NOTE TO PROJECT TEAM
This is a guide to creating a Project Charter (a.k.a. Project Definition Document or PDD). A project charter creates the mandate for a project and the key elements are:

· What objectives the project will achieve

· Who is responsible for success and completion of the deliverables

· How will the project be structured (team members and roles)

You may add or change items where appropriate, as it applies to your project.  All items in italics are instructions (including this page) and should be edited or deleted from your final document before printing and submitting it. Some smaller items are enclosed in <angle brackets> and should be replaced with the pertinent information. Expand the space allotted for each component as required. Not all information is applicable to all projects and can be removed or left blank when not required.  

Your team should update this document to create a new version if there is any change in scope or key participants, and it should be re-signed.

Please rename this file from “Project Charter Template.doc” to “Project Charter NNNN.doc” where NNNN is the initials of the team members.  This document should be printed and submitted to the Project Liaison prior to the end of bidding.  The charter is an invaluable document to establish the foundation to get the project started. 
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Geomatics Institute at Fleming

Sir Sandford Fleming College

MAPPING WITH EXCELLENCE

PROJECT CHARTER
	Full Project Title
	

	Project Client
	
	Email:

	Position 
	
	Phone:

	Organization
	

	Department
	

	Location 

(full address)
	

	Project Team (names, emails, program)
	


	PROJECT PURPOSE

	Outline the purpose of the project and define the planned outcome.

What is the project about in broad terms?

Who wants it done and why?

What problem(s) is this project intended to solve?

What expected business value will be created as a result of this project?


	PROJECT SCOPE

	What is included in the project?
	

	What is not included in the project?


	If relevant to the project, identify how these will be dealt with, or if any other projects will be addressing them.


	CRITICAL SUCCESS FACTORS

	How will things be different if the project is completed successfully?

In the absence of which conditions would the project be a failure?  

Are there minimal objectives that must be met?  

Are there essential resources that must be obtained or provided?

What are the key success criteria for this project.


	PROJECT GOALS & OBJECTIVES

	What is it we want to achieve?

Why are these goals essential to the project?

Objectives should be SMART – Specific, Measurable, Achievable, Realistic & Time Based.


	PROJECT TEAM 

	student 1 name 

	· previous education and experience relevant to project

	student 2 name
	· previous education and experience relevant to project


	DELIVERABLES
	LEAD

	The deliverables should concentrate on the qualitative and quantitative aspects of the project. The deliverables list becomes a set of specified outputs (a quantity and quality specification) for each milestone or key task of the project.
	name (of team member most responsible for this deliverable)

	
	

	
	

	
	

	
	


	CONSTRAINTS & ISSUES:  Are there constraints or issues existing on the project, or on the planning for the project?  

	Description
	Mitigating Action

	Constraints may be on the scope, the time or resources of the project.  Every project has constraints.  The primary ones are the trade off between time, resources, and performance criteria.  The project must be defined so that we can manage these constraints.

	What action can / will be taken to manage the constraints or minimize their impact.

	
	

	
	


	SIGN OFF

	APPROVED FOR PLANNING
	SIGNATURE
	DATE

	LIAISON
CLIENT
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