[image: ]
Project charter
One page, written before the plan. The sponsor signs section 9 and the project exists.
	Project name
	
	Charter version
	

	Sponsor
	
	Project manager
	

	Start date
	
	Target finish
	


1. Why this project, and why now
	


2. Objectives: how we will know it worked
	Objective
	Measure
	Target

	
	
	

	
	
	

	
	
	


3. Scope
	In scope
	Out of scope (say it, or it creeps in)

	
	

	
	

	
	


4. Milestones and deliverables
	Milestone
	What exists when it is done
	Date

	
	
	

	
	
	

	
	
	

	
	
	


5. Budget and people committed
	


6. Authority
	The project manager can decide alone
	Goes to the sponsor

	
	

	
	


7. Risks, assumptions and constraints
	Type
	What it is
	What we will do about it

	
	
	

	
	
	

	
	
	


8. Stakeholders
	Who
	Why they care
	How we keep them informed

	
	
	

	
	
	


9. Approval
	Name
	Role
	Signature
	Date

	
	
	
	

	
	
	
	


Project charter: example
An invented example for a small company. Delete this page when you are done with it.
	Project name
	Move support to a new help desk
	Charter version
	1.0 (approved)

	Sponsor
	Priya, head of operations
	Project manager
	Sam, support lead

	Start date
	1 February 2027
	Target finish
	30 April 2027


1. Why this project, and why now
	Support runs from a shared inbox. Requests get answered twice or not at all, and we cannot report on any of it. The renewal on our current email plan falls due in May, so this is the cheapest moment to change.


2. Objectives: how we will know it worked
	Objective
	Measure
	Target

	Stop requests going unanswered
	Tickets with no first reply after 24 hours
	Under 2%

	Answer customers faster
	Median time to first reply
	Under 4 hours

	Keep customers happy through the move
	Post-ticket satisfaction score
	No drop


3. Scope
	In scope
	Out of scope (say it, or it creeps in)

	Choosing and setting up one help desk tool
	Live chat and phone support

	Moving the last 12 months of email history
	History older than 12 months

	Reply templates and training for the 6 agents
	Changes to the refund policy


4. Milestones and deliverables
	Milestone
	What exists when it is done
	Date

	Tool chosen
	Signed order form
	19 Feb

	Set up and tested
	Inbox, templates and routing working
	19 Mar

	Team trained
	All 6 agents passed a practice run
	9 Apr

	Live, inbox closed
	Old address forwards to the tool
	30 Apr


5. Budget and people committed
	$9,000 for the first year of licences and setup. Sam at 50% for the 13 weeks; each agent 4 hours of training.


6. Authority
	The project manager can decide alone
	Goes to the sponsor

	Spending inside the budget, up to $1,000 at a time
	Any cost that takes the project over $9,000

	Dates inside a milestone, if the milestone holds
	Moving the 30 April go-live, or changing scope


7. Risks, assumptions and constraints
	Type
	What it is
	What we will do about it

	Risk
	History import loses attachments
	Test with one month of mail by 5 March

	Assumption
	No new product launch before 30 April
	Sam checks with Marketing every month

	Constraint
	Current email plan ends 31 May
	Keep a four-week buffer after go-live


8. Stakeholders
	Who
	Why they care
	How we keep them informed

	Support agents (6)
	Their daily tool changes
	Weekly stand-up

	Finance
	Refund reports come from the new tool
	At each milestone


9. Approval
	Name
	Role
	Signature
	Date

	Priya
	Sponsor
	Priya (signed)
	28 Jan 2027

	Sam
	Project manager
	Sam (signed)
	28 Jan 2027
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