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SAMPLE PROJECT CHARTER
POS depl oyment project charter, adapt f or each engagement bef ore kickof f.

01 PROJECT OVERVIEW

Client name:

Site(s) in scope:

Target go-live date:

Project sponsor (VAR):

Project sponsor (client):

Contract / SOW reference:

02 PURPOSE AND OBJECTIVES

State in two or three sentences what this project delivers and why it matters to the
client's operation. Tie it back to the discovery f indings, not generic marketing
language.

Objective 1:

Objective 2:

Objective 3:



03 SCOPE SUMMARY
IN SCOPE:
 

✓

✓

✓

✓

✓

Other:

OUT OF SCOPE
(expl i cit ly excl uded, per t he SOW):

✕

✕

✕

✕

✕

Other:

04 GOVERNANCE AND ROLES
VAR CLIENT

TIER 1

VAR executive sponsor (escalation):
TIER 1

Client executive sponsor (escalation):

TIER 2

VAR project manager (primary point of
contact):

TIER 2

Client point of  contact (primary):

TIER 3

VAR technical lead (backup point of
contact):

TIER 3

Client backup contact (site manager / IT
lead):

Escalation path:  day-to-day questions and decisions route through the primary points of
contact. Issues that af f ect budget, contract scope, or timeline escalate to the executive
sponsors on both sides.



05 MILESTONES AND KEY DEPENDENCIES
Sit e survey and discovery sign-off:

Net work and cabl ing readiness:

Hardware st aged and configured:

I nt egrat ions t est ed (payment s, invent ory, et c.):

St aff t raining compl et e:

Go-l ive:

Post -go-l ive support  handoff:

06 CHANGE CONTROL
Any change to scope, schedule, or budget requires written sign-of f  f rom both project
managers bef ore work proceeds. Verbal requests, including those made on-site, do not
authorize additional work.

07 SIGN-OFF

VAR REPRESENTATIVE

Name:

Signature:

Date:

CLIENT REPRESENTATIVE

Name:

Signature:

Date:
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SAMPLE KICKOFF MEETING AGENDA
Run this within the f irst week af ter contract signature, bef ore mobil ization begins.

DURATION:

60-75 minutes.
ATTENDEES:

both executive sponsors, both points of  contact, and any
technical leads whose input is needed to conf irm milestones.

01 5 min WELCOME AND INT RODUCT IONS
Conf irm everyone in the room knows each other's rol e, not just their name.

02 10 min PROJECT  PURPOSE AND OBJECT IVES
Wal k through the charter's objectives; conf irm the cl ient agrees this is what
success l ooks l ike.

03 10 min SCOPE REVIEW
Read the in-scope and out-of-scope l ists al oud. Surf ace any disagreement now,
not mid-project.

04 10 min GOVERNANCE AND POINT S OF CONTACT
Conf irm names f or every rol e on the governance chart, incl uding backups.
Expl ain the escal ation path.

05 15 min MILEST ONES AND DEPENDENCIES
Wal k the mil estone tabl e. Fl ag any cl ient-side dependency (site readiness, ISP
instal l , staf f ing) and conf irm ownership.

06 10 min CHANGE CONT ROL PROCESS
Expl ain how scope changes get requested, priced, and approved. Get verbal
agreement bef ore the charter is signed.

07 10 min COMMUNICAT ION CADENCE
Set the standing check-in schedul e (e.g., weekly status cal l ) and the channel  f or
urgent issues.

08 5 min SIGN- OFF AND NEXT  ST EPS
Both sponsors sign the charter. Conf irm the date of  the f irst status check-in.

Leave this meeting with a signed charter, not just a shared understanding. If  a
stakeholder can't attend, reschedule rather than proceed without them.


