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[Workgroup Name Here]
Team Charter

	Team Purpose

	Give a summary and define the purpose of the workgroup here

	Duration and Time Commitment

	Explain meeting scheduling, meeting timeframes, and any regular scheduled meeting cadence here (i.e. Meets every 2nd Tuesday of the month from 3 to 4 PM), as well as define the terms for members (i.e. 2-year term, 4-year term, etc.). Below is the table to list member names, what division they represent, what role they have in the workgroup, and when their term ends

	Scope

	Describe the scope of the workgroup and to what extent their work or products will affect the department

	Members

	Member Name
	Division Representing
	Role
	Term ending

	EXAMPLE: John Doe
	Administration
	Member
	12/31

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Desired End Result

	Describe the desired end result of the workgroup here (i.e. what will happen once the work is accomplished? What does your group hope to achieve?)

	Supporting Resources

	List any relevant documents, policies, and/or department plans related to the workgroup’s work here  

	Reporting Plan

	Describe how work will be shared and reported throughout the department or necessary parties here. Workgroups with a DLT (Division Leadership Team) representative will more than likely report on workgroup work at monthly DLT meetings. Workgroups without a DLT representative may need to report on status of workgroup work to their supervisor and/or division leader. 

	Deliverables

	List general work goals and estimated timeframes of deliverable completion here. 
EXAMPLE:
By 3/2026, the Staff Meeting Committee will identify and secure a space to host the yearly meeting
By 5/2026, the Staff Meeting Committee will discuss training and presentation needs with potential speakers
By 8/2026, the Staff Meeting Committee will choose a caterer and submit staff food orders

	Charter Revision

	Describe how the charter will be continually reviewed and revised here. A good rule of thumb is that the Team Charter should be updated by January of each calendar year to reflect current team members and deliverables, but the timeframe can be tweaked based on need.
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