Committee Charter Template
1. Purpose
A brief statement describing why the committee exists and the specific organizational need it serves.
2. Scope of Work
Define what the committee is responsible for and equally important, what it is not responsible for.
· Primary responsibilities — core duties the committee must carry out.
· Advisory responsibilities — areas where the committee provides recommendations but does not make final decisions.
3. Authority
Clarify the decision‑making power the committee holds.
4. Membership
Outline who serves on the committee and how they are selected.
· Number of members
· Roles 
5. Roles and Responsibilities
Define expectations for each role.
· Committee Chair — leads meetings, sets agendas, reports to the Board
· Committee Members — attend meetings, complete assigned tasks, uphold confidentiality
· Staff Liaison— provides administrative support, prepares materials
· Board Liaison — ensures alignment with board priorities
6. Meetings
Set the rhythm and expectations for how the committee gathers and works.
· Meeting frequency
· Agenda preparation and distribution
· Documentation expectations (minutes, reports, action items)
· Attendance expectations
7. Reporting
Explain how the committee communicates with the Board/CEO
· Frequency and format of reports
· Required content (updates, recommendations, risks, decisions)
· Who delivers the report
8. Decision‑Making Process
Define how the committee reaches decisions.
· Consensus, majority vote, or another method
· How conflicts or disagreements are handled
· When issues must be escalated to the Board
9. Accountability and Evaluation
Describe how the committee evaluates its own effectiveness.
· Annual self‑assessment
· Review of goals and outcomes
· Process for revising the charter
10. Charter Review and Approval
Document how the charter is adopted and updated.
· Approval date
· Approving body (Board of Directors)
· Review cycle (e.g., every two years)

