Project Charter Checklist

The Project Charter is a structured description of the business problem, and the concept and definition of the project. It provides the necessary information to make a sound “yes” or “no” decision about prioritizing the project, funding the project and proceeding onto the Acquisition Phase.

The Project Charter clearly states the business reasons behind the project, thus establishing a firm foundation and greatly enhancing the project’s prospects for success. Among other things, the Project Charter describes the business area background, defines the project objectives, identifies the project sponsor, and clearly states their project’s priority and relationship to the organization’s business and other projects. The clear and concise description of the project contained in the Project Charter gives the Project Team and program management the information they need to prioritize, obtain funding and proceed with or cancel the project.

The Charter fulfills the following objectives:

· Provides a clear picture of the business area and the problem or opportunity that prompted the project.

· Defines the project objective and the preliminary scope.

· Identifies the project sponsor, and the key stakeholders in the project.

· Lists the key business and functional objectives and defines the measures for success.

	Project Charter Content
	

	
	Version 1 (Final Step of Initiation)
	Version 2

Post-Acquisition
	Version 3+

Ongoing

During

Implementation

	
	
	
	

	1. Project Needs Document
	
	
	

	2. Business Case
	
	
	

	3. ROI Analysis
	
	
	

	4. Balanced Scorecard / Performance Metrics 
	
	
	

	5. Requirements – Non-Functional

6. Requirements – Functional
	
	
	

	7. Analysis of Alternatives Report
	
	
	

	8. Recommended Alternative Solution
	
	
	

	9. Acquisition Strategy 
	
	
	

	10. Project Roles and Responsibilities
	
	
	

	11. Project Organization Chart
	
	
	

	12. Project Standards
	
	
	

	13. Risk Management Plan
	
	
	

	14. Change Management Plan
	
	
	

	15. Training Plan
	
	
	

	16. Information Assurance Plan
	
	
	

	17. Communications Plan
	
	
	

	18. Quality Assurance Plan
	
	
	


· Identifies and evaluates alternative approaches to the project.
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