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Project Manager Authorization Letter Template

To:  Project Business and IT Stakeholders across the Organization

From:  Project Executive Sponsor or Operational Delegate

Subject:  Project Management Announcement and Authorization

Greetings,

This letter authorizes the formation of a project team to create and implement a Project Management Plan for the definition, analysis, design, development, testing and deployment of [Project Name].

The proposed project will [describe objectives and purpose of the project from project origination document(s)]

Effective [Date], [Project Manager Name] will serve as Project Manager in charge of the [Project Name].  [Project Manager Name] continues to report to [Direct Reporting Manager Name] during this assignment.

By authorizing this Project, I acknowledge that the Project priority and budget - subject to milestone review per timeline - is approved at all appropriate levels.

As the project sponsor, I am committed to its success, and will provide necessary resources, support and direction to ensure the project meets the objectives documented in the project proposal.

Project Team Members in your departments will be responsible for managing their project activities so that they are completed under [Project Manager Name]’s direction within scope, schedule and resource commitments to which we have agreed. It is their responsibility to inform [Project Manager Name] if they forecast that deliverable, schedule or cost agreements cannot be met. This must be done on a continued basis and communicated as soon as possible so we can develop and implement adaptive or corrective actions.

By accepting this Project, [Project Manager Name] and the development team agree to adhere to generally accepted PMO Project Management methodologies.  They also agree that the Project deliverables accurately reflect the strategic and operational direction of [organization] as defined in the key project documentation.  All phases of the Project will be documented according to University Services PMO practice standards, and all Project documentation, status reporting, work notes, interviews, correspondence, and requirements will be consolidated and located in the Project SharePoint folder on EPM (http://project.oit.umn.edu/sites/projectserver_xxx/default.aspx)

Please join me in welcoming [Project Manager Name] to this assignment, and extend all courtesies and resources necessary so that [Project Manager Name] may achieve this goal in the most efficient way possible.

Sincerely,

Project (Executive) Sponsor

Signature Block
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