Tool 9.1 Team Charter
Use this tool for getting teams off to the best start on programs, projects, tasks – including merging process.
1. Purpose and Direction (Why)
· Define the mission, vision and objective
· Use the specific, measurable (including Return On Investment/ROI where applicable), achievable, realistic, and time bound (SMART) format to define the goal and the required components along the way. 
Context: Why are we doing this?
· Explain the intent behind the mission, vision and objective to ensure that team members understand the collective purpose of their individual tasks. 
· Provide sufficient information to help the team visualize the desired output. (For example, include customer requirements if they exist.) 
· Clarify what happens next. Make sure that the team understands the follow-on actions to ensure that momentum is sustained after the objective is delivered. 
2. Approach (How)
Resources: What help do we need? 
· Ensure that the team has and can access all the human, financial, data and operational resources needed to deliver the objective. 
· Clarify what other teams, groups, and units are involved and what their roles are. 
· Allocate resources in a timely manner to ensure delivery. 
Guidelines: How are we empowered to do this?
· Clarify what the team can and cannot do with regard to roles and decisions including mandatory executional elements and enterprise-wide standards, procedures and practices.
· Lay out the interdependencies between the team being chartered and the other teams involved. 
3. Accountability: How will we track and monitor?
a. Clarify what is going to get done by when by whom and how the team and you are going to track milestones so that you can know about risks in advance and can intervene well before milestones are missed. 
b. Clarify command, communication, and support arrangements so that all know how they are going to work together. 
c. Schedule regular updates. 
d. Know the signs when course corrections or reevaluations are necessary.
Note the most up-to-date, full, editable versions of all tools are downloadable at www.primegenesis.com/tools

