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IBID Communications

Terms of Reference

Title:


Project Board
Organisation:

IBID Communications

Unit:


Southern Cross Infrastructure Programme

Reporting to:

Corporate / Programme Management

Type:


Committee
Duration:

Project Duration

Duty Station:

Sydney, Australia
Starting Date:

20 April, 2007

Background/Context
Briefly describe the context within which the Project Board will operate.

Function of the Project Board
The function of the Project Board is to take responsibility for the strategic direction and management of the project and reports to corporate or programme management. The Project Board is responsible for approving budgetary strategy, defining and realising benefits, and monitoring risks, quality and timeliness. 
Role of the Project Board
The role of the Project Board is to:

· Take on responsibility for the project's feasibility, business plan and achievement of outcomes

· Approve the Project Manager, defined its objectives and responsibilities
· Ensure the project's scope aligns with the requirements of the stakeholder groups
· Provide those directly involved in the project with guidance on project 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 emergent 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, such as corporate management /programme management/cabinet, and

· Take on responsibility for any corporate issues associated with the project.

Role of the Project Board Member
The role of the individual members of the Project Board includes:

· Understand the strategic implications and outcomes of initiatives being pursued through project outputs
· Appreciate the significance of the project for some or all major stakeholders and perhaps represent their interests
· Be genuinely interested in the initiative and the outcomes being pursued in the project
· Be an advocate for the project's outcomes
· Have a broad understanding of project management issues and the approach being adopted and

· Be committed to, and actively involved in pursuing the project's outcomes.

In practice, this means the members should:

· Ensure the requirements of stakeholders are met by the project's outputs
· Help balance conflicting priorities and resources
· Provide guidance to the project team and users of the project's outputs
· Consider ideas and issues raised
· Review the progress of the project; and

· Check adherence of project activities to standards of best practice, both within the organisation and in a wider context.

Membership
The Project Board shall be comprised of:

· Mr. Joe Bloggs, Title, Organisation (Chairman, Executive)

· Mr. Joe Bloggs, Title, Organisation (Senior User)

· Mr. Joe Bloggs, Title, Organisation (Senior Supplier)

· Mr. Joe Bloggs, Project Manager, Organisation (Observer)

· Mr. Joe Bloggs, Chief Technical Advisor / Architect, Organisation (Observer)

· Mr. Joe Bloggs, Project Assistant, Organisation (Secretary)

The Project Board will be attended by TBA Name, Project Manager, who will present the monthly project reports and update the members on current project issues.
Convener/Chair
The Chair shall convene the Project Board meetings.

If the designated Chair is not available, then the Senior User (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.
An extraordinary Project Board meeting maybe called and held by any of the non-observer members providing Quorum is met.
Agenda Items
All Project Board agenda items must be forwarded to the Project Coordinator by Close of Business (C.O.B.) four (4) working days prior to the next scheduled meeting.

The Project Board agenda, with attached meeting papers will be distributed at least two (2) working days prior to the next scheduled meeting.

The Chair does not have the right to refuse to list an item on the formal agenda, and members may raise an item under ‘Other Business' if necessary and as time permits.

Minutes & Meeting Papers
The format of the Project Board minutes shall be as Minutes (see Appendix A).

The minutes of each Project Board meeting will be recorded and distributed by the Project Assistant.
Full copies of the minutes, including attachments, shall be provided to all Project Board members no later than two (2) working days following each meeting.

By agreement of the Committee, out-of-session decisions will be deemed acceptable. Where agreed, all out-of-session decisions shall be recorded in the minutes of the next scheduled Project Board meeting.

The minutes of each Project Board meeting will be monitored and maintained by the Project Assistant as a complete record as required by the Project Management Standards.

Frequency of Meetings
The Project Board shall meet <timeframe, e.g. monthly> on the <date>, or as per Meeting Schedule (see Appendix B).

Further information may be necessary if the Project Board agree to consider out-of-session decisions.

Proxies to Meetings
Members of the Project Board shall nominate a proxy to attend a meeting if the member is unable to attend.

The Chair will be informed of the substitution at least one (1) working day prior to the scheduled nominated meeting.

The nominated proxy shall have voting rights at the attended meeting. The nominated proxy shall provide relevant comments/feedback, of the Project Board member they are representing, to the attended meeting.

Quorum Requirements
A minimum of three (3) Project Board members is required for the meeting to be recognised as an authorised meeting for the recommendations or resolutions to be valid.

The quorum must contain at least one (1) member from the [Organisation], one (1) member from the [Senior Supplier Org]  and one (1) member from the [Senior User Organisation]].

Appendix A: Meeting Minutes Template

Project Board Minutes - Project Name
Agenda, Meeting Number <#> 

<Time>, <dd Month yyyy> 

<Where Held>

Chair: <Chairperson>, <Title>.

1. Apologies

2. Minutes of previous meeting

3. Action List

4. Project Manager’s Status Report No <#>

· <First Subject For Discussion>

· <Note 1>

· Recommendation: <Note 2>
5. <Second Subject For Discussion>

· <Note 1>

· Recommendation: <Note 2>
6. <Consultant> Report No <#>

· <Note 3>

7. Other Business

8. Next Meeting

Notes for the Minute Taker
A short summary of the subject, only a few lines followed by a reference to any supporting documents. The action being recommended to the Project Board. Some examples are:

· "that the Project Board note the report";

· "that the Project Board endorse the recommended action"; or

· "that the Project Board approve the additional funds".

This is included where a person has been contracted/allocated.  The information contained in the agenda should be brief and succinct. Project Board members should be able to determine from the agenda the level of analysis required of any attached documentation. For example, depending on the recommendation the members may need to read and be able to comment upon a document prior to endorsing it or a particular course of action, or members may only need to quickly glance through a document if it is for noting only.

Appendix B: Meeting Schedule

	Date*
	Key Meeting Topics

	15 January 2007
	Review Donor Report, Annual Project Report, Review Month Project Reports

	15 February 2007
	Review Month Project Reports

	15 March 2007
	Review Month Project Reports

	15 April 2007
	Review Donor Report, Review Month Project Reports

	15 May 2007
	Review Month Project Reports

	15 June 2007
	Review Month Project Reports

	15 July 2007
	Review Donor Report, Review Month Project Reports

	15 August 2007
	Review Month Project Reports

	15 September 2007
	Review Month Project Reports

	15 October 2007
	Review Donor Report, Review Month Project Reports

	15 November 2007
	Review Month Project Reports

	15 December 2007
	Review Month Project Reports


* Dates presented will change with the demands on the member’s time.
Appendix C: What is a Project Board

What is a Project Board?

A Project Board (or Steering Committee) is the key governance body within the project structure which is responsible for making decisions, managing business issues associated with the project that are essential to the ensuring the delivery of the project outputs and the realization of the project outcomes. This includes approving the budgetary strategy, defining and realizing benefits, monitoring risks, quality and timelines, making policy and resourcing decisions, and assessing requests for changes to the scope of the project.

The membership is determined by the Project Sponsor/Executive and may consist of:

· The Project Sponsor, who normally chairs the meetings; 

· A senior representative for the Users

· A senior representative for the Supplier (eg IT Dept, external construction contractor), 

The depending on the needs of the project, the Board may also include
· Experts from within the agency; and 

· External, independent representatives, who may be probity auditors, quality consultants, specialist consultants or representatives from another agency. 

The Project Manager is not a member of the Project Board. He/she is 'contracted' by the Project Board to ensure the work of the project is undertaken as agreed, whereas the Project Board provides support, guidance and the executive over sighting of progress.

The Project Manager will normally attend meetings of the Project Board to speak to their reports and answer any questions raised by members. An additional resource (such as a project team member or administrative staff) may attend to assist the Project Manager by recording the minutes and decisions of the meeting.
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