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Role of the {ProjectName} Project Board
The role of the {ProjectName} Project Board is to provide overall direction and management to the project and is accountable for its success. It will:
· Provide strategic and policy direction.
· Monitor project progress to ensure it achieves identified benefits.
· Identify, monitor, and resolve project issues and risks.
· Agree changes to project scope, budget, etc., for submission to the Portfolio/Project Steering Committee for final approval.
· Facilitate adequate resourcing.
· Review and approve project documentation.
Role Specific Responsibilities
	Role
	Responsibilities
	Name

	Project Executive
	· Chair.
· Convenes and facilitates Project Board meetings.
· Ultimately responsible for the project.
· Must ensure the project remains focused on achieving its objectives and delivering on the expected benefits.
· Balances the demands of the business and IT.
· Ensures members abide by, and fulfil their individual roles and responsibilities.
· Represents the ICT team and ensures all ICT impacts and aspects of projects are raised and considered.
· Ensures ICT resources are focused on supporting the successful delivery of project objectives. 
· Decision maker.
	Xxxx xxxx

	Senior User
	· Represents the interests of all those who will use the project’s products.
· Attends meetings and actively participates in discussions to represent the business and its interests.
· Ensures the desired outcomes of the project and how it will help the business are specified.
· Ensures business resources are made available to successfully deliver project objectives.
· Decision maker.
	Xxxx xxxx

	Senior Supplier
	· Attends meetings and actively participates in discussions to represent the interests of those designing, developing, facilitating, procuring, and implementing the project’s products.
· Ensures the quality of products delivered.
· Decision maker.
	Xxxx xxxx

	Project Manager
	· Manages the project on a day-to-day basis on behalf of the Project Board.
· Ensures that the project produces the required products within the specified performance targets, i.e. time, cost, quality, scope, risk, and benefits.
· Is not typically a decision maker.
	Xxxx xxxx

	Change Manager
	· Manages the change aspect of the project.
· Ensures that change management is incorporated into every stage of the project.
· Co-ordinates communications and training. 
· Engages with end users during UAT and testing phases.
· Decision maker. 
	

	Secretariat
	· Attend meetings and actively participate in discussions.
· Establish the Project Board agenda with the chair of the committee.
· Prepare, record, and distribute full copies of the minutes, including attachments to all Project Board members no later than 3 working days following each meeting.
· Prepare and distribute the Project Board information pack (incorporating agenda, minutes, status reports, papers for decision/noting, etc.) at least five (5) business days prior to the meeting.
	Xxxx xxxx


[bookmark: _heading=h.gjdgxs]Seconded Members
Other individuals may be seconded to the Project Board as required with the approval of the Project Executive. Secondees may have the same roles and responsibilities as the above members and may be given additional responsibilities as required.
Governance
The diagram below illustrates the governance structure for the {ProjectName} Project Board. 

Add governance structure
 
[bookmark: _heading=h.30j0zll]Procedure
Quorum
A quorum shall comprise at least two (2) of the decision makers, required when making decisions on factors that influence project progress. Where there is disagreement, the project executive has the deciding vote.
Meeting schedule
Meetings will be held fortnightly or as otherwise determined by the chair. 
Urgent issues may require members to consider information/decisions out of session. In these instances, the member putting forward the urgent matter will liaise with the secretariat and ensure that all members are appropriately briefed, to enable informed decision-making via a flying minute using email or an out of session meeting.
Agenda
The agenda will be prepared by the secretariat, with the agenda and associated documents distributed to board members a minimum of two (2) business days prior to meetings via email.
Minutes
All meetings will have actions and decisions noted and copies provided to members promptly following the meeting. 
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