
Tool 42-1 

Project Charter Template 
Lou Russell 

Chapter 42, “The Trifecta,” ATD’s Handbook for Training and Talent Development, 3rd ed. 

The project charter, created during the define phase, serves as a baseline over the course of the project and is updated as the project moves 

forward. Use this project charter template to create the following deliverables for your project: 

• Business objectives

• Scope diagram

• Project objectives

• Risk assessment

• Risk-scenario plan

• Constraint matrix

• Stakeholder communication plan, governance plan, and transition plan
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Project Charter:

Business Objectives (Increase Revenue, Avoid Cost) 
Primary

Secondary

Project Objectives

BLANK PAGE FOLLOWS

FOR SCOPE DIAGRAM

Quick ‘N’ Dirty Risk

Size (1-10 big) 

Structure (1-10 no reqmnts) 

Technology (1-10 new) 

Average 

Constraints Can’t Move Moves Little Negotiate

Time

Cost 

Quality/Scope 

Risk factor Likelihood (L,M,H) Impact (L,M,H) Prevent by React by

Scope Diagram
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Scope Diagram

PROJECT SPONSOR:
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Project Charter:

COMMUNICATIONS STRATEGY (STATUS AND MESSAGING)

Stakeholder Goal Frequency Medium Comment

GOVERNANCE STRATEGY (APPROVAL AND CHANGE REQUESTS)

Type of Change (requirements, 
budget, scope, etc.) Final Decision Makers Consulted Comments
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