


[ORGANIZATION]
[INSTALLATION]
[Address Line 1]
[Address Line 2]

Memorandum for Record							        11 August 2026
[Department]

PROJECT CHARTER: [Project Name]

1. PURPOSE.  To formally establish the [Project Name] effort at [Installation] as a governed project under [Department PMO] framework, with defined oversight, accountability, and management. This document provides the foundational project authorization and structure needed to guide planning, coordination, execution, and follow-up activities for the [Project Name] effort.

2. REFERENCES.
a. [List any foundational documents, policies, external mandates, or prior project artifacts that inform this charter.]
3. BUSINESS NEED.  [Describe the specific problem being solved or the opportunity being captured. Explain why the organization must do this now.]
4. EXPECTED ROI.  [Quantify the anticipated financial or strategic benefits (e.g.: cost savings, revenue generation, efficiency gains) compared to the project’s estimated costs.]

Anticipated benefits include:
a. [Benefit Description 1]
b. [Benefit Description 2]
5. SCOPE.  [Define the boundaries of the project. Detail exactly what specific deliverables, features, and activities are included.]
a. [Deliverable 1]
b. [Deliverable 2]
c. [Activity 1]
d. [Activity 2]
6. SCOPE EXCLUSIONS.  [Explicitly state what deliverables, features, or activities are intentionally out of scope to prevent future scope creep.]
a. [Deliverable 1]
b. [Activities 1]
7. RISKS.  [Identify high-level potential events or conditions that could negatively impact the project's success, budget, or timeline.]
a. [Cross-functional coordination risk: …]
b. [Schedule risk: …]
c. [Dependency risk: …]
d. [Resource risk: …]
8. CONSTRAINTS.  [List known limiting factors that dictate project execution, such as budget caps, hard deadlines, regulatory requirements, or resource availability.]
a. [Constraint 1]
b. [Constraint 2]
9. ASSUMPTIONS.  [State factors considered to be true, real, or certain for the purpose of planning (e.g., "Key personnel will remain available," "Vendor pricing will not increase").]
a. [Assumption 1]
b. [Assumption 2]
10. TIMELINE.  [Outline the high-level schedule, including major phases, key milestones, and the targeted final completion date.]
a. [Project Initiation and Planning: 18 AUG 2026 – 11 SEP 2026]
b. [Rolling Deployment Phase: 14 SEP 2026 – 22 JAN 2027]
c. [Testing Phase: 25 JAN 2027 – 05 FEB 2027]
d. [Go Live: 08 FEB 2027 – 12 FEB 2027]
e. [Post Go Live Support: 15 FEB 2027 – 26 FEB 2027]
f. [Project Closure & Sustainment: 27 FEB 2027]
11. PROJECT SPONSOR.  The point of contact for this memorandum is the undersigned, [Name], at [Phone Number] or [Email].



[Project Sponsor Name]
[Department]	
[Job Title]			



