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JLab Accelerator 
Scientific/Technical Project Charter TEMPLATE
	Purpose


The Project Charter formally recognizes the existence of a project.  It describes the project at a high level and explains the scientific/technical need for the project.  The charter is the responsibility of the Project Director/Manager with input from the project team.  Once approved it allows the use of Laboratory resources to fulfill the purpose of the project.

	Origination and timing


The approval timing is coincident with pre-project vetting report to the Laboratory Directorate.

	Forms


Project Charter Form, to be completed by the Project Director/Manager.  

Project Charter Form

	Field
	Forms

	Project Name and number
	Enter a brief name to describe the project.

	Project Abstract
	A 3-sentence statement concerning the project.  The first sentence states what the project is.  The second states what the project will accomplish.  The third sentence indicates what benefit will be derived from the project.

	Project Sponsor
	Responsible for budgeting the funds to undertake the project, and will have final authority to approve project completion.

	Funding Sources
	

	Project Management Team
	

	Lead Organizations
	External organization structures within which the project must operate

	Supporting Organizations
	Other areas of the Laboratory that have a stake in the outcome of the project.  Include in the list of other participants, any part of the project team that has been assembled; the project steering committee; any divisions or departments whose input is key for project success.

	Scientific/Technical 

Background
	Few sentence description of the scientific/technical context of the project

	Project Scope
	Give a few sentence description of the project scope (provide details in the following sections).  Indicate both what is within the anticipated scope and what is outside the scope.

	Objectives
	List specific objectives that the project is anticipated to achieve.

	Deliverables
	List the specific deliverables expected from the project and how these will fulfill the objectives.  The deliverables should be as tangible as possible.

	Constraints
	List factors that will limit the project team’s options. For example, inability to deploy / integrate prior to a specific date or receipt of material from another collaborator or laboratory (not under subcontract control)

	Assumptions
	List factors or situations are assumed for the purposes of planning the project.  For example, if the availability date of a key resources and facilities, availability of in kind contributions, etc.

	Special JLab Commitments
	List any specific special commitments being made by JLab with regard to the project.  This would include the preparation or purchase of facilities and/or equipment that will be used initially by the project, or any grandfathered rate considerations, etc.

	Budget
	Total budget of project and major systems of the project and initial profile. Be sure to note whether your budget includes overhead for general and administrative costs.

	Schedule
	Summarized schedule of major milestones/deliverables

	Controls/Reporting
	Few sentence statement as to the means of monitoring/reporting progress and controlling project.
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