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Project Charter Lite Guidance 
Version 1.0  |  Updated September 1, 2026 

The Project Charter Lite helps you and your team get on the same page 
about what you're doing, why you’re doing it, who's involved, what's in 
and out, and how you expect to get there. 

Project Charter Lite: What It Is 
• Download the template: Project Charter Lite Template.docx 

When you click the link, it will download a Word document from the EPMO website.  

• The Project Charter Lite is a one-page planning tool for smaller or less complex projects 

• It captures the essentials: purpose, people, scope, timeframe, and major milestones  

• It is not just paperwork and it is not a detailed project plan; its purpose is to create 
shared understanding before and during the work  

Project Roles 

 
• Sponsor: Provides direction, support, and authority for the project  

• Project Manager: Coordinates the project and keeps the work moving 
At SDCOE, the staff member in the Project Manager role is a manager. 

• Project Team: Completes the project work  

• Project Lead (optional): A project team member; may lead a specific workstream or area 
of expertise  

• Stakeholders: People or groups affected by or interested in the project  

https://www.sdcoe.net/fs/resource-manager/view/147b9e0a-9b30-444f-8172-65825bd1fc89
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Whenever possible, the Project Manager should develop the project charter with the Sponsor 
and Project Team (and possibly stakeholder input), rather than completing it alone.  

Triple Constraints: Scope, Time & Cost/Resources 

 
Every project is affected by three connected constraints: 

• Scope: What the project will (and will not) deliver  

• Time: Start/end dates, deadlines, and available time  

• Cost/Resources: Budget, staff capacity, vendors, equipment, and other resources  

When one constraint changes, the others may need to change too. For example, if a deadline 
cannot move, the team may need to reduce scope or add resources.  

Be Clear About Scope 
Document both: 

• In Scope: What the project team is committing to deliver  

• Out of Scope: What the project will not include  

Writing down what is out of scope helps prevent expectations from expanding later. 
Requirements describe what people may want; scope reflects what the team can realistically 
deliver within the project's constraints. 
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Build a High-Level Schedule 
The Charter schedule should show major phases and milestones, not every task. 

Examples include: 

• Research/discovery  

• Purchasing  

• Design/configuration/build  

• Testing  

• Training  

• Go-live/implementation  

• Operational handoff  

• Closeout  

Build in enough time for testing, training, issue resolution, documentation, lessons learned, and 
project closeout. For projects with a fixed deadline, it can help to start with the end date and 
plan backward.  

The Project Charter Is a Conversation 
Creating a Project Charter is an iterative, collaborative process. As you work through it, you 
may discover: 

• New stakeholders  

• Missing scope items  

• Risks or dependencies  

• Questions that still need answers  

• Changes needed elsewhere in the Charter  

The goal is project clarity, not simply filling in every box.  

Additional Resources 
Project Charter templates, samples, directions, and other project management resources are 
available on the EPMO website at https://epmo.sdcoe.net.  

  

https://epmo.sdcoe.net/
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Sample 
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