Project / Mission Charter
Document Name: [Project / Mission Name] Project Charter Version: [1.0] Date: [DD Month YYYY]

1. Project / Mission Overview & Authorization
Project / Mission Name: [Insert Project / Mission Name]
Project Manager / Mission Commander: [Insert Project Manager's Name] Project Sponsor / Commanding Officer (C.O.): [Insert Project Sponsor's Name]
1.1 Project Purpose / Business Case [Provide a brief, clear explanation of why this project is being initiated. What business problem or opportunity does it address? What is the expected value or benefit to the organization or unit?]
1.2 Project / Mission Goals and Objectives [List the high-level, measurable goals the project aims to achieve. These should be a direct result of the business case. Example: "Improve customer satisfaction by 15% within six months of launch."]
· [Goal 1]
· [Goal 2]
· [Goal 3]
1.3 High-Level Deliverables / Endstate [List the key products, services, or results that the project will produce. This defines the "endstate," or the desired final condition of the project or mission. Example: "A new e-commerce website," "A redesigned customer onboarding process," or "A finalized marketing strategy document."]
· [Deliverable 1]
· [Deliverable 2]
· [Deliverable 3]
1.4 High-Level Scope [Briefly define the boundaries of the project or mission. What is definitively included in the scope of work, and what is explicitly excluded? This helps prevent scope creep later on.]
· In-Scope: [Example: Develop and launch a customer-facing mobile application for iOS and Android.]
· Out-of-Scope: [Example: Developing a web version of the mobile application or integrating with third-party payment services.]

2. Key Stakeholders & Authority
2.1 Project Manager / Mission Commander [Insert Project Manager's Name] [Provide a brief description of the Project Manager's authority, such as their power to manage the project budget, schedule, and assigned resources. This is their official command authority for the mission.]
2.2 Project Sponsor / Commanding Officer (C.O.) [Insert Project Sponsor's Name] [Describe the sponsor's role and responsibility in authorizing the project, approving the charter, and providing high-level guidance and support. They are the authorizing authority for the mission.]
2.3 Key Stakeholders [List other key individuals, departments, or groups who will be impacted by or have a vested interest in the project. For each, describe their role.]
· [Stakeholder Name/Group, Role]
· [Stakeholder Name/Group, Role]

3. Project Constraints, Assumptions, and Risks
3.1 High-Level Budget [State the estimated budget for the project. Example: "$500,000 to be used for resources, software, and vendor fees."]
3.2 High-Level Schedule & Key Milestones [Provide the anticipated project duration and a list of major milestones or phases with approximate dates. Example: "Project initiation complete by DD/MM/YY," "Development begins on DD/MM/YY," etc.]
3.3 High-Level Assumptions [List any factors or conditions the project team believes to be true without proof. Example: "All necessary team members will be available for 100% of their time on this project."]
3.4 High-Level Constraints / Limitations [List any restrictions or limitations that may affect the project, such as legal requirements, resource limitations, or predefined deadlines.]
3.5 High-Level Risks / Threats [List potential threats that could impact the project's success or mission completion. Example: "Lack of buy-in from key stakeholders," "Technology not performing as expected," or "Project team lacks a specific skill set."]

4. Project Authorization
4.1 Success Criteria / Conditions for Victory [Define how the success of the project or mission will be measured. What specific metrics or conditions must be met? Example: "The project will be considered successful if the new e-commerce website is launched on time, on budget, and results in a 15% increase in online sales within the first six months."]
4.2 Authorization / Official Orders [By signing below, the project sponsor/C.O. formally authorizes this project and empowers the named project manager/mission commander to begin work and use organizational resources as outlined in this charter.]

Project Sponsor / Commanding Officer: [Signature] [Printed Name] [Title] [Date]
Project Manager / Mission Commander: [Signature] [Printed Name] [Title] [Date]
