	Project Charter

	Prepared by: 
	Last Revised: 

	Date issued: 
	

	Project Name: 

	Charter Approved By: 

	Project Scope

	Project Purpose/Objective: 

	Project Decision Maker(s): 

	Project Sponsor: 

	Project Customer(s): 



	Customer Needs: 

	Customer Requirements: 


	Final Deliverables: What will be produced as a result of completing this project 

	Deliverable Name
	Deliverable Summary Description

	
	

	
	

	
	

	
	

	
	

	
	

	
	U

	Project Phases: 

	

	Analysis
	Conceptual
	Definition
	Production
	Evaluation/
Support

	Establish the Why, Who and What of the Communications project
	What creative elements are needed to reach the target audience and achieve the project’s critical business objectives?
	Develop a detailed blueprint and plan of execution for the project..
	Coordinate team activities and interim deliverables, especially “critical path” (hypertext link) items that can bring the entire project to a standstill if they are not handed off when needed. 
	Produce a functioning business asset from the physical asset or opportunity and close-out the project



	
	
	
	
	


Customers’ Criteria For Acceptance: 

The customer expects the tools to be easy to use and of appropriate level to support the types of projects that they do. He expects the training to give the student the ability to immediately begin applying the tools to their work.

Organizational Deliverables:

Project Management Services will want to complete a lessons learned report for this class and will seek feedback from each student to continuously improve the class

Organizational Goal:

Project Management Services Mission is: Maximizing project performance at all levels by developing and supporting a corporate culture of project management excellence. Developing this training fills a gap in our ability to effectively support smaller projects within Marathon.

Reviews and Approvals Required:
	Interim Deliverables
	Reviewer
	Approver
	Reason

	Project Charter
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Project Risks


Define the major risks to the projects success, and ways to mitigate those risks. Rate the probability of occurring, impact, cost to mitigate and probability of succeeding as H-high, Medium-M or Low-L.

	Risk

Description
	Probability it Will Occur (H/M/L)
	Impact if it Occurs (H/M/L)
	Mitigation

Approach
	Cost to Mitigate Relative to Project Cost (H/M/L)
	Probability it Will Succeed (H/M/L)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Project Resources


Team Assignments

	Role
	Name
	Full time / 

Part time
	From
	To

	Project Leader
	
	
	
	

	Reviewer
	
	
	
	

	Administrative
	
	
	
	

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	
	
	
	
	


Project Priorities 
	Priority (1,2,or 3)
	Driver
	Rationale

	
	
	

	
	
	

	
	
	


Project Constraints 
	Constraint Description
	Reason for the Constraint

	
	


Project Key Milestones and Deadlines 

	Milestone Description
	Date
	Likelihood of Meeting (H/M/L)

	Development of the Charter / Schedule / and Cost Estimate for approval
	
	

	
	
	

	
	
	

	
	
	

	Project Close-Out
	
	


	Project Status Reports


	Report Description
	Report Audience
	Date Required / Frequency
	Content

	Progress Report
	Customers
	Weekly
	Progress, Issues
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