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1.  Purpose
The Project Charter formally authorises the existence of the project, appoints the project manager, and defines the level of authority delegated to that role. It converts an approved business case into an authorised endeavour by recording — at a high level — the business need, the objectives and success criteria, the boundaries of scope, the funding envelope, the governance structure and the initial risk exposure. Once approved it becomes the reference point against which subsequent planning, tailoring and stage-gate decisions are validated.
1. Establishes a single, sponsor-approved statement of why the project exists and what constitutes success.
1. Grants the project manager defined authority over resources, expenditure and decision-making.
1. Creates the authorised baseline from which the Project Management Plan is developed.
1. Provides the governance anchor for stage-gate reviews, escalation and benefits accountability.
2.  When to Use
1. At the start of a new project, immediately after the Business Case has been approved and funding has been committed.
1. At the start of a discrete new phase of a multi-phase project where re-authorisation is required by the governance framework.
1. When an existing initiative is formally converted from an operational activity or study into a governed project.
1. When a material change (sponsor change, significant scope re-baseline, funding change beyond tolerance) requires the authorisation to be re-issued.
3.  Responsibility and Approval
	Governance Role
	Assignment
	Description of Involvement

	Responsible (prepares)
	Project Manager (drafts, in consultation with the Project Sponsor)
	Prepares, populates and maintains the document; ensures accuracy and completeness of all fields.

	Accountable (owns)
	Project Sponsor
	Single point of accountability for the quality, currency and control of the document.

	Consulted
	PMO, Finance, Risk, Quality, Legal/Contracts, business owners and technical disciplines as applicable
	Provides subject-matter input before submission for approval.

	Informed
	Project team, affected business units, supporting functions, key external stakeholders
	Receives the approved document through the controlled distribution list.

	Approves
	Project Sponsor (and Project Steering Committee where the project exceeds the delegated approval threshold)
	Formally authorises the document; approval is recorded in the Project Approval Register.


 
4.  Required Inputs
1. Approved Project Business Case (IMT-PIG-002) and Project Proposal (IMT-PIG-003).
1. Organisational strategy, portfolio priorities and the approved investment plan.
1. Project Objectives and Success Criteria Form (IMT-PIG-005) and Benefits Identification Register (IMT-PIG-006).
1. Preliminary funding approval, budget envelope and funding source confirmation.
1. Enterprise environmental factors: policies, regulatory obligations, market conditions, organisational capability.
1. Organisational process assets: methodology, lessons learned, historical estimating data, governance framework.
1. Initial stakeholder identification and any preliminary risk or feasibility assessment.
5.  Required Outputs
1. An approved and signed Project Charter authorising the project.
1. A formally appointed project manager with a documented authority level.
1. Approved high-level scope boundaries, milestones, funding envelope and success criteria.
1. Seed entries for the Assumptions Log, Constraints Log, Dependencies Register and Risk Register.
1. An entry in the Project Approval Register (IMT-PIG-021) and the Master Index.
6.  PMBOK® Guide – Eighth Edition Alignment
This document has been designed in alignment with the following elements of the PMBOK® Guide – Eighth Edition. The alignment statement is provided for conceptual traceability only.
	Focus Area
	Initiating

	Performance Domains
	Governance (primary); Stakeholders, Scope, Finance, Risk (supporting)

	Guiding Principles
	Adopt a holistic view · Focus on value · Be an accountable leader · Integrate sustainability · Build an empowered culture

	Tailoring Consideration
	Predictive projects complete all sections at full detail before execution. Agile projects complete Sections A, B, C, F, G, J and K in full and express scope in Section D as capability themes and a product vision rather than fixed deliverables. Hybrid projects state clearly which components are governed predictively and which are governed adaptively.


 
7.  Review Frequency and Approval Requirements
	Review Frequency
	Annually, or upon a material change to the organisational project management methodology

	Review Triggers
	Change of sponsor or governance structure; change of delivery approach; stage-gate decision; material change to scope, cost, schedule, benefits or risk exposure; audit or assurance finding; organisational restructuring.

	Approval Requirements
	Formal written approval by the stated Approval Authority before the document is baselined and distributed. Approval is logged in the Project Approval Register (IMT-PIG-021).

	Change Control
	Any change to an approved version requires a change request assessed through the project change control process. Minor editorial changes increment the minor version; changes affecting scope, cost, schedule, benefits or governance increment the major version and require re-approval.

	Retention
	Retained for the life of the project plus the organisational records-retention period, in the Project Information and Document Register.


 
8.  Instructions for Completion
Complete every field. Where a field is not applicable, enter "N/A" and state the reason — never leave a field blank.
1. Confirm that the Business Case is approved and that funding is committed before drafting. A charter must never precede a funding decision.
1. Complete Section A (Project Identification) using the official project reference issued by the PMO — this reference is used across every register in the toolkit.
1. Write Section B (Business Need) in outcome language. State the problem or opportunity, the consequence of inaction, and the strategic objective the project serves. Do not describe the solution here.
1. In Section C, record objectives that are specific, measurable, achievable, relevant and time-bound. Every objective must carry at least one measurable success criterion with a target value and a measurement method.
1. In Section D, define both what is in scope and — with equal rigour — what is explicitly out of scope. Out-of-scope statements prevent the most common source of stakeholder disputes.
1. In Section E, list only major milestones and the deliverables that evidence them. Detailed activity planning belongs in the schedule, not the charter.
1. In Section F, state the selected delivery approach and cross-reference the completed Predictive / Agile / Hybrid Assessment (IMT-PIG-016) and Tailoring Assessment (IMT-PIG-017).
1. In Section G, record the funding envelope, funding source, estimate class and the accuracy range of the estimate. Never present a Class 5 order-of-magnitude estimate as a budget.
1. In Section H, identify stakeholders whose authority, influence or interest could materially affect the outcome, and record the required engagement posture for each.
1. In Section I, transfer every high-level risk, assumption, constraint and dependency into the corresponding register (IMT-PIG-018, 019, 020) and the Risk Register, retaining the same identifier.
1. In Section J and K, agree the project manager authority thresholds with the sponsor before signature. Ambiguous authority is the single most common cause of governance failure.
1. Circulate the draft for review, incorporate comments, and obtain signatures in Section 9. Record the approval in the Project Approval Register and file the signed original in the Project Information and Document Register (IMT-PIG-026).
	NOTE   The Project Charter is a governance instrument, not a plan. Keep it concise — typically four to eight pages of completed content. Detail belongs in the Project Management Plan and its subsidiary plans.


 


9.  Template — Project Charter
Complete every section below. Retain the section numbering — it is referenced by the Project Initiation Checklist (IMT-PIG-004) and by stage-gate assurance reviews.
Section A — Project Identification
	Project Name
	⟨ full project title ⟩

	Project Reference / ID
	⟨ e.g. PRJ-2026-014 ⟩

	Programme / Portfolio
	⟨ parent programme or portfolio, or N/A ⟩

	Business Unit / Department
	⟨ owning business unit ⟩

	Project Sponsor
	⟨ name and position ⟩

	Project Manager
	⟨ name and position ⟩

	Delivery Approach
	⟨ Predictive | Agile | Hybrid ⟩

	Project Classification
	⟨ Strategic | Compliance | Operational | Improvement | Innovation ⟩

	Project Tier / Complexity
	⟨ Tier 1 (high) | Tier 2 (medium) | Tier 3 (low) ⟩

	Document Status
	⟨ Not Started | In Progress | Under Review | Approved | Rejected | On Hold | Completed | Cancelled ⟩

	Date Prepared
	⟨ DD-MMM-YYYY ⟩


 
Section B — Business Need, Problem Statement and Strategic Alignment
	B1. Problem or Opportunity Statement
	⟨ what is wrong, or what opportunity exists, expressed without reference to a solution ⟩

	B2. Consequence of No Action
	⟨ quantified impact if the organisation does nothing ⟩

	B3. Strategic Objective Supported
	⟨ named corporate/strategic objective or KPI ⟩

	B4. Business Case Reference
	⟨ IMT-PIG-002 reference and approval date ⟩

	B5. Alternatives Considered
	⟨ options assessed and reason the recommended option was selected ⟩

	B6. Regulatory / Compliance Driver
	⟨ obligation, standard or regulation, or N/A ⟩

	B7. Sustainability Considerations
	⟨ environmental, social and governance impacts to be managed ⟩


 
 
Section C — Project Objectives and Success Criteria
Each objective must be measurable and must be traceable to a benefit in the Benefits Identification Register (IMT-PIG-006).
	Ref
	Project Objective
	Success Criterion / KPI
	Target Value
	Measurement Method
	Measured By
	Measured When

	OBJ-01
	Reduce customer onboarding cycle time
	Average end-to-end onboarding duration
	≤ 3 working days
	System report, monthly average
	Operations Manager
	3 months post-handover

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 


 
Section D — High-Level Scope
D1. In Scope
	Ref
	Scope Item / Capability
	Description
	Primary Beneficiary

	SC-01
	Onboarding workflow automation
	Digitised end-to-end customer onboarding workflow across three business lines
	Retail Operations

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 


 
D2. Explicitly Out of Scope
	Ref
	Excluded Item
	Reason for Exclusion
	Where It Will Be Addressed

	EX-01
	Legacy data archive migration
	Not required to realise the target benefit; separate funding
	Data Platform Programme, FY27

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 


 
 
Section E — Key Deliverables and High-Level Milestones
	Ref
	Milestone / Key Deliverable
	Description of Evidence of Completion
	Target Date
	Accountable Role
	Gate

	MS-01
	Solution design baselined
	Design authority sign-off recorded
	DD-MMM-YYYY
	Solution Architect
	G2

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 


 
Section F — Delivery Approach and Life Cycle
	F1. Selected Delivery Approach
	⟨ Predictive | Agile | Hybrid ⟩

	F2. Basis of Selection
	⟨ reference to IMT-PIG-016 assessment score and rationale ⟩

	F3. Life Cycle / Phase Structure
	⟨ named phases or iterations and their gates ⟩

	F4. Cadence
	⟨ iteration length, review cadence, release cadence, or phase durations ⟩

	F5. Tailoring Applied
	⟨ reference to IMT-PIG-017 and summary of processes tailored in or out ⟩

	F6. Definition of Done / Acceptance Basis
	⟨ how completion of work is judged ⟩


 
Section G — Funding, Budget and Financial Authority
	G1. Approved Funding Envelope
	⟨ currency and amount ⟩

	G2. Capital / Operating Split
	⟨ CAPEX and OPEX amounts ⟩

	G3. Funding Source
	⟨ cost centre, budget line, grant, external funding ⟩

	G4. Estimate Class and Accuracy Range
	⟨ e.g. Class 3, −15% / +25% ⟩

	G5. Management Reserve
	⟨ amount and the authority that controls its release ⟩

	G6. Contingency Reserve
	⟨ amount, basis of calculation and control authority ⟩

	G7. Financial Reporting Cycle
	⟨ frequency and recipients ⟩

	G8. Expected Benefit Value
	⟨ quantified annual and lifetime benefit, cross-referenced to IMT-PIG-006 ⟩


 
 
Section H — Key Stakeholders
	Ref
	Stakeholder / Group
	Role in the Project
	Influence
	Interest
	Required Engagement Posture

	STK-01
	Head of Retail Operations
	Business owner and benefit owner
	High
	High
	Manage closely — weekly working session

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 


 
Section I — High-Level Risks, Assumptions, Constraints and Dependencies
	Ref
	Type
	Description
	Potential Impact
	Initial Response / Owner
	Register Ref

	ID-01
	Risk
	Vendor resource availability is not confirmed for Q4
	Schedule slip of up to six weeks
	Escalate to Procurement — PM
	RSK-004

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 


 
	NOTE   Every entry in Section I must be transferred to the Assumptions Log (IMT-PIG-018), Constraints Log (IMT-PIG-019), Dependencies Register (IMT-PIG-020) or the Project Risk Register, keeping the same identifier so traceability is preserved.


 
Section J — Project Governance
	J1. Governance Tier Applied
	⟨ Tier 1 | Tier 2 | Tier 3 per IMT-PIG-008 ⟩

	J2. Steering Committee / Project Board
	⟨ named body and chair ⟩

	J3. Meeting Cadence
	⟨ frequency of the governance body ⟩

	J4. Stage Gates Applicable
	⟨ G0 … G5 as applicable ⟩

	J5. Escalation Path
	⟨ PM → Sponsor → Steering Committee → Portfolio Board ⟩

	J6. Assurance and Audit Arrangements
	⟨ internal assurance, gate reviews, external audit ⟩

	J7. Reporting Obligations
	⟨ reports produced, frequency and recipients ⟩


 
 
Section K — Project Manager Authority
The project manager is authorised to act within the thresholds below without further approval. Any matter exceeding a threshold must be escalated in accordance with Section J5.
	Authority Area
	Delegated Authority / Threshold
	Escalation Point Above Threshold

	Expenditure commitment
	Up to 5% of approved budget per transaction
	Project Sponsor

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 


 
	Authority Area
	Delegated Authority / Threshold
	Escalation Point Above Threshold

	Expenditure commitment
	 
	 

	Schedule variance acceptance
	 
	 

	Cost variance acceptance
	 
	 

	Scope change approval
	 
	 

	Resource assignment and release
	 
	 

	Risk response approval / reserve draw-down
	 
	 

	Supplier / contract instruction
	 
	 

	Acceptance of deliverables
	 
	 

	Communication with external parties and regulators
	 
	 


 
Section L — Project Success, Closure and Termination Criteria
	L1. Definition of Project Success
	⟨ the conditions under which the project is judged successful ⟩

	L2. Conditions for Formal Closure
	⟨ deliverable acceptance, handover, documentation and financial closure conditions ⟩

	L3. Early Termination Triggers
	⟨ conditions under which the project would be stopped ⟩

	L4. Benefit Ownership After Closure
	⟨ named role accountable for realising benefits post-handover ⟩

	L5. Transition and Operational Readiness
	⟨ receiving function and readiness criteria ⟩


 
10.  Approval and Authorisation
By signing below, each approver confirms that the content of this document has been reviewed, is accurate to the best of their knowledge, and is authorised for use within the project.
	Approval Role
	Name
	Position / Title
	Signature
	Date

	Prepared by (Project Manager)
	 
	 
	 
	 

	Reviewed by (PMO Manager)
	 
	 
	 
	 

	Endorsed by (Business Owner)
	 
	 
	 
	 

	Approved by (Project Sponsor)
	 
	 
	 
	 

	Noted by (Steering Committee Chair)
	 
	 
	 
	 


 
11.  Revision History
	Version
	Date
	Description of Change
	Prepared / Revised By
	Approved By

	0.1
	DD-MMM-YYYY
	Initial draft prepared for review
	Project Manager
	—

	0.9
	DD-MMM-YYYY
	Reviewed by PMO; comments incorporated
	PMO Analyst
	—

	1.0
	01-Sep-2026
	First approved and issued baseline
	Project Manager
	Project Sponsor (and Project Steering Committee where the project exceeds the delegated approval threshold)

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


 
	NOTE   Rows shown in shaded italics are illustrative examples of how the revision history is completed. Replace them with the actual revision record.
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