
Project Charter
Project Name:

Opportunity/Problem Statement:

Business Case/Impact:

Team Members: Project Owner:

Project Sponsor:

SMEs:

Project Performance Indicator(s)  Target(s)

Project Boundary & Scope
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Legend:   Planned   Actual * indicates tollgate date

Day/Wk/Mo Comments
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Meeting Record
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No. Date Time Att. No. Date Time Att. No. Date Time Att. No. Date Time Att. Notes

No. - Mtg. #      Date - of Mtg.      Time - duration of Mtg.      Att. - how many in attendance (use Minutes to capture who attended)


