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[ORGANIZATION NAME]
PROJECT CHARTER
[Project Name / Title]
	Project Sponsor
	[Name / Title]

	Project Manager
	[Name]

	Prepared By
	[Name / Role]

	Date
	[DD / MM / YYYY]

	Version
	[1.0]


Generic Project Charter Template — applicable across industries and project types
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1. Project Title & Description
Project Name:
[Enter the official project name]
Description:
Briefly describe what the project is and why it exists (2–4 sentences).
[Enter a short narrative description of the project]


2. Purpose / Business Justification
Describe the business need, problem, or opportunity driving this project, and how it links to organizational strategy or the business case.
[Explain why this project is being undertaken]


3. Measurable Objectives & Success Criteria
List SMART objectives (Specific, Measurable, Achievable, Relevant, Time-bound) and the criteria used to judge success.
	Objective
	Success Criteria

	[Objective 1]
	[Measurable criteria]

	[Objective 2]
	[Measurable criteria]

	[Objective 3]
	[Measurable criteria]


4. High-Level Requirements
List key conditions or capabilities that must be met to satisfy stakeholder needs and expectations.
[Requirement 1]
[Requirement 2]
[Requirement 3]



5. High-Level Project Description & Boundaries
In Scope:
[What the project will deliver / cover]

Out of Scope:
[What is explicitly excluded]

6. High-Level Risks
Identify major known risks or uncertainties at project outset (detailed risk register comes later).
	Risk Description
	Likelihood
	Impact

	[Risk 1]
	[Low/Med/High]
	[Low/Med/High]

	[Risk 2]
	[Low/Med/High]
	[Low/Med/High]


7. Summary Milestone Schedule
List major milestones only — not a detailed project schedule.
	Milestone
	Target Date

	[Project Kickoff]
	[Date]

	[Milestone 2]
	[Date]

	[Milestone 3]
	[Date]

	[Project Closure]
	[Date]


8. Summary Budget
Provide a preliminary/rough order-of-magnitude budget estimate and funding source.
	Estimated Total Budget
	[Amount / Currency]

	Funding Source
	[Source]

	Budget Notes / Assumptions
	[Notes]





9. Stakeholder List
	Name
	Role
	Interest / Influence
	Dept.

	[Name]
	[Role]
	[Interest/Influence]
	[Dept]

	[Name]
	[Role]
	[Interest/Influence]
	[Dept]

	[Name]
	[Role]
	[Interest/Influence]
	[Dept]


10. Project Approval Requirements
Describe what constitutes project success in the eyes of sponsors, who signs off, and what criteria are used.
[Describe approval process, sign-off criteria, and who is authorized to approve]


11. Assigned Project Manager & Authority Level
	Project Manager
	[Name]

	Authority Level
	[Decision-making power, resource allocation, budget authority, staffing decisions, etc.]


12. Sponsor Name & Authority
	Sponsor
	[Name / Title]

	Authority
	[Scope of authority to authorize the project and this charter]


13. Assumptions & Constraints
Assumptions:
[Factors considered true without proof]

Constraints:
[Limitations — time, budget, resources, regulatory, technology, etc.]



14. Project Team / Organization Structure (Optional)
Briefly outline reporting lines or team structure, if useful for this project.
[Optional: brief org chart or reporting description]

15. Communication Requirements (Optional)
Note any high-level communication expectations (e.g., reporting frequency, key forums).
[Optional: high-level communication plan summary]

16. Approval Signatures
	Name / Role
	Signature
	Date

	[Sponsor]
	
	

	[Project Manager]
	
	

	[Key Stakeholder]
	
	


17. Version / Revision History
	Version
	Date
	Author
	Change Description

	1.0
	[Date]
	[Name]
	Initial draft
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