities
Identify what overall UTM and/or departmental strategic priorities will be addressed in this project. Add rows as needed.
	Strategic priority 
	Aspect of project that addresses the priority

	
	

	
	

	
	

	
	


Project Scope
	In Scope
	Out of Scope

	
	



 Project Deliverables
	


Success Criteria, Outcomes, & Measures
List and describe the criteria that will be used to measure the success of the project.  These criteria should be tied to the project goals/objectives listed above.  Include the current state of those criteria and expected outcomes.  Target state must be specific and measurable to demonstrate project success. High-level examples include improved efficiency, improved client satisfaction, decreased cost, decreased time spent on a process, and decreased organizational risk.  A general project success criterion is included to start the list. Add rows as needed.
	Success Criteria
	Current State
	Target State

	Increase/Decrease/Improve <Some Value>
Example: Success looks like a 30% decrease in weekly time spent on the processes addressed by this project.
	Current measurement of the value
Example: The process currently takes 4 hours per week.
	Desired measurement of the value that will demonstrate success.
Example: This process will take 2.8 hours per week, ie. 30% less time than previous.

	
	
	

	
	
	

	
	
	



Project Milestones
	Milestone
	Expected Date

	
	

	
	

	
	

	
	

	
	

	
	

	
	


[bookmark: ProjectTeam][bookmark: Stakeholders]
Key Stakeholders 
	Key Stakeholders
	Role to the project
	Responsibilities/ Contribution

	[Title], [Department], [Name]
	Project Sponsor
	· Ultimate decision-maker  
· Provides project oversight and guidance 
· Reviews/approves some project elements
· Approves changes to scope  


	[Title], [Department], [Name]
	Project Owner
	· Defines the scope of the project
· Assembles project team
· Collects all requirements
· Accountable for successful project implementation 
· Communication link between Sponsor and Project Manager


	[Title], [Department], [Name]
	Project Manager
	Manages project-level activities on behalf of Project Sponsor

	[Title], [Department], [Name]
	Project Team
	Executes project work according to plans.

	[Group or Titles]
	Customer
	



Assumptions, Constraints, or Risks
	Assumptions

	

	Risks

	

	Constraints

	




Project Authorization 
This project charter formally authorizes the existence of the project, [Insert Project Name], and provides the Project Manager with the authority to apply organizational resources to project activities described herein. If there is a change in the project scope, the project charter will be updated and submitted for re-approval by the undersigned. 
_______________________________________       ____________________ 
[Insert Name and Title]    				 Date 
Project Sponsor 

_______________________________________         ____________________ 
[Insert Name and Title]  				 Date 
Project Owner 

_______________________________________         ____________________ 
[Insert Name and Title] 				  Date 
Project Manager 

_______________________________________         ____________________ 
[Insert Name and Title] 				  Date 
[Insert role of additional signees as needed] 
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