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Sample Project Charter

Project Title: Information Technology (IT) Upgrade Project

Project Start Date: March 4, 2002 Projected Finish Date: December 4, 2002

Project Manager: Kim Nguyen, 691-2784, knguyen@abc.com

Project Objectives: Upgrade hardware and software for all employees (approximately 2,000) within 9
months based on new corporate standards. See attached sheet describing the new standards. Upgrades may
affect servers and midrange computers as well as network hardware and software. Budgeted $1,000,000 for
hardware and software costs and $500,000 for labor costs.

Approach:

Update the IT inventory database to determine upgrade needs

Develop detailed cost estimate for project and report to CIO

Issue a request for quotes to obtain hardware and software

Use internal staff as much as possible to do the planning, analysis, and installation
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Sample Project Charter (continued)

Roles and Responsibilities:

Name Role Responsibility

Walter Schmidt, CEO Project Sponsor Monitor project

Mike Zwack ClO Monitor project, provide
staff

Kim Nguyen Project Manager Plan and execute project

Jeff Johnson Director of IT Operations Mentor Kim

Nancy Reynolds

VP, Human Resources

Provide staff, issue memo
to all employees about
project

Steve McCann

Director of Purchasing

Assist in purchasing
hardware and software

Sign-off: (Signatures of all above stakeholders)

Comments: (Handwritten comments from above stakeholders, if applicable)

This project must be done within ten months at the absolute latest. Mike Zwack, CIO
We are assuming that adequate staff will be available and committed to supporting this
project. Some work must be done after hours to avoid work disruptions, and overtime
will be provided. Jeff Johnson and Kim Nguyen, Information Technology Department
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