FIRST HIRE
Project Charter
[Project name]
	Document version
	[v0.1 draft]

	Date
	[dd Mon yyyy]

	Prepared by
	[Name, role]

	Approved by
	[Name, role]



	HOW TO USE THIS TEMPLATE
Replace everything in [square brackets] with your own details.
Grey italic text that starts with "e.g." is an example. Overwrite it or delete it.
Delete any row or section that does not apply to your project.


[bookmark: _yeiwgcky5blj]1. Project overview
The facts everyone needs on one page. Keep it short.
	Project name
	[Project name]

	Project reference
	[Reference number, if any]

	Sponsor or client
	[Name, organisation]

	Project manager
	[Name, phone, email]

	Location
	[Island, community or site]

	Planned start
	[dd Mon yyyy]

	Planned completion
	[dd Mon yyyy]

	Approved budget
	[Currency and amount]

	Funding source
	[Own funds, loan, grant or donor]


[bookmark: _8znans7epzc1]2. Background and justification
Why this project, and why now? Three to five sentences. Say who is affected and what happens if nothing is done.
[Describe the problem or opportunity.]
e.g. The community centre floods during every named storm and closes for up to two weeks. A raised, hurricane-rated centre would keep emergency services available to 4,000 residents.
[bookmark: _fs1jgzjbfpg6]3. Objectives
State what success looks like and how it will be measured. Aim for two to four objectives.
	Objective
	How it will be measured
	Target and date

	e.g. Build a flood-resistant community centre
	e.g. Certificate of practical completion
	e.g. Handed over by 30 Sep 2027

	[Objective 2]
	[Measure]
	[Target and date]

	[Objective 3]
	[Measure]
	[Target and date]


[bookmark: _chsa1yuc9wb4]4. Scope
Be explicit about what is not included. Most disputes start in the gap between assumed and agreed scope.
	In scope
	Out of scope

	[Work, areas or services included]
	[Work, areas or services excluded]

	[In-scope item]
	[Out-of-scope item]

	[In-scope item]
	[Out-of-scope item]

	[In-scope item]
	[Out-of-scope item]


[bookmark: _pqkp6vig51f2]5. Deliverables
What the project will hand over, and how the sponsor will decide each one is acceptable.
	#
	Deliverable
	Acceptance criteria
	Owner
	Due

	1
	[Deliverable]
	[How it will be judged complete]
	[Name]
	[Date]

	2
	[Deliverable]
	[Criteria]
	[Name]
	[Date]

	3
	[Deliverable]
	[Criteria]
	[Name]
	[Date]

	4
	[Deliverable]
	[Criteria]
	[Name]
	[Date]


[bookmark: _mwry4igqy9k0]6. Key milestones
Edit the list to suit your project. Add the approvals that could hold you up.
	Milestone
	Target date
	Dependency or approval needed

	Charter approved
	[Date]
	[Sponsor sign-off]

	Design or plan complete
	[Date]
	[Client review]

	Tender awarded
	[Date]
	[Evaluation report, no-objection]

	Mobilisation
	[Date]
	[Permits, advance payment]

	Practical completion
	[Date]
	[Inspection]

	Handover and closeout
	[Date]
	[Final account, lessons learned]


[bookmark: _f1uahcyy7um6]7. Budget summary
High-level estimate only. Detailed costing belongs in the budget workbook.
	Cost category
	Estimate
	Notes

	Professional fees
	[Amount]
	[Basis of estimate]

	Materials and equipment
	[Amount]
	

	Contractors and labour
	[Amount]
	

	Permits and approvals
	[Amount]
	

	Contingency
	[Amount]
	e.g. 10% of base cost

	Total
	[Amount]
	


[bookmark: _ahuvvvkrpb11]8. Stakeholders
Anyone who can affect the project or is affected by it. Rate influence as High, Medium or Low.
	Stakeholder
	Role
	Main interest or concern
	Influence
	How we will engage

	[Name or group]
	[Role]
	[Interest]
	[H / M / L]
	[Meetings, reports, site visits]

	[Name or group]
	[Role]
	[Interest]
	[H / M / L]
	[Approach]

	[Name or group]
	[Role]
	[Interest]
	[H / M / L]
	[Approach]

	[Name or group]
	[Role]
	[Interest]
	[H / M / L]
	[Approach]


[bookmark: _zek52y45c1wq]9. Assumptions, constraints and dependencies
[bookmark: _a776i5q4oip0]Assumptions (we believe these are true)
· [e.g. Land title and site access will be confirmed before tender]
· [Assumption]
[bookmark: _l71qmtfh6i9j]Constraints (limits we must work within)
· [e.g. Funding must be spent by 31 March 2027]
· [Constraint]
[bookmark: _ag5ec9uhzpvy]Dependencies (things outside our control that we rely on)
· [e.g. Planning approval from the Development Control Authority]
· [Dependency]
[bookmark: _wpfyzjf1ay2h]10. Key risks
The five that worry you most today. The full list lives in the Risk Register.
	Risk
	Likelihood
	Impact
	First response

	e.g. Imported materials delayed by shipping
	[H / M / L]
	[H / M / L]
	[Order early, track weekly]

	[Risk]
	[H / M / L]
	[H / M / L]
	[Response]

	[Risk]
	[H / M / L]
	[H / M / L]
	[Response]

	[Risk]
	[H / M / L]
	[H / M / L]
	[Response]

	[Risk]
	[H / M / L]
	[H / M / L]
	[Response]


[bookmark: _35l1lbjumsh8]11. Governance and reporting
	Decision authority
	[Who approves scope, budget and schedule changes, and up to what limit]

	Steering group
	[Members and meeting frequency]

	Progress reporting
	[e.g. Monthly report to the sponsor by the 5th working day]

	Change control
	[How a change is raised, assessed and approved]

	Escalation
	[Who to call when a problem cannot be resolved at project level]


[bookmark: _c67llzkclvty]12. Success criteria
How the sponsor will know the project worked, beyond finishing on time and on budget.
· [e.g. The centre is in use by the community within one month of handover]
· [Success criterion]
· [Success criterion]
[bookmark: _aint23pekz4]13. Approval
By signing, the sponsor authorises the project manager to proceed on the terms above.
	Name
	Role
	Signature
	Date

	[Name]
	Sponsor
	
	

	[Name]
	Project manager
	
	

	[Name]
	[Other approver]
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