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Team Charter

Purpose: to explicitly state the purpose of the team, how the team will accomplish the assignment, and establish ground rules of professionalism to achieve results.  

Course Title:
___________________________________
Course Term: ___________
Professor’s Name: _________________________________
Team Members/Contact Information

	Name
	E-mail
	Phone
	Other

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Purpose of Group:




	Desired Outcome/Results of assignment:

Potential Barriers to achievement of outcomes?



	Communication Plan
Team Leader:


	Methods:



	Schedule of Communication: (identify from & to whom)



	Conflict Management
When there is no consensus on how to proceed, how will a decision be made?



	When someone is not fulfilling individual commitments, how will that be addressed?



	When someone is dominating conversations, how will that be addressed?



	Team Expectations
What will the team member do if he/she:

	Cannot meet a deadline:



	Cannot attend or will be late to a scheduled team meeting:



	Needs additional help/support for completing an assigned task:




	Team Roles/Responsibilities

	Project Leader: (provide name and identify responsibilities)



	Assignment consolidator: (who will put the pieces of the assignment together, define responsibilities)



	Team Communicator: (provide name and define responsibilities):




Skill Inventory  
NOTE: This could be skills each team member brings to the assignment or skills members would like to develop on this assignment
Team Member   


           Level

Name                             Skill


High, Medium. Low
	
	Writing – synthesizing individual parts into one
	

	
	Research 
	

	
	Technology
	

	
	Presentation skills
	

	
	Coordination/Administration – recording minutes, communicating timeline/deadlines,
	

	
	Facilitation – leading discussions, involving others, brining to consensus,
	

	
	Other (identify details)


	


* As signed below, all team members participated in the creation of this charter and agree with its contents.

__________________________________________

__________________________________________
__________________________________________

__________________________________________
Date: __________________
	Faculty Member Feedback:




Mary Ann Short
3
April 2005
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