Selecting the Best Format for a Project Charter

By Alex S. Brown, PMP

Driven by Goals
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John Smith will lead a cross-departmental team to reduce long-term real estate
costs by 10% within six months for a first-year cost of less than $150,000.
Writing Style
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Simpler and Shorter is Always Better
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The product will exceed all of our customer's expectations. Among its
competitors, it will achieve a 20% higher torque rating, while reducing energy
consumption by 5%. Moreover, as the salespeople have requested, it will fill in a
key niche in our engine offerings.

The new product will achieve a 20% higher torque rating than competitors, while
reducing energy consumption by 5%. Moreover, as the salespeople have
requested, it will fill in a niche in our engine offerings.

The engine will have 20% more torque than its closest competitor. It will reduce
energy consumption by 5%. It will fill in a niche in our engine offerings.

The engine will have 20% more torque than its closest competitor. It will reduce
energy consumption by 5%. Salespeople report that we have no strong product
for a light-weight engine. This engine will fill that niche.

Throw Out the Thesaurus
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Start Strong, Lead with the Best
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Scan Facts
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Using Tables
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Using White Space
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Headings and Page Layout
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Ordering the Information
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Bullets and Lists




Keeping Items Short

Each item should be A
Each item should do B

Each item should:
Be A
Do B

Repeating “Not”
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Each item should not:
Be A
Do B

Each item should:
Not be A
Not do B
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Balancing the List
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Project Objectives:
Improved product
Producing more revenue
Eliminated key problem

/
Project Objectives:
Improved product
More revenue
Elimination of key problems
"+
Simple Lists

#

The project has three major benefits:

1. A
2. B
3. C
First, A will allow...

The Importance of Stories
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Regulations have increased pressure on the Operations Department. Current
computer systems were designed ten years ago, and are expensive to maintain.
The new computer system will address all outstanding regulatory issues, and be
much less expensive to maintain.

Current Challenges:
Regulations increasing Operations Department pressure
Current computer system designed ten years ago
Current computer system expensive to maintain

New computer system will
Address outstanding regulatory issues
Be less expensive to maintain
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What to Include?

Know Your Audience
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A Standard Template

Recording Approvals
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