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Background/Context

Briefly describe the context within which the Steering Committee will operate.

Function of the <Project Title> Steering Committee

List the main functions the Steering Committee will perform. 
For Example: 
The Function of the <Project Title> Steering Committee is to take responsibility for the business issues associated with the <Project Title> project. The Steering Committee is responsible for approving budgetary strategy, defining and realizing benefits, and monitoring risks, quality and timeliness.

Role of the <Project Title> Steering Committee

List the roles that will be undertaken by the Steering Committee. 
For Example: 
The Role of the <Project Title> Steering Committee is to:
· Take on responsibility for the project's feasibility, business plan and achievement of outcomes.
· Ensure the project's scope aligns with the requirements of the stakeholders.
· Provide those directly involved in the project with guidance on business issues.
· Ensure effort and expenditure are appropriate to stakeholder expectations.
· Address any issue that has major implications for the project.
· Keep the project scope under control as issues force changes to be considered.
· Reconcile differences in opinion and approach, and resolve disputes arising from them.
· Report on project progress to those responsible at a high level. 
· Take on responsibility for any enterprise issues associated with the project.
· Add others as appropriate

Role of Individual Steering Committee Members
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List the roles that will be undertaken by the individual Steering Committee members. 
For Example: 
The role of the individual member of the <Project Title> Steering Committee includes:
· Understand the strategic implications and outcomes of initiatives being pursued.
· Help balance conflicting priorities and resources
· Appreciate the significance of the project for some or all major stakeholders and represent their interests.
· Ensure the requirements of stakeholders are met by the project's outputs
· Be genuinely interested in the initiative and the outcomes being pursued.
· Consider ideas and issues raised
· Be an advocate for the project's outcomes.
· Have a broad understanding of project management issues and the approach being adopted.
· Provide guidance to the Project Team and users of the project's outputs
· Be committed to, and actively involved in pursuing the project's outcomes.
· Review the progress of the project and check adherence of project activities to standards of best practice.

Membership
The <Project Title> Steering Committee shall be comprised of:
<General members names>
<Project Manager>
<Project Team members> (if applicable)
<Special representatives, consultants or advisors> (if required)
<Observers> (if applicable)
List the membership of the Steering Committee, including their Position Title and Agency/Organization. The Business Case should help identify the composition and representation required.

Chair 
The Chair, <name and title of person> shall convene the <Project Title> Steering Committee meetings.

If the designated Chair is not available, then <name and title of person> (referred to as the Acting Chair) will be responsible for convening and conducting that meeting. The Acting Chair is responsible for informing the Chair as to the salient points/decisions raised or agreed to at that meeting.
Name the person responsible for convening the scheduled meetings. It may also be prudent to nominate an Acting Chair in case of the Chair’s absence. It may also be relevant to state whether anyone else, and under what circumstance an unscheduled meeting may be called.

Agenda Items
All <Project Title> Steering Committee agenda items must be forwarded to the <Project Manager/Facilitator> by C.O.B. <number of days> working days prior to the next scheduled meeting.

The <Project Title> Steering Committee agenda, with attached meeting papers will be distributed at least <number of days> working days prior to the next scheduled meeting.

The Chair has the right to refuse to list an item on the formal agenda, but members may raise an item under ‘Other Business’ if necessary and as time permits.
Information on the distribution timeframes of the Steering Committee’s agenda should be included here. How to have agenda items listed, and other matters relating to timeframes, formatting or other special requirements specific to agenda items, should be outlined in this section. If there is any requirements relating to approval or not of agenda items, this should be stated.

Minutes & Meeting Papers
The format of the <Project Title> Steering Committee minutes shall be as Minutes (see Attachment <number>).

The minutes of each <Project Title> Steering Committee meeting will be prepared by the <Project Manager/Facilitator>.

Full copies of the Minutes, including attachments, shall be provided to all <Project Title> Steering Committee members no later than <number of days> working days following each meeting.

By agreement of the Committee, out-of-session decisions <will be; will not be> deemed acceptable.  Where agreed, all out-of-session decisions shall be recorded in the minutes of the next scheduled <Project Title> Steering Committee meeting.

The Minutes of each <Project Title> Steering Committee meeting will be monitored and maintained by the <Project Manager> as a complete record.
Information on the distribution timeframes of the project’s minutes and meeting papers should be stated.  The provision for and process of handling out-of-session decisions should also be included.
Business rules relating to endorsement/amendments of the minutes should be outlined and these rules should also state clearly who will be responsible for maintaining a complete set of records for archiving purposes.

Frequency of Meetings
The <Project Title> Steering Committee shall meet <timeframe, e.g. monthly> on the <date>, or as per Meeting Schedule (see Attachment <number>).

Further information may be necessary if the Steering Committee agree to consider out-of-session decisions.
Setting a timetable or schedule at the inaugural meeting of the Steering Committee allows members to set aside meeting times well ahead. The meetings should be often enough that progress could be reported against a number of milestones since the last meeting. Ideally, the timing for the meetings should be linked to key milestone dates (including the end of a phase). In reality, this is not always possible and depends upon the nature of the project. As the project progresses a meeting may occasionally be re-scheduled to better align with a key milestone.

Proxies to Meetings
Members of the <Project Title> Steering Committee <shall; shall not> nominate a proxy to attend a meeting if the member is unable to attend.

The Chair will be informed of the substitution at least <number of days> working days prior to the scheduled nominated meeting.

The nominated proxy <shall; shall not> have voting rights at the attended meeting. The nominated proxy <shall; shall not> provide relevant comments/feedback, of the <Project Title> Steering Committee member they are representing, to the attended meeting.
Determining the permissions, voting rights, and ability of a proxy to actively participate in meetings at the outset prevents misunderstandings later in the Steering Committee’s proceedings. If the Steering Committee agrees not to accept proxies, then this fact should also be documented.

Quorum Requirement
A minimum of <number> of <Project Title> Steering Committee members is required for the meeting to be recognised as an authorised meeting for the recommendations or resolutions to be valid.
The requirements for a quorum that can make and ratify decisions by the Steering Committee should be stated. This allows the Steering Committee to be clear on whether there is official sanction of decisions.

Dispute Resolution

This section is optional and may be used to outline the process for dispute resolution.
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