COMMITTEE CHARTER
For the leader forming the committee. Fill this out before the first meeting and give it to the chair and members, so everyone knows what you are asking for. Replace the gray text.
	Committee



Committee name: Name of the committee.
Chair: Who leads it. Consider naming a co-chair who will take over next term.
Members: Who serves, and the skill or perspective you chose each person for.
Reports to: Who receives the committee’s work. Usually you.
Term: Start and end date, and when members rotate off.
Meets: How often and how long you expect them to meet. Example: monthly, 60 minutes.
Resources: Budget, staff support, or data you will provide.

	Charge



In a short paragraph: what you are asking this committee to do and why it matters now; what it can decide on its own and what it should bring to you as a recommendation; and what you need handed back when the work is done.

	Milestones and Check-Ins



The steps in the order they need to happen, with dates. Mark the ones where the committee checks in with you before moving on.
	Milestone
	Date

	Example: First meeting; charter reviewed with the committee
	Sept 5

	Example: Check-in with me: recommendations reviewed before the committee moves ahead
	Oct 1

	
	

	
	

	
	

	
	

	Final work handed back to me
	



	Close-Out



What success looks like: What should be different by the end of the term?
At the end of the term: Hand off, renew, or sunset. Who chairs next?


COMMITTEE CHARTER: SAMPLE
A completed example from a school director. The committee, people, and dates are fictional.
	Committee



Committee name: Faculty Development Speaker Committee
Chair: Dr. Lena Ortiz. Co-chair: Dr. Sam Patel
Members: Dr. Grace Kim, Prof. David Moss, Dr. Ana Reyes
Reports to: School director
Term: Aug 2026 to May 2027. Two members rotate off each May.
Meets: Monthly, 60 minutes
Resources: $6,000 speaker budget; event support from the school office

	Charge



The committee will bring in three speakers during the 2026–27 academic year to support faculty conversations on curriculum and student learning, two priorities in the school’s strategic plan. The committee selects speakers and topics. The final schedule and budget require director approval. Room scheduling and contracts are handled by the school office. A one-page summary of attendance and faculty feedback is due to the director by April 30 and will inform whether the series continues.

	Milestones and Check-Ins



	Milestone
	Date

	First meeting; charter reviewed with the committee
	Aug 28

	Faculty survey on topic interests complete
	Sept 10

	Check-in with director: recommended list of three speakers, with topics and fees
	Sept 30

	Speakers contacted and three events confirmed on the calendar
	Nov 1

	Check-in with director: midpoint review
	Jan 15

	Summary of attendance and faculty feedback due to director
	Apr 30



	Close-Out



What success looks like: At least half the faculty attend one event, and two topics carry into department meetings.
At the end of the term: Renew. Sam Patel chairs next year, and two new members join.
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