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PROJECT CHARTER            
	1. General Project Information

	Project Name
	

	Project Sponsor
	

	Project Manager
	

	Project Purpose
	

	Problem/Opportunity Background
	

	2. Project Team

	Role
	Name
	Department

	Project Manager
	
	

	Project Coordinator  
	
	

	Business Analyst
	
	

	Subject Matter Expert
	
	

	Subject Matter Expert
	
	

	OtR Technical Analyst
	
	

	UIT Technical Analyst
	
	

	Stakeholder Representative
	
	

	
	
	

	3. Stakeholders (e.g., those with a significant interest in or who will be significantly affected by this project)

	

	

	

	

	

	4. Project Scope Statement

	Objectives The measurable outcomes of the project (e.g., reduce cost by xxxx or increase quality to yyyy)

	

	Deliverables The high-level “products” to be created (e.g., improved xxxx process, employee manual on yyyy)

	

	Scope What the project will and will not address (e.g., this project addresses units that report into the Office of Executive Vice President.  Units that report into the Provosts Office are not included)  

	

	Priority Factors Prioritization of time, cost, scope, limitations and constraints associated with each  

	

	Project Milestones Propose start and end dates for Project Phases (e.g., Inception, Planning, Construction, Delivery) and other major milestones

	

	Major Known Risks (including significant Assumptions) Identified obstacles that may cause the project to fail.   

	Risk 

Risk Rating (Hi, Med, Lo)



	Benefits Monetary and Intangible gains or savings of completing this project (e.g., especially those with marginalized identities, compliance, operations, etc. if this project successfully achieved its goals. How each objective solves a current problem, removes barriers, and improves the experience).

	

	Costs Monetary and Intangible costs that may limit the project team’s options with respect to resources, personnel, or schedule (e.g., predetermined budget or project end date, limit on number of staff that may be assigned to the project).

	

	External Dependencies Contributing factors that the success of this project depends on (e.g., must start after x project is completed)

	

	5. Change Management Strategy (specify how the project manager will communicate to the stakeholders, training and user-support plans, website updates, etc..

	

	6. Sign-off

	
	Name
	Signature
	Date (MM/DD/YYYY)

	Project Sponsor
	
	
	

	Project Manager 
	
	
	

	Internal Subject Matter Expert 
	
	
	

	7.  Notes/Reference Documents
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