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Template Instructions

This template is to be completed in accordance with the Project Charter Guidelines. The guidelines document provides project teams with relevant background information and industry standards, when appropriate, and specific instructions for completing this template.

Once you begin working in this template, it becomes a project artifact and is no longer a template. Therefore you will need to update the header/footer, title page, and version history with project-specific information. Then save this document as a project artifact, with an appropriate filename, to the appropriate location, e.g., EPMS, shared drive, etc. 
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1 Project Overview
1.1 Purpose/Benefits
1.2 Scope

1.3 Impact Analysis
1.4 Key Stakeholders

Figure 1‑1: Key Project Stakeholders

	Key Stakeholder 
	Name
	Organization
	Contact Information

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


2 Project Description

2.1 Business Goals and Objectives

The business goals and objectives for the insert name project are:

2.2 Technical Goals and Objectives

The technical goals and objectives for the insert name project are:

2.3 Business High-Level Requirements

The high-level requirements for the insert name project are listed here:

2.4 Work Requests(s) Number(s)
3 Overview of Proposed Solution
3.1 Prototyping

4 Major Project Deliverables
The Major Project Deliverables for the insert name project are listed in the following table.
Figure 4‑1: Major Deliverables for Project Name
	Deliverables
	Expected Delivery Date

	
	MM/YYYY

	
	

	
	

	
	

	
	

	
	

	
	


5 Project Schedule and Resources

5.1 High-Level Schedule/Milestones

The high-level milestones for the insert name project are shown in the following table.

Figure 5‑1:  High-Level Milestones for Project Name
	Milestones
	Estimated Due Date

	
	MM/YYYY

	
	

	
	

	
	

	
	

	
	

	
	


5.2 Project Budget and Resource Requirements

Figure 5‑2: Budget and Resource Requirements for Project Name
	Cost Factors
	Government Resources
	Contractor Resources
	Comments

	
	FTE
	Resource Months
	Rate ($/mo)
	FTE Cost
	FTE
	Resource Months
	Rate ($/mo)
	FTE Cost
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Labor Subtotal
	
	
	
	
	
	
	
	
	


Figure 5‑3: Additional Resources

	Cost Factors
	Description
	Cost per Unit
	Number of Units
	Total
	Comments

	H/W Acquisition
	
	
	
	
	

	S/W Acquisition
	
	
	
	
	

	Network
	
	
	
	
	

	Travel
	
	
	
	
	

	Other
	
	
	
	
	

	
	
	
	
	
	

	Subtotal
	
	
	
	
	

	

	TOTAL $ 


5.3 Funding Sources

5.4 Project Size

6 Assumptions, Constraints, and Risks

6.1 Assumptions

The assumptions for the insert name project are:

6.2 Constraints

The constraints for the insert name project are:
6.3 Risks

The insert name project has identified possible risks outlined in the following table.
	Risk Description 
	Mitigation Actions

	
	

	
	

	
	

	
	


7 Key Roles and Responsibilities
This section defines the roles and responsibilities of key resources for the insert name project.  

Figure 7‑1: Roles and Responsibilities for Project Name
	Name
	Title/Organization
	Contact Information
	Role/Responsibility

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


8 Approvals

Key stakeholders indicate their approval of the project charter. 

_____________________       ___________________       ____________________________
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    Title
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       Signature

_____________________       ___________________       ____________________________
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APPENDIX A Acronyms and Definitions

The following is a list of acronyms used within this document.

	Acronym
	Meaning

	OCIO
	Office of the Chief Information Officer

	USPTO
	United States Patent and Trademark Office

	
	

	
	

	
	



