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Board Committee Charter
How to use this template:
· Replace all bracketed text [Example] with your information and complete sections below.
· Best practices:
· Review your organization’s bylaws and identify stakeholders who need to review the charter
· Review annually 
· Have clear and documented version control practices in place

Delete the above how to use section before distributing your updated agenda
[Committee Name] Charter
Charter Status
· Original Approval Date: [Date]
· Last Review Date: [Date]
· Next Review Date: [Date] [Note: Best practice is annual review]
· Charter Author: [Name/Title]
Purpose
[Provide a brief, focused statement of the committee's core purpose. Example for Finance Committee: "The Finance Committee shall assist the board of directors in fulfilling its oversight responsibilities related to income and expenses consistent with the board's long-term goals. The Finance Committee shall review staff compensation and benefits for staff and make recommendations to the board."]
Membership
1. Size and Composition 
· Minimum members: [number, recommend 3]
· Maximum members: [number, recommend 5]
· Required roles: [list any required positions/expertise]
2. Terms and Appointments 
· Members are appointed by: [typically the Board]
· Term length: [typically one year]
· Term limits (if any): [specify]
· Process for filling vacancies: [specify]
· Removal process: [Example: "The board may remove a member from the committee at any time without cause"]
3. Leadership 
· Committee Chair appointment process: [specify]
· Co-Chair/Vice Chair (if applicable): [specify]
· Term of leadership positions: [specify]
Authority
[Clear statement of committee's authority level. Example: "The committee has no expressed or implied power or authority beyond what is stated in this charter."]
Meetings
1. Frequency: [Example: "The committee will meet at least quarterly and more often as needed"]
2. Quorum: [Example: "A majority of committee members constitutes a quorum"]
3. Attendance 
· Who must attend
· Virtual attendance policy
· Guest attendance policy [Example: "The committee chair may invite any director, officer, staff member, expert, or other advisor who isn't a member of the committee to attend, but these individuals have no voting power"]
4. Minutes and Documentation 
· Responsibility for minutes: [specify]
· Distribution process: [Example: "The committee chair will keep a copy of the committee meeting minutes and forward a copy to the board secretary"]
· Storage location: [specify board management system]
Core Responsibilities
1. [Key responsibility]
2. [Key responsibility]
3. [Key responsibility] [Add/modify based on committee type]
Reporting Requirements
1. Frequency: [Example: "The committee will report its activities to the board at least quarterly"]
2. Report format: [specify]
3. Reporting chain: [specify]
Charter Review and Amendment
· Review frequency: [Example: "The committee will review its charter at least biannually"]
· Amendment process: [specify]
· Board approval requirements: [specify
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