Team Charter

Name of project:
Italian Cookbook

Date of charter:    Jan. 1, 2000

Revision #:
1

Meetings:

· We will meet every Friday at 8 a.m.

· If you can’t attend, e-mail Frank Edwardson.

· Frank Edwardson will send agenda before the meeting.

· Everyone is expected to come to meetings prepared to discuss agenda items.

Record Keeping

· Team will take turn keeping minutes. 

· Minutes to be sent to Frank, who will distribute to team.

Behavior

· There is no such thing as a dumb idea on this team.

· No one gets to do all the talking. Give others a chance to voice their opinion.

· Don’t blame other team members. Focus on how to solve problems in the future.

· Avoid negative comments about other team members.

Decision Making

· We will use concensus process for decision making.

· If we can’t decide, Frank Edwardson has deciding vote.

Record Keeping

· All expenses must be pre-approved by Frank Edwardson. Incidental expenses will not be reimbursed.

· Frank will keep meeting minutes and all project records in Project Office.

Resources

· Use central duplication for all copying. If you need walk-up copies (less than 10 pages),  use 4th floor copier and charge it to  Italian Cookbook Team.

Staying on Track

· We will review progress and project goals in first few minutes of each meeting.

