


Terms of Reference – Project Decision Making Group
Guidance: Terms of Reference template (to be deleted)
The purpose of this document is to establish the agreed roles and functions of the Project Decision Making Group, which should be agreed at the Group’s first meeting.
Guidance boxes like these are designed to help the user understand what content should be included in each section. Guidance boxes are intended to be removed from the final document. To remove a guidance box, simply select the text in the guidance box and press delete. 
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Role / Purpose
Guidance: to be deleted

Briefly describe the overarching role or purpose of Council’s Project Decision Making Group. This is also likely to be included in Council’s policy relating to its Project Decision Framework. 
The role of the Project Decision Making Group (the Group) is:
to develop, implement and monitor Council’s Project Decision Framework in accordance with Council’s policy
ensure promotion and implementation of effective decision gates throughout each stage of the project lifecycle
evaluate project proposals with regard to alignment with Council’ strategic objectives, feasibility and cost-effectiveness, risks and mitigation strategies and impact on business as usual activities
determine suitability of proposals for progression to the next stage, and
ensure all decisions made by the Group are documented for transparency and accountability.
Term
This Terms of Reference document is effective from <insert date> and will be ongoing until instructed by Council by way of a change in policy.
Roles and Responsibilities
Guidance: to be deleted
List the roles and responsibilities of each member of the Project Decision Making Group. Membership of the Group may vary depending on the size of the local government and available resources but this section should specify all individual members and their specific roles as part of this process. This section should also note who the Chair of the Group is, as well as who will provide administrative support to the Group. The roles and functions in the Table below are provided as a guide only.

	Role
	Function

	Chief Executive Officer
	For overall responsibility of reporting to Council and allocation of the necessary resources.

	CFO / Finance Director
	To determine budget impacts of proposed projects, whole-of-life costs, long-term financial reporting, depreciation considerations and management of inputs into the Project Portfolio Tool.

	Head of Risk / Compliance
	To ensure that risks and mitigation strategies are understood from the outset and to determine if residual risks are within Council’s tolerance levels.

	Head of Communication and Marketing
	To understand the community impacts and project drivers in the event that stakeholder and community engagement is required, and to undertake research or consultation activities as part of any business case required.

	Head of Infrastructure / Engineering
	To assess the asset management implications, resources and input from technical specialists required for a project.


Meetings and Information Management
Guidance: to be deleted

Briefly outline the Group’s meeting frequency, process for managing information and administrative support arrangements.
All meetings will be chaired by <insert name and title of Chair>. 
A meeting quorum will be <insert number> members of the Project Decision Making Group. 
Decisions are made by consensus (ie, members are satisfied with the decision even though it may not be their first choice). If it is not possible to reach consensus, the Chair reserves the right to make the final decision. 
Meeting agendas and minutes will be provided by <insert name of administrative support unit>, which includes: preparing agendas and supporting papers (ie, project proposal documents). Best endeavours shall be used to ensure relevant information is provided to Group members at least a week in advance of meeting dates to allow time for review. 
Meeting minutes will provide an accurate record of the Group’s decisions at each stage gate and meeting outcomes will be made available via <insert communication channel – ie, intranet, network location, senior management meetings etc>.
Meetings will be held <insert how often> at <insert location>. 


Disclaimer
Queensland Treasury Corporation (QTC) has prepared this template for use solely by Queensland local governments (the User) to assist in the consideration of project proposals as they progress through each of the Project Decision Framework stages. The template should not be used for any other purpose.

As use of this template is intended for Queensland local government only, it should not to be provided or disclosed to, nor relied upon by, any other party without QTC’s express written consent.
[bookmark: _GoBack]
The accuracy of the template and its outputs is significantly determined by the accuracy, currency, completeness and applicability of the information entered by the User. It is also determined by the User's understanding of the template’s underlying methodology and its appropriateness to the User's business.  QTC is not in a position to review and verify the suitability of the template or its inputs to specific situations being examined by the User and, therefore, QTC accepts no responsibility for the incorrect application of the template by the User or the entry of incorrect information into the template.  

The outputs of the template should be used as a guide only. Specific advice should be obtained before acting on the basis of any output of the template. 

Neither QTC nor any of its employees or agents accepts any liability for any loss or damage suffered by any person as a result of that person or any other person placing any reliance on, or acting on the basis of, the contents of the template or any outputs generated by the template. To the extent permitted by law, QTC expressly excludes any representation or warranty in relation to the accuracy, currency and completeness of the template. To the extent permitted by law, by using the template you agree that any QTC liability in connection with the template will be limited to the amount of fees received by QTC in relation to the template.

QTC does not provide legal, tax or accounting advice. Such advice should be sought from an independent expert practitioner before applying the information contained in the template.
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