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	Project Charter


The Project Profile must be appended to this document for completion.  

Any modifications/additions to the Project Profile must be explicitly noted in the Scope Elaboration section.
	1. General Information


	Project Name:

	Date:     

	Division/Office: 

	Department Executive:
	Project Sponsor: 

	Prepared By:
	Phone Number:


	2.   SCOPE Elaboration


Scope
	


Acceptance Criteria

	Deliverable
	Acceptance Criteria 

	
	

	
	

	
	


	3.   PROJECT ROLES, AUTHORITY, AND RESPONSIBILITIES


The roles, authority, and responsibilities of the key people involved in the project are described in the Project Charter Instructions accompanying this template.
Project Sponsor 

	Name
	Phone
	Division/Office

	
	
	


Project Steering Committee 

	Name
	Phone
	Division/Office

	
	
	

	
	
	

	
	
	


Project Manager 
	Name
	Phone
	Division/Office

	
	
	


Technical Lead (where different from Project Manager) 
	Name
	Phone
	Division/Office

	
	
	


Project Responsibility Overview 

	Major Milestones
	Functional Roles

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Legend:

E= Responsible for execution (may be shared)               C= Must be consulted

A= Final approval for authority                                          I= Must be informed

	4.   APPROVALS


This document, in conjunction with the Project Profile, constitutes the formal Project Charter.  Signoff indicates approval to go forward and commitment of the necessary resources.

	Name/Title
	Signature
	Date

	Department Executive
	
	

	Project Sponsor
	
	

	Project Manager
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