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The process of creating a charter helps the Project Manager and project team gather the most important initial project information as well as establish scope boundaries. A completed Project Charter mini should provide a clear and concise summary of smaller, low complexity projects and pilot efforts for the benefit of the Project Sponsor, Project Manager, project team members, and other stakeholders.  In some organizations, these smaller Project Charters are known as Project Data Sheets.
A project formally begins when a Project Sponsor signs off on the Project Charter, approving the charter content and committing specific resources (e.g., funding, staff, equipment) to a project. The Project Charter demonstrates organizational support for a project and the Project Manager, and documents the business needs of the new product, service, or other project result. Approval of the Project Charter signals that other Initiating Process Phase activities can begin.
The Project Charter mini template is an alternative to the Project Charter template. Use of this template is most appropriate for smaller and less complex projects, traditionally defined in terms of budget, scope and/or time.  This template is recommended for projects with a budget below $25,000, have a project timeline of only a few weeks or months, and have a low organizational impact; however, as each project environment is unique, the Project Manager must make the assessment to use the Project Charter or Project Charter mini template.

This Project Charter Template mini contains brief instructions and examples for properly completing a Project Charter.
Template style conventions are as follows:
	Style
	Convention

	Normal text
	Indicates placeholder text that can be used for any project.

	[Instructional text in brackets]
	Indicates text that is be replaced/edited/deleted by the user]

	Example text in italics
	Indicates text that might be replaced/edited/deleted by the user



As you complete the template, please remember to delete all instructional text (including this section) and update the following items, as applicable:
· title page
· version history
· table of contents
· headers
· footers
Update the document to a minor version (e.g., 1.1, 1.2) when minimal changes are made and a major version (e.g., 2.0, 3.0) when significant change are made.
Project Sample Library:
The CA-PMF has a Project Sample Library that contains real-world project artifacts from approved projects that you can reference to help you complete CA-PMF templates. Visit the CA-PMF website to access the Project Sample Library.


[bookmark: _Toc448929956][bookmark: _Toc448933968][bookmark: _Toc449362536]Introduction
[bookmark: _Toc448929957][bookmark: _Toc448933969][Define the current situation and the rationale for allocating project resources.
· Briefly describe what the business drivers are, including program or policy considerations, legislative or executive mandates.
· Briefly describe what problem will be solved by the project.
· Briefly describe the purpose and/or value the project adds to the organization. How does this project align with the strategic priorities of the organization?] 

Example:
State Department A is under increasing demand to better evaluate, monitor and control projects and initiatives. They require an easy to use tool to improve processes and help manage projects. The implementation of a Project Portfolio Management (PPM) solution will allow State Department A, to prioritize projects to ensure that the right projects are done at the right time with the right people. It will help improve governance by aligning initiatives with organizational goals and objectives. It will help ensure that projects are delivered efficiently and effectively. A PPM solution will help ensure that all key information from projects across the organization is stored in a single location, thereby allowing for improved communication, tracking and reporting.

[bookmark: _Toc449362537]Goals and Objectives
[bookmark: _Toc448929958][bookmark: _Toc448933970][List the project goals and objectives of the project in the table below.]
	#
	Goal and Objective Statement
	Assessment Criteria

	1
	Reduce the amount of time needed to produce weekly status reports.  
	Compare baseline to resulting development times.  

	
	
	

	
	
	







[bookmark: _Toc449362538]Scope and Benefits
[bookmark: _Toc448929959][bookmark: _Toc448933971]
[Describe the scope of the project and the expected results that demonstrate project success, including what is considered out of scope and the benefits that will be realized by the project.
· Describe the scope of the project.  The scope defines the boundaries in terms of where the project begins and ends.  The scope describes what will be delivered - where, when, and how.  It describes the services, functions, systems, solutions, or tangible products for which the sponsor will take delivery. It also describes what is out of scope for the project.
· Describe what does success looks like here.  Describe how the organization will know that the problem described above is resolved. It also describes what is out of scope for the project.
· Describe what benefits are expected at the completion of the project.]

Example:
The scope of this project is to build a standardized method and a centralized view of all projects, their timelines, financials, key milestones, risks, issues, and overall status.  This initiative includes only information technology projects.  The expected benefits include improved decision-making, visibility, communication and management of projects…

[bookmark: _Toc449362539]Project Tasks

	Tasks
	Estimated Start Date
	Estimated End Date
	Owner

	[Task/Milestone #1]
	[xx/xx/xx]
	[xx/xx/xx]
	[Assigned role/responsibility]

	[Task/Milestone #2]
	[xx/xx/xx]
	[xx/xx/xx]
	[Assigned role/responsibility]

	
	
	
	






[bookmark: _Toc449362540]Project Assumptions and Constraints
 [List the major assumptions and constraints that pertain to the project.

· Assumptions are factors that we believe to be true but are not confirmed to be true. Assumptions add risk to a project since it is possible that they will turn out to be false. Assumptions can impact any part of your project lifecycle, so it is important to document and analyze them.
· Constraints usually focus on the availability of time, money and resources for a project.]

	Assumptions/Constraints
	Description

	SME Availability is Expected
	The various subject matter experts needed to complete the project will be available as scheduled.

	Project End Date is Constraining 
	The project must be completed before the next fiscal year.

	
	



[bookmark: _Toc449362541]Project Risks
[Identify and list risks and mitigation strategies. A project risk is an uncertain event or condition that, if it occurs, has a positive or negative effect on one or more project objectives such as scope, schedule, cost, and quality.]
	Risk Description
	Mitigation or Risk Response

	Contract start date may be delayed due to pending procurement activities.
	Accept.  Project schedule will need to be revised accordingly based on contract start date.  

	
	

	
	










[bookmark: _Toc449362542]Project Roles and Responsibilities

[List the names of the project team members and their project role and responsibility]
	Name
	Role
	Responsibility

	
	Project Sponsor
	Identifies the Project Manager.
Provides input into the Project Scope Statement.
Signs off on the Project Charter.

	
	Project Manager
	Writes all elements of the Project Charter with input from appropriate Stakeholders, but primarily the Project Sponsor, the Business Owner(s), and the IT Sponsor.
Obtains sign-off on Project Charter from IT Sponsor and Project Sponsor.

	
	Business Owner(s)
	Provides input into the drafting of the Preliminary Scope Statement.
Provides input regarding business resources committed in the preliminary Budget Plan.

	
	
	



[bookmark: _Toc449362543]Project Budget

 [List the budget of the project and funding source, if appropriate.]
Example:
The total budget for this project is $21,000 and is funded by the Administration Division.

