	[image: image1.jpg]UNIVERSITY of

HOUSTON

FACILITIES MANAGEMENT
Project Delivery Program





	Charter Agenda
Pre-Construction Charter Meeting



Planning/Design Charter Meeting

Project Name: 
Project #: 

(date)  ~ (Meeting location)
A. Introductions/Sign in
B. Purpose of the meeting
Chartering is a structured process used to guide a project team through the process of defining itself – its purpose, critical success factors, goals, roles and responsibilities, operating guidelines, interpersonal behaviors, and other elements that give a team the clarity of purpose essential for high-quality project performance.  

C. Purpose / Vision
Why does this project exist?  Develop a mission statement for the project through a brainstorming session.
D. Critical Success Factors
After the Project Vision Statement has been drafted collect other important items and create an additional list of factors that must be met to consider the project a success.  Obviously on budget/on schedule are on this list, but try to expand on why they are important or if one is more important than another.  Other factors to be considered might be image, College mission, student/faculty/staff issues…

E. Team Structure
Describe each team and its role in relation to the others.  Discuss what shared responsibilities are expected of each team’s members.  Discuss how communications will work for each team and what communication is needed between teams. After all teams have been reviewed, determine who belongs on which teams.   
· Project Team:  This team has primary responsibility for driving the project forward, for communications with the other teams and for expediting issues and managing change.  This team typical meets weekly or bi-weekly.  
· Executive Team: This team is responsible for final approval of contractual modifications or amendments and modification of project cost if necessary.  This team typically meets monthly or quarterly.     
· (Customer/User Group) Team: This team is responsible for providing support and input regarding programmatic requirements related to the department’s specific operational needs. This team typically meets weekly.
· Technical Team: This team has been assembled for their specific expertise.  This group is responsible for providing support and giving direction within their area of expertise.  This team typically meets weekly or as needed.
· Design/Planning Committee: This group is responsible for the coordination and facilitation of each phase of the design and checking the quality and completeness of the design documents at each phase.
· Stakeholder’s Committee: This team is a group individuals or representatives of campus groups who will be affected by the project or can influence it but who are not directly involved with doing the project work.  This group has a high level of need to know regarding issues related to schedule and budget.  This group could be kept up to date with a monthly e-mail newsletter or may have regularly scheduled meetings.  
· Friends and Neighbors: This group is a collection of individuals or representative from campus groups that may be affected by the project, but do not have a direct influence on the program or the project.  It’s a good idea make a first draft of this group at the charter meeting.  
F. Meetings and Communications:
After the team’s memberships have been established determine how meetings will be structured.  Which groups will meet regularly and when?  
· Regular design meetings to be established include Project Team, Executive Team, Technical and (Customer/User Group) Teams, others? Determine which team meetings will have minutes and how those will be distributed.  Will they be available to other teams?
· Other meetings that may occur…

· PoR Interviews and Review Meetings

· CFPC Presentations

· Status Meetings / Review Meetings

· Schematic / Design Development
G. Individual’s Roles and Responsibilities 
· Core Representatives 
· PM (Project Manager)

· User Project Representative

· User’s Program and Technical Support

H. Conflict Resolution/Decision Making Process/Interpersonal Behavior:
Any of the three topics above may be included into the charter by the Project Manager.  The bullet points below are some examples.  Also review the Charter Planner in the FM Delivery manual on-line for additional ideas.  
· PM drives decision making process/decisions will be brought back to the project team/
· Early decision making allows design team to move quickly

· Impact on schedule and budget if team consensus is not reached

· Escalate issues within the Project Team before taking issues outside of the project
· Establish a protocol for escalating issues or decisions outside the Project or Executive Team

I. Project Schedule:
Present and review the current project schedule
J. Project Budget 


Total Construction Budget: $XX,000,000

Total Project Budget: $XX,000,000
Present and review the current Total Construction Cost (TCC) and Total Project Cost (TPC) and explain the difference
K. Other Topics to be discussed: TBD
L. Construction Re-chartering

Discuss that the group will be “re-chartered” after the project goes out to bid.  Membership, roles and responsibilities may change when the project is under construction.

M. Questions?

Optional: Enhanced Charter Items

Change/Risk Management Plan

Closure Plan

Communications Plan
Procurement Plan
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