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IT Project Charter
Version 2.1

IT EPMO project charter 
	Purpose: establish agreement on the project's purpose, scope, sponsorship, delivery context, major commitments, and success criteria. Detailed project management belongs in the Project Plan and supporting artifacts.


1. Project Information
	
	Information

	Project Name
	 

	Project Manager
	 

	Executive Sponsor
	 

	Project Sponsor
	 

	Business / Service Owner
	 

	Planned Start Date
	 

	Target Completion Date
	 

	Charter Version / Date
	 


2. Project Delivery Context
	Delivery Context Element
	Selection

	Engagement Model
	☐ Autonomous   ☐ Guided   ☐ Embedded   ☐ Phase Assisted   ☐ Fully Managed   ☐ Rapid Response Team

	Delivery Methodology
	☐ Waterfall   ☐ Agile   ☐ Hybrid   ☐ To Be Determined

	Operating Mode
	☐ Standard Delivery Mode   ☐ Rapid Response Mode   ☐ Assessment Mode   ☐ Recovery Mode


3. Project Foundation
Capture the project foundation at the level needed to establish shared understanding. Keep detailed requirements and planning in the appropriate companion artifacts.
	Foundation Element
	Charter Statement / Planning Detail

	Project Description
	 

	Business Need
	 

	Why Now?
	 

	Strategic / Organizational Alignment
	 

	Project Objectives
	 

	Major Deliverables
	 




4. Project Scope
Define the project boundaries. Capture high-level commitments only; detailed requirements belong in the appropriate project artifact.
	In Scope
	Out of Scope

	[Enter in-scope item]
	[Enter out-of-scope item]


5. Stakeholders & Project Team
Identify people and groups essential to sponsorship, delivery, decision-making, or operational ownership. Use the detailed Stakeholder Analysis and Project Team Roles & Responsibilities tools when needed.
	Role / Stakeholder
	Name / Team
	Responsibility

	[Enter role or stakeholder]
	[Enter name or team]
	[Enter responsibility]


6. Major Milestones
Capture major commitments only. Maintain the detailed schedule or Milestone Plan separately.
	Milestone / Deliverable
	Owner
	Target Date
	Notes / Acceptance

	[Enter milestone or deliverable]
	[Enter owner]
	[Enter target date]
	[Enter notes or acceptance criteria]


7. Initial Risks, Assumptions & Dependencies
Capture only the major items known at charter approval. Ongoing management belongs in the RAID Log; use the Risk Register when deeper risk analysis is warranted.
	Type
	Description
	Owner / Initial Response

	[Enter type]
	[Enter description]
	[Enter owner or initial response]


8. Governance & Decision-Making
	Area
	Approach / Authority

	Governance / Steering
	 

	Decision Authority
	 

	Escalation Path
	 

	Change Control
	 

	Status / Reporting
	 




9. Success Criteria
Define how the project will demonstrate that its intended outcomes have been achieved. Use measurable criteria whenever practical.
	Success Measure
	Target / Acceptance Criteria
	How Measured
	Owner

	[Enter success measure]
	[Enter target or acceptance criteria]
	[Enter measurement method]
	[Enter owner]


10. Charter Preparation & Approval
Approval confirms agreement on the project purpose, objectives, scope, delivery context, and major commitments described in this charter.
	Role
	Name
	Approval / Date

	Prepared By - Project Manager
	 
	 

	Approved By - Project Sponsor
	 
	 

	Approved By - Executive Sponsor, if applicable
	 
	 


11. Related Project Artifacts
Point to the current source artifact rather than duplicating detailed project information in the charter.
	Artifact
	When Used
	Owner
	Location / Link

	Project Proposal
	As Needed
	 
	 

	Project Plan
	Required
	 
	 

	Project Team Roles & Responsibilities
	As Needed
	 
	 

	Stakeholder Analysis
	As Needed
	 
	 

	Communication Plan
	As Needed
	 
	 

	Milestone Plan / Schedule
	Required
	 
	 

	RAID Log
	Required
	 
	 

	Risk Register
	As Needed
	 
	 

	Decision Log
	As Needed
	 
	 

	Change Requests
	As Needed
	 
	 

	Project Status Brief
	As Needed
	 
	 

	Project Closure Checklist
	Required
	 
	 

	Lessons Learned
	Required
	 
	 

	Project Summary
	Required
	 
	 


Charter guidance: Use the charter to establish the project. Use the Project Plan and supporting artifacts to manage delivery. Tailor this document to the project and mark N/A where content does not add value.
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