Template 3.2 Project Charter
The following template is from Executing Data Quality Projects: Ten Steps to Quality Data and Trusted Information™, by Danette McGilvray, published by Morgan Kaufmann Publishers, Copyright 2008 Elsevier Inc. All rights reserved.  
Create a project charter that is “right-sized” for your project.  Use the template as a starting point for your work.  See the book for additional information (instructions, examples, how and when to use, etc.). 

	PROJECT NAME
	[Insert project name here.]*

	Date
	[At a minimum, include last update date.  Include creation and subsequent revision dates if you need to track revision history]

	Prepared by
	

	PROJECT RESOURCES
	[Include pertinent information such as name, title, department/team]

	Executive Sponsor
	

	Project Sponsors
	

	Stakeholders
	

	Project Manager
	

	Project Team Members
	

	Extended Team
	

	PROJECT OVERVIEW
	

	Project Summary and Background
	[Include
· Brief description of project goals and purpose

· Triggering problem statement or description of situation leading to the project

· Business justification or rationale for the project

Make this information a brief paragraph (executive summary) that anyone can read and easily understand.]

	Benefits
	[Include expected benefits from the project.]

	PROJECT SCOPE
	

	Goals and Objectives
	1.  

	Major Deliverables
	1.  

	The Project IS:
	[Include (at a high level)
· Data:

· Processes:

· People/Organizations:

· Technology:]

	The Project IS NOT:
	[Include (at a high level)

· Data:

· Processes:

· People/Organizations:

· Technology:]

	PROJECT CONDITIONS
	

	Critical Success Factors
	[Those things that must be in place for the project to be successful.]

	Assumptions, Issues, Dependencies, and Constraints
	[Items that can impact the project scope, schedule, timeline, or quality of deliverables.]

	Risks
	[Items with a chance of negatively impacting the project.  For each risk, the likelihood of it occurring and what action will be taken if it does.]

	Metrics/ Performance Measures and Targets
	[What you will track to measure success.  These may be developed as the project progresses.]

	Timeline
	[Summary of the timeline and major milestones.]

	Costs
	[Estimated costs.]


*The words within the brackets are descriptions of what kind of information should go into your own template.
