Project Charter - <Project Name>

DATE: <Month/Day/Year>
TO: Project Team
FROM: <Executive Sponsors>
CC: <Project Team and other Stakeholders>
SUBJECT: <Project Name>
The charter should include the following components:

· Overview and Description of the project
· Purpose and outcome of the project
· The key project sponsoring entities/organizations

· Setting expectations for the type of information needed by the project team
· Acknowledgement and Signature from the Executives signifying Project approval and support.
Sincerely,
Executive Sponsors

