	                          Sample Charter for Design Teams
	




Team Purpose (Who we are and why we are working together)

This section of the charter is useful for providing an overview of the team’s “reason for being,” for example, working together to solve a complex and undefined problem or to reach a higher-level organizational goal.    

Purpose:
Example:  The purpose of the [insert Team name] is to work as a group to … 
Note:  This may be a place to insert the team’s elevator speech.

Background: 
Example:  The current state of the operating environment dictates that we …

Problem or Research Question(s): 
Example:  The problem we will address is….

Team Objectives:
Example:  Our team’s objectives are to:

· Frame the problem to be solved
· Conduct research and discourse to develop shared understanding of a problem
· Focus on execution of strategic long-term objectives…

Structure and Membership

This section of the charter is useful for identifying roles and responsibilities within the team. Documenting and defining these roles can help team members understand their own and others’ roles in the team.  Each team member can share his or her view, and then discuss how their responses align with how the team leader and other team members view their role.  

Team Roles and Responsibilities:  
Example:  
· The team scribe will…
· The discourse facilitator will…
· All team members will… 

Members: 
Example:  The [insert Team name] is comprised of the following team members and/or external representatives:

	Name/Role
	Org.
	Responsibility

	Commander Name/Org –Role
	
	Sponsorship

	MAJ Jane Doe/Team Leader
	
	Coordinate discourse sessions and overall project milestones; report status to Commander


Process and Procedures

This section of the charter is useful for documenting team decisions regarding how the project will proceed and how work will be conducted

Example:  The overall project will include time for individual team members (or small groups) to conduct research to frame the problem and discourse sessions for the team to work collaboratively to develop feasible solutions. Between sessions, members will collaborate through the use of the [insert meeting or collaboration preference of team].  

Discourse Sessions: 
Example:  Meetings shall be held [insert timeframe] or when needed as determined by the members and team leader. Plans or agendas will be prepared and provided to all members prior to each session. Sessions may include:
· Review of previous session outcomes
· Review of agenda
· Discourse regarding current areas of research (framing the problem, external subject- matter expertise, etc.)

Project Tasks:  
Example:  Tasks include:
· External Research
· Stakeholder Analysis
· Outreach Activities
· Development of findings, products, communication and messages


Agreement

Effective Date: 
Example:  This Charter will become effective as of the date it is signed by the members of the [insert Team name] and shall remain in effect until revoked or modified by the [insert Team name].


	Member Name
	Org
	Signature/Initial
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