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Project Charter Template – LINK TO EXAMPLE PROJECT CHARTER
<INSERT NAME OF PROJECT/PROJECT NUMBER>
<<Link to Program Charter>>
Business Case
Business need
<Briefly describe the problem this project is solving or the opportunity it creates. Focus on why this matters to the university or your stakeholders.>
· Example: The current scheduling process relies on multiple disconnected tools, making coordination and tracking difficult for both users and support staff.
Strategic Alignment 
<Explain how this project supports college, division, or university goals. Focus on the bigger picture, such as student success, institutional priorities, or strategic initiatives.>
· Example: Supports the organization’s goal of improving customer experience by expanding access to support resources.
· Example: Aligns with the department’s initiative to streamline services and promote equitable access.
· Example: Advances the company’s priority of using technology to modernize administrative processes.

Success Criteria
SUCCESS CRITERIA
<List the measurable indicators of success for this project. These should reflect what success looks like once the work is complete. Success can include full achievement of goals or meaningful progress toward them.
· Example: 90% of staff complete training on the new system within the first month of launch.
· Example: Customer satisfaction scores improve by 15% within the first six months.
· Example: At least 80% of departments adopt the new platform within the first year.
· Example: Service requests are fulfilled with an average turnaround time of fewer than 2 days compared to the current 5 days.
scope
scope statement
< A concise statement that summarizes the purpose and intent of the project. Describe what the project aims to accomplish and what the end result should look like from the perspective of key stakeholders.>
· Example: Develop and launch a centralized advising portal that allows students to schedule appointments, view notes, and access resources in one place.
· Example: Replace the current paper-based form system with an online submission tool that reduces processing time for staff.
Objectives
< A high-level summary of the deliverables that will exist when the project is complete. These may be tangible outcomes such as systems, tools, or documents, or intangible outcomes such as improved services, new processes, or recommendations.>
· Example: A live service portal available for all end users.
· Example: Training materials and user guides provided to employees.
· Example: A set of process recommendations delivered to leadership for future adoption.
Current state (as-is)
< A description of the current environment that this project is intended to improve. Identify which business processes are involved, the systems currently in use, who is impacted, and the main challenges or inefficiencies that exist today.>
· Example: Users rely on three different systems to request services, leading to confusion and inconsistent tracking.
· Example: Advising notes are tracked manually in spreadsheets, which creates duplication and errors.
excludes (Out-of-Scope)
< A clear list of what this project will not cover. Documenting exclusions helps set expectations and prevents scope creep.>
· Example: Redesign of the university’s entire website is not included; this project focuses only on the advising portal.
· Example: Information is tracked manually in spreadsheets, which creates duplication and errors.
IMPACTS
<Identify the people, processes, or departments that will be affected by this project, and describe the type of impact (positive, negative, or neutral).>
	People/Process/Department
	Impact

	Example: Staff
	Will need to use the new system and complete training.

	Example: Customers
	Will have easier access to services and resources.

	Example: IT Department 
	Responsible for system integration and ongoing support.



estimated (desired) timeline
<Provide a high-level view of milestones and desired dates. These do not need to be final; they will help set expectations for planning.>
	Milestones
	Dates

	Example: Kickoff Meeting
	September 20XX

	Example: Pilot Launch
	January 20XX

	Example: Full Rollout
	August 20XX



required resources
<Identify the known resources that management is willing to commit to the project at this time. Human resources such as key individuals, teams, organizations, subcontractors or vendors, and support functions. Other resources could include funding, computers, other equipment, physical facilities such as buildings and rooms, hardware devices, software tools, and training.>
	Resources
	Notes

	Example: Vendor Support
	Vendor will provide implementation services.

	Example: Training Funds
	Budget needed for staff training materials.



budget estimate (if known)
<Provide a rough order of magnitude (ROM) estimate, if available. These numbers can be refined later.>
	Rough Order of Magnitude Item
	ROM Estimate

	Example: Software License
	$50,000.00

	
	$



high level alternatives analysis (IF APPLICABLE)
<If other options were considered, note them here and explain briefly why they were not chosen.>
	Alternative
	Reason for not choosing

	Example: Continue using current systems
	Not sustainable; too many inefficiencies and staff complaints.

	Example: Build custom tool in-house
	Too costly and resource-intensive compared to vendor solution.


assumptions
<List key assumptions being made about this project. These are conditions believed to be true but not yet validated.>
· Example: Adequate funding will be approved for software purchase.
· Example: Staff will be available for training during the rollout period.
constraints
<List known limitations or restrictions that may impact the project.>
· Example: Must launch before the start of Q3 2025.
· Example: Must integrate with the existing enterprise resource system.
risks
<List potential risks and how they might be mitigated. These will be expanded in the Risk Register later.>
	Risk
	Mitigation

	Example: Employee resistance to new system
	Offer early demos and provide comprehensive training.

	Example: Vendor delays in delivery
	Include penalties in contract; build buffer time into schedule.



Core Team roles & responsibilities
<Identify the project’s core team members and their responsibilities at a high level. Other detailed documentation, such as a RACI or role-specific planning tools, will be developed later.>
	Name/College
	Project Role
	Project Responsibilities

	Example: Jason Whitmore / UTO
	Project Manager
	Facilitate planning, track progress, manage risks.

	
	
	

	

	
	

	
	
	



Stakeholders
<List the primary stakeholders, their group or affiliation, and any known communication needs. A detailed Stakeholder Analysis and Communication Plan will be created separately.>
	Name/College
	Stakeholder Group
	Communication Needs

	Example: Customer Support Team
	End-User Services
	Monthly updates during rollout.

	Example: Operations Team
	Process Oversight
	Involved in testing; needs weekly progress check-ins.



Team Social Agreements 
TEAM SOCIAL AGREEMENTS
<Document the working agreements the team commits to during the project. These agreements help create a respectful, productive environment and set shared expectations for how the team will collaborate.
· Example: During virtual meetings, all team members will have cameras on unless otherwise noted.
· Example:  We agree to record meetings so transcripts and recordings are available for reference and for colleagues who are unable to attend.
· Example:  We will work to resolve conflicts together as a team in a respectful manner, seeking solutions before escalating to leadership.
project approvals

	Name:
	
	
	

	Title:
	
	
	

	Role:
	
	
	

	Approval Received:
	(How Approval was received: Example: Email)
	Date:
	



	Name:
	
	
	

	Title:
	
	
	

	Role:
	
	
	

	Approval Received:
	(How Approval was received: Example: Email)
	Date:
	







Project Charter Kickoff Meeting – Facilitation Questions

These questions are meant to guide discussion during the kickoff meeting. They help ensure the team has a shared understanding of the project and provide input for completing the charter. You do not need to ask every question — use them as prompts where helpful.

Business Need & Strategic Alignment
· What problem are we solving, or what opportunity are we capturing?
· Why is this project important now?
· How does this support our college, division, or university goals?
Scope & Objectives
· What outcomes do we expect to see when this project is complete?
· What’s clearly in scope for this project?
· What is not in scope (things we should explicitly exclude)?
· What would success look like from a stakeholder’s perspective?
Current State
· How are things done today?
· What processes, systems, or groups are most affected?
· Where are the biggest pain points or inefficiencies right now?
Success Criteria
· What specific measures will tell us this project is successful?
· Are there milestones along the way we should track as progress indicators?
· What would be “good enough” versus “excellent” success?
Resources, Budget, and Timeline
· Who needs to be involved, and what level of commitment is realistic?
· Are there specific funding, equipment, or tools already identified?
· Are there deadlines or fixed dates we must plan around?
Risks, Assumptions, and Constraints
· What assumptions are we making right now?
· What known risks could derail us?
· What constraints (budget, policy, technology) must we work within?
Stakeholders & Governance
· Who are the main stakeholders, and how do they want to be engaged?
· Who has final decision-making authority if priorities conflict?
· What communication cadence will keep everyone aligned?

Team Social Agreements (Optional)
· How do we want to communicate during meetings (e.g., cameras on, agendas shared in advance, notes captured)?
· What are our expectations for responsiveness (email, Teams, phone)?
· How will we handle disagreements or conflicts as a team before escalating to leadership?
· What behaviors help create a respectful and productive working environment?
· How will we hold each other accountable to these agreements?
Wrap-Up
· Is there anything we haven’t covered that could impact success?
· Are there immediate concerns or dependencies we need to capture?
· Does everyone feel clear about the purpose and next steps?
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