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Introduction

This template is used to establish a committee through the charting process. Note that the charter template has been modified so that it makes more sense for defining a commit structure

Provide a brief introduction of the environment, business factors, and other detail necessary to establish a context for the committee.  This section should not be lengthy, but should provide an overall description of the background of the committee.

Assumptions

Assumptions should be included to assist in communicating the circumstances and factors assumed to be true for the committee.  The assumptions provide an important historical perspective when evaluating committee performance and determining justification for committee related decisions and direction.  In addition, the use of assumptions helps to reduce the variables of a problem to a manageable number.  

Assumption
Description

Assumption #1
Description

Assumption #2
Description

…
Description

Committee Goals and Objectives

Goals are general statements which communicate the aspiration or aim of the committee, and state how the committee will support the enterprise mission.

Objectives are specific statements which have measurable ends or target states that the committee plans to achieve.  Objectives are short-term targets (typically 12 to 24 months or less) with defined, measurable achievements.  Also, the achievement of each objective leads to the creation of one or more deliverable.

Goals
Objectives

Committee Goal 1

Committee Objective 1a


Committee Objective 1b

Committee Goal 2

Committee Objective 2a


Committee Objective 2b

Committee Scope

The Committee Scope section outlines the scope of the work to be performed from several perspectives. The dimensions are outlined and defined below.

Committee Deliverables 

The major committee deliverables for the XXXX Committee are as follows:

· Major Deliverable 1

· Major Deliverable 2
· etc
Milestone Schedule

COMMITTEE MILESTONES
Due Date
deliverable

Committee Management



1. Complete Committee Charter

Committee Charter

2. Complete Committee Workplan

Committee Workplan

3. Complete Committee Assessment

Committee Review and Assessment

4. Establish Committee Team / Kick off Committee

Committee Team, Team training
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1. Insert remaining deliverables



2. Insert remaining deliverables



Financial Estimates

Committee Budget Summary

Cost Categories
Amount

Internal Resource Labor


External (Consultant) Resource Labor


Materials and Supplies


Training


Travel & Expense





Benefit Categories
Amount










Committee Procedures

Document the overall procedures used by the committee to achieve its objectives.  
Scope Management Procedures
Knowledge Coordination Procedures
Issues Management Procedures

Risk Management Procedures

Quality Management Procedures
Reporting Procedures
Date
Time
Attendees
Purpose

Bi-Weekly
9:00 a.m.
Committee Manager, Committee Team
Status Meeting

Monthly
9:00 a.m.
Committee Manager, Committee Sponsor
Sponsor Update

Related Committees

Briefly discuss each related committee and provide a description of each committee. Some “related” committees may have an indirect relationship to your committee.  The key is to identify the touch points or possible areas of dependency.  

Committee
Dependencies
POTENTIAL IMPACT

Related Committee #1
· list the dependencies between this committee and yours here -  preceding, parallel, or succeeding committee
· List potential impacts on the related committee, as well as, potential impacts the related committee may have on this committee.

Related Committee #2
· Etc.
· Etc.

Committee Organization

Often a diagram is useful here.
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