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TEAM CHARTER
[Project Name / Title]
	Project Manager
	[Name]

	Prepared By
	[Name / Role]

	Date
	[DD / MM / YYYY]

	Version
	[1.0]


Generic Team Charter Template — applicable across industries and project types


1. Purpose & Overview
The Team Charter establishes shared expectations for how the project team will work together — values, ground rules, communication norms, and decision-making processes. Unlike the Project Charter (which authorizes the project), this document is created by and for the team itself, ideally agreed upon collaboratively at project kickoff.
[Enter any project-specific framing for why this charter matters to this team]

2. Team Values
Identify the shared values that will guide how the team works together and makes decisions.
[e.g., Transparency, mutual respect, accountability, continuous learning]
3. Team Members & Roles
List team members and their roles/responsibilities on this project.
	Name
	Role
	Key Responsibilities

	[Name 1]
	[Role]
	[Key responsibilities]

	[Name 2]
	[Role]
	[Key responsibilities]

	[Name 3]
	[Role]
	[Key responsibilities]


4. Ground Rules / Working Agreements
Define the practical norms the team agrees to follow day-to-day.
	Topic
	Agreement

	Core Hours / Availability
	[e.g., Core collaboration hours are 10am-3pm local time]

	Meeting Norms
	[e.g., Start/end on time, cameras on, agenda shared 24h in advance]

	Response Time Expectations
	[e.g., Respond to messages within 1 business day]

	Work-in-Progress Limits
	[e.g., No more than 2 active tasks per person, if using Kanban]

	Time Off / Coverage
	[e.g., Notify team 1 week in advance; designate a coverage buddy]













5. Communication Guidelines
Define how the team communicates day-to-day. This complements the project-level Communications Management Plan, which covers external/stakeholder communication.
	Channel
	Used For

	[e.g., Chat/IM]
	[Quick questions, informal updates]

	[e.g., Email]
	[Formal decisions, external communication]

	[e.g., Team meeting]
	[Status updates, blockers, planning]

	[e.g., Shared document/wiki]
	[Documentation, decisions log]


6. Decision-Making Process
Describe how the team makes decisions — who has final say, when consensus is sought, and when the PM/Sponsor needs to be involved.
[e.g., Team seeks consensus for day-to-day decisions; PM has final say when consensus isn't reached; decisions affecting scope/budget escalate to Sponsor]
7. Conflict Resolution Process
Define how disagreements or conflicts within the team will be addressed.
[e.g., Address directly between parties first; escalate to PM if unresolved after one attempt; PM facilitates a resolution discussion within 3 business days]

8. Meeting Cadence
List the team's recurring meetings.
	Meeting
	Frequency
	Purpose

	Daily Stand-up
	[Daily]
	[Share progress, blockers, plan for the day]

	Sprint/Iteration Planning
	[e.g., Bi-weekly]
	[Plan upcoming work]

	Retrospective
	[e.g., Bi-weekly]
	[Reflect on what's working / not working]

	Team Sync
	[Weekly]
	[Broader alignment, cross-workstream updates]




9. Team Commitments
By signing below, team members agree to uphold the values, ground rules, and processes defined in this charter.
	Name / Role
	Signature
	Date

	[Team Member 1]
	
	

	[Team Member 2]
	
	

	[Team Member 3]
	
	

	[Project Manager]
	
	



10. Version / Revision History
This charter is a living document — revisit and update it as the team evolves or working agreements need adjustment.
	Version
	Date
	Author
	Change Description

	1.0
	[Date]
	[Name]
	Initial draft




Appendix A: How to Fill Out This Template
This appendix is for reference only — it explains how to complete each section of this charter. Remove before final distribution if not needed.
Before you start:
•  This charter works best when co-created with the whole team, ideally in a live kickoff workshop, rather than drafted solely by the PM and circulated for sign-off. Buy-in comes from participation, not just agreement.
•  This document is distinct from the Project Charter (which authorizes the project itself) and from the Communications Management Plan (which covers stakeholder/external communication) — this one is internal, team-facing, and about how the team works together.
Section-by-section guidance:
	Section
	How to Fill It

	1. Purpose & Overview
	Keep to 2-3 sentences. No need to justify the concept of a team charter — just frame why it matters for this specific team/project.

	2. Team Values
	Keep to 3-5 values the team genuinely holds, not an aspirational corporate values list. Ask the team directly: 'what do we want to be known for working together?'

	3. Team Members & Roles
	List actual working responsibilities, not just job titles — 'QA Lead: owns test plan and defect triage' is more useful than 'QA Lead: testing.'

	4. Ground Rules / Working Agreements
	Be specific and measurable ('respond within 1 business day', not 'respond promptly'). These are the rules that prevent the most common team friction — set them before problems arise, not after.

	5. Communication Guidelines
	Map each channel to a specific use so people aren't guessing where to post something. If the team already has an external Communications Management Plan, reference it here rather than duplicating it.

	6. Decision-Making Process
	Be explicit about what requires consensus versus what one person can decide alone — ambiguity here is a common source of team conflict.

	7. Conflict Resolution Process
	Agree on this while the team is not currently in conflict — it is much harder to agree on a fair process after a disagreement has already started.

	8. Meeting Cadence
	List only meetings that will actually recur — a charter listing meetings that get cancelled after week two undermines the whole document's credibility.

	9. Team Commitments
	This works best as a real signing moment (even informal, e.g., in a kickoff meeting) rather than a form silently routed by email — the commitment is the point, not just the signature.



Common mistakes to avoid:
•  Writing this charter alone as PM and distributing it for signature — reduces a team-building exercise to a compliance form.
•  Vague ground rules ('communicate well', 'be respectful') that can't actually guide behavior in a specific situation.
•  Treating this as a one-time document — revisit it at major milestones or when new members join, and update it if agreements aren't working in practice.
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