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Ohio Board of Regents
	TEAM CHARTER



This document is intended to provide general guidelines for interactions between project team members during the project life cycle. Project managers are expected to adapt these guidelines as needed. 

	Project Identification

	Project Name
	Project Number
	Date Created

	
	
	

	Project Team Name
	Program Manager

	
	

	Project Manager
	Team Members

	
	


	Communication Guidelines

	The team will follow the HEI communication guidelines as follows: 

Good communications are best pursued in a dialogue form. Dialogues can be pursued via meetings, email (through back and forth sending), and phone conversations. To facilitate positive and efficient communications both parties should: 

· Organize thoughts. As appropriate, be sure to: 

· support issues/thoughts/questions with research

· provide relevant background 

· find precedents (if they exist) 

· provide examples, diagrams and relevant data

· Be open to change if a better way is available and/or to not change if change is not the right course of action

· Be open to new ideas

· Clearly identify deadlines and priority for tasks; follow up before deadline if you know you will not make that deadline

· Clearly communicate what is expected and when and why it is important
· Identify when communication should be kept confidential

· Be respectful of others (e.g., priorities, time, as individuals) and be attentive and considerate to others

· Be open to the communication styles of others; assume the best of others 

· Analyze the issue prior to sending and give the receiver some options 

· Provide sufficient detail and be summarized, focused, clear and loud enough to be understood

· Communicate respect to the receiver

· Request clarification for what is expected, when it is expected and why it is important if unclear

· Give the receiver his/her undivided attention


	Administrative Guidelines

	Documentation

The project manager is responsible for completing or clearly assigning all project documentation.  Document location, format and naming conventions will conform to standards set in http://www.regents.state.oh.us/obrpmcop/forms/guidelines/guide_repositorysetupandnamingconv.doc
Reporting time and performance

As necessary, each project team member will log his/her own hours in the shared document determined by the project manager.  Each project team member will log his/her progress on tasks assigned to him/her using the shared document determined by the project manager. 


	Decision Guidelines

	Consensus is the preferred method of decision making for all meetings. The facilitator should attempt to determine group consensus for each meeting. Consensus may not mean that everyone wholeheartedly agrees with the group. In some cases, consensus simply means everyone is able to go along with the decision, albeit with some hesitation. 

When necessary, the meeting facilitator will refer issues to the project manager if no decision can be reached in a meeting. The PM can then mediate or refer decisions to the Program Manager of the project. 


	Meeting Guidelines

	Roles

· Facilitator: schedules the meeting, secures the meeting facilities and equipment, sets the agenda, prepares meeting notes (http://www.regents.state.oh.us/obrpmcop/forms/templates/temp_meetingnotes.doc),    distributes the agenda (http://www.regents.state.oh.us/obrpmcop/forms/templates/temp_meetingagenda.doc) and materials (in advance, if possible), assigns roles, begins each discussion topic according to the agenda, solicits discussion during the meeting, keeps meeting on topic, and ensures that there is a responsible party for each action item. After the meeting, he/she collects the minutes from the recorder(s), distributes meeting minutes for approval (unless this is done at the next meeting), and finalizes the minutes in the project notebook. Any of these roles may be assigned to other meeting attendees as determined by the facilitator. Depending on the size and format of each meeting, the facilitator may also make the follow assignments:

· Time keeper: monitors the time and notifies attendees when time limits are near an end to ensure that the discussion for each topic stays within the allotted time according to the agenda.
· Recorder: records the minutes of the meeting including key discussions points, decisions made, action items and list of attendees. He/she is responsible for forwarding the minutes to the Facilitator.
· Other roles may also be assigned as needed.
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