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1. DOCUMENT OVERVIEW

	Project Name:
	[Official ERP Project Name]
	Project Code:
	[Unique ID / WBS Code]

	ERP Solution:
	[Vendor & Product]
	Version:
	[e.g. 2023.1]

	Organization:
	[Company / Entity Name]
	Business Unit:
	[Division / BU]

	Project Manager:
	[Name, Title]
	Executive Sponsor:
	[Name, Title]

	Estimated Start Date:
	[MM/DD/YYYY]
	Target Go-Live Date:
	[MM/DD/YYYY]

	Total Budget:
	[$X,XXX,XXX]
	Deployment Model:
	[Cloud / On-Premise / Hybrid]



2. EXECUTIVE SUMMARY
Provide a concise (3-5 sentence) description of the ERP project. Describe the business context, the ERP solution being implemented, the primary business objectives, and the expected organizational impact.

[Insert executive summary here. Example: {Organization Name} is implementing {ERP System} to modernize its core business operations across Finance, Supply Chain, and Human Resources. The current legacy systems are siloed and incapable of supporting projected growth. This initiative will deliver a unified platform, real-time reporting, and streamlined processes, enabling the organization to reduce operational costs by X% and improve decision-making speed.]

3. BUSINESS CASE & STRATEGIC OBJECTIVES
3.1 Business Drivers
List the key business problems or opportunities that are driving this ERP implementation:
1. Current systems are fragmented, creating data silos and reconciliation overhead
1. Manual processes result in errors, delays, and compliance risk
1. Lack of real-time visibility into financial and operational performance
1. Inability to scale existing infrastructure to support growth targets
1. [Add additional business drivers]

3.2 Strategic Objectives & Success Metrics

	Objective
	Key Performance Indicator (KPI)
	Target / Baseline

	Improve operational efficiency
	Reduction in manual process steps
	[e.g., 40% reduction]

	Enhance financial visibility
	Time to close monthly books
	[e.g., from 10 to 5 days]

	Strengthen compliance posture
	Audit findings / SOX deficiencies
	[e.g., Zero critical findings]

	Improve inventory accuracy
	Inventory accuracy rate
	[e.g., 95%+]

	Enable data-driven decisions
	Real-time reporting availability
	[e.g., 100% of KPIs live]

	Reduce total IT cost of ownership
	Annual IT operating cost
	[e.g., 20% reduction by Year 3]

	[Additional objective]
	[KPI]
	[Target]



4. PROJECT SCOPE
4.1 Modules & Functional Areas In Scope
The following ERP modules and functional areas are included in this implementation:
1. Finance & Accounting (GL, AP, AR, Fixed Assets, Cash Management)
1. Procurement & Purchasing (Purchase Orders, Vendor Management)
1. Inventory & Warehouse Management (Stock, Movements, Fulfillment)
1. Sales Order Management & Customer Master
1. Human Resources & Payroll (Core HR, Time & Attendance, Payroll)
1. Manufacturing / Production Planning (MRP, Shop Floor)
1. Reporting & Analytics (Standard Reports, Dashboards)
1. [Add or remove modules as applicable]

4.2 Business Units / Geographies In Scope

	Business Unit / Entity
	Geography / Location
	Go-Live Wave

	[Business Unit 1]
	[Country / Region]
	Wave 1

	[Business Unit 2]
	[Country / Region]
	Wave 1

	[Business Unit 3]
	[Country / Region]
	Wave 2

	[Business Unit 4]
	[Country / Region]
	Wave 3



4.3 Explicitly Out of Scope
The following items are explicitly excluded from this project:
1. Legacy system decommissioning (separate project)
1. External customer portal / e-commerce integration (Phase 2)
1. Custom mobile application development
1. Subsidiaries and entities not listed above
1. [Additional exclusion]

4.4 Key Deliverables
This project is expected to produce the following deliverables:
1. Signed Project Charter and Project Management Plan
1. Fit-Gap Analysis and Solution Blueprint
1. Configured and Tested ERP System
1. Data Migration Plan, Mapping, and Validated Data Loads
1. Integration Design and Tested Interfaces
1. User Training Materials and Completed Training Sessions
1. Cutover Plan and Post-Go-Live Support Runbook
1. Project Closure Report and Lessons Learned

5. PROJECT ORGANIZATION & STAKEHOLDERS
5.1 Stakeholder Register

	Role
	Name
	Department
	Responsibilities

	Executive Sponsor
	[Name]
	[Department]
	Final authority, funding approval, escalation point

	Project Manager
	[Name]
	[Department]
	Day-to-day management, reporting, risk management

	ERP Functional Lead
	[Name]
	[Department]
	Business process design, UAT coordination

	IT Lead / Architect
	[Name]
	[Department]
	Technical design, integration, infrastructure

	Change Manager
	[Name]
	[Department]
	Training, communications, adoption

	Vendor/SI Lead
	[Name]
	[Vendor]
	Solution delivery, configuration, go-live support

	Finance Champion
	[Name]
	Finance
	Finance module SME, testing sign-off

	Operations Champion
	[Name]
	Operations
	Operations module SME, testing sign-off



5.2 RACI Summary – Responsible, Accountable, Consulted, Informed

	Decision / Activity
	Responsible
	Accountable / Approver

	Project scope changes
	Project Manager
	Executive Sponsor

	Budget approval (> threshold)
	Project Manager
	Executive Sponsor

	Technical architecture decisions
	IT Lead
	CIO / IT Sponsor

	Business process design sign-off
	Functional Lead
	Business Owner

	Go/No-Go for go-live
	Project Manager + Steering Committee
	Executive Sponsor

	Vendor/SI escalation
	Project Manager
	Executive Sponsor



6. PROJECT TIMELINE & MILESTONES

	Milestone / Phase
	Target Date
	Owner
	Status

	Project Kick-Off & Charter Sign-Off
	[MM/DD/YY]
	[PM]
	Not Started

	Phase 1 – Discovery & Blueprint Complete
	[MM/DD/YY]
	[Functional Lead]
	Not Started

	Phase 2 – Configuration & Development Complete
	[MM/DD/YY]
	[IT Lead]
	Not Started

	Phase 3 – System Integration Testing (SIT) Complete
	[MM/DD/YY]
	[QA Lead]
	Not Started

	Phase 4 – User Acceptance Testing (UAT) Complete
	[MM/DD/YY]
	[Functional Lead]
	Not Started

	Phase 5 – Cutover & Go-Live
	[MM/DD/YY]
	[PM]
	Not Started

	Phase 6 – Post Go-Live Support Ends
	[MM/DD/YY]
	[PM]
	Not Started

	Project Closure & Lessons Learned
	[MM/DD/YY]
	[PM]
	Not Started



6.1 High-Level Phase Descriptions

	Phase
	Key Activities
	Duration

	Discovery & Blueprint
	Requirements gathering, fit-gap, process design, data mapping
	[X weeks]

	Configuration & Development
	System build, customizations, integrations, data migration dev
	[X weeks]

	System Integration Testing
	End-to-end testing, defect resolution, regression testing
	[X weeks]

	User Acceptance Testing
	Business user testing, sign-off, training delivery
	[X weeks]

	Cutover & Go-Live
	Data cutover, hypercare support, production release
	[X weeks]

	Post Go-Live Support
	Stabilization, issue resolution, knowledge transfer
	[X weeks]



7. BUDGET SUMMARY

	Cost Category
	Estimated Amount
	Notes

	ERP Software Licenses / Subscription
	[$XXX,XXX]
	[Perpetual / SaaS annual]

	Implementation / SI Partner Fees
	[$X,XXX,XXX]
	[Fixed fee / T&M]

	Internal Resource Costs (Backfill / Overtime)
	[$XXX,XXX]
	[FTE allocation estimate]

	Hardware / Infrastructure / Cloud Hosting
	[$XXX,XXX]
	[On-prem / Cloud setup]

	Data Migration & Integration Tools
	[$XXX,XXX]
	[Tooling + labor]

	Training & Change Management
	[$XXX,XXX]
	[Materials, facilitators, LMS]

	Contingency Reserve (15%)
	[$XXX,XXX]
	[Applied to total project cost]

	TOTAL PROJECT BUDGET
	[$X,XXX,XXX]
	



	Budget Authority
	Change Control Threshold

	Expenditures up to [$X,XXX] may be approved by the Project Manager. Amounts exceeding this threshold require Executive Sponsor approval. All budget changes must be documented via the formal change control process.
	Any single change request that increases project cost by more than [$XX,XXX] or [X%] of total budget requires Steering Committee review and sign-off prior to execution.



8. RISKS, ISSUES & ASSUMPTIONS
8.1 Risk Register

	Risk Description
	Likelihood
	Impact
	Mitigation Strategy

	Scope creep / requirement changes
	High
	High
	Strict change control process; scope freeze after blueprint

	Data quality issues during migration
	High
	High
	Early data audit; dedicated data cleansing workstream

	Key resource unavailability
	Medium
	High
	Backup resource plan; knowledge transfer protocols

	Vendor/SI delivery delays
	Medium
	High
	SLA-based contract; regular milestone reviews

	Low user adoption / resistance to change
	Medium
	High
	Change management program; executive sponsorship visible

	Integration failures with legacy systems
	Medium
	Medium
	Integration testing sprints; rollback plan

	Budget overrun
	Medium
	High
	Monthly budget reviews; contingency reserve (15%)

	Regulatory / compliance gaps
	Low
	High
	Compliance review in blueprint phase; legal sign-off



8.2 Risk Mitigation Approach
Risk management is a continuous and proactive discipline throughout this ERP implementation. The Project Manager is responsible for maintaining the Risk Register and reviewing it at every PMO meeting. Each identified risk is assessed for likelihood and impact, assigned a named owner, and tracked against its mitigation action until resolved or accepted. 
For high-rated risks, mitigation actions must be initiated immediately upon identification and escalated to the Steering Committee if they cannot be resolved at the project level within [X business days]. 
A contingency reserve of [15%] of total project budget has been set aside to address realized risks. In addition, the project will conduct formal risk reviews at the conclusion of each phase — Discovery, Configuration, SIT, and UAT — to identify any emerging risks prior to proceeding. All project team members are empowered and expected to raise risks as soon as they are identified; risks should be documented in the shared Risk Register and communicated to the Project Manager within [48 hours] of discovery.
8.3 Assumptions
This project is based on the following assumptions:
1. Executive sponsorship and organizational commitment remain consistent throughout the project.
1. Business subject matter experts will be available for at least [X%] of their time during active project phases.
1. The vendor/SI partner will staff the project with the agreed resources as outlined in the contract.
1. Existing source system data quality is sufficient for migration; a data cleansing effort will precede migration loads.
1. The scope defined in Section 4 will not be significantly altered without formal change control.
1. Required infrastructure (cloud environment, network, hardware) will be provisioned on schedule.
1. [Add additional assumptions]

8.4 Constraints
1. The project must go live by [target date] to align with fiscal year-end / regulatory requirements.
1. The project must operate within the approved budget of [$X,XXX,XXX].
1. All integrations must comply with existing data governance and security policies.
1. [Add additional constraints]

8.5 Dependencies
1. Completion of current infrastructure upgrade (Project: [Name]) before configuration phase begins.
1. Availability of vendor licensing and system provisioning by [date].
1. Clean data extract from legacy system [Name] by [date].
1. [Add additional dependencies]

9. PROJECT GOVERNANCE
9.1 Decision-Making Framework

	Governance Body
	Members
	Meeting Cadence & Purpose

	Steering Committee
	Executive Sponsor, VP Finance, CIO, VP Operations
	Monthly – Strategic oversight, budget, escalations, go/no-go decisions

	Project Management Office (PMO)
	Project Manager, Functional Lead, IT Lead, Change Manager
	Weekly – Status reporting, risk & issue management, planning

	Workstream Leads
	Module Leads, Integration Lead, Data Lead
	Weekly – Workstream progress, blockers, technical decisions

	Change Control Board
	PM, Executive Sponsor, Business Owners
	As needed – Scope, budget, timeline change requests



9.2 Change Control Process
All changes to project scope, schedule, or budget must follow this process:
1. Step 1: Requestor submits a Change Request (CR) form to the Project Manager.
1. Step 2: PM assesses impact on scope, timeline, budget, and resources.
1. Step 3: CR is reviewed and approved/rejected by appropriate authority (see Section 7).
1. Step 4: Approved CRs are incorporated into the project plan; rejected CRs are documented with rationale.
1. Step 5: All stakeholders are notified of approved changes.

9.3 Reporting & Communication

	Report / Communication
	Audience
	Frequency / Medium

	Project Status Report
	Steering Committee, PMO
	Weekly – Email / SharePoint

	Executive Dashboard
	Executive Sponsor
	Bi-weekly – PowerPoint

	Steering Committee Deck
	Steering Committee
	Monthly – Meeting presentation

	Risk & Issue Log
	PMO, Workstream Leads
	Weekly – SharePoint / JIRA

	Go-Live Readiness Report
	All Stakeholders
	Pre-Go-Live – Email + Meeting

	Lessons Learned / Closure Report
	All Stakeholders
	End of project – Document



10. APPROVALS & SIGN-OFF
By signing below, the named individuals confirm they have reviewed this Project Charter, agree with the project scope, objectives, timeline, and budget outlined herein, and authorize the project to proceed.

	Name & Title
	Role
	Signature
	Date

	[Name], [Title]
	Executive Sponsor
	
	___________

	[Name], [Title]
	Project Manager
	
	___________

	[Name], [Title]
	ERP Functional Lead
	
	___________

	[Name], [Title]
	IT Lead
	
	___________

	[Name], [Title]
	Vendor/SI Lead
	
	___________



Document Control: Once signed, this charter becomes the governing document for this ERP implementation. Any amendments require a revised version and re-approval.
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