Team Charter Worksheet

Include these items on your Team Charter:

Name of project

Date of charter

Revision #

Your Team Charter should list the rules that fit the needs of your team. Here are questions that will help you and your team to create appropriate rules:

Meetings:


How often will you meet?


Will you set up a regular meeting place and time?


Who will be in charge of calling the meetings?


How will the team learn about meeting changes?

Record Keeping:


Who will keep meeting notes, assignment schedules, etc.?


Who will keep copies of team reports? Where will they be kept?


How should the team track expenses?

Behavior:


Which of these issues do you want to address in your team rules?



-Being on time for meetings



-Letting the team know if you will be absent or late



-Letting others speak without interrupting



-keeping comments short and to the point



-keeping comments positive and courteous

Decision-Making


How will the team make decisions?


What will the team do if some team members are absent on decision-making day?


What will the team do if it cannot come to agreement on a decision?

Resources


How will the team handle day-to-day copying, typing, or phone messages?


Will team members be reimbursed for incidental expenses? How?


Are there experts that the team should call on for help in special circumstances? Who and When?

Staying on Track


How often will the team track progress against the schedule?


How often will the team review work packages and tasks in the light of project goals?


How will the team deal with ideas that are not directly related to the team goals?


How and when will the team report its progress to management?  
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