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Charge of Committee on Committees

According to the UM Libraries’ Plan of Operation, Section 5: Committees and Task Forces, the Committee on Committees (COC) shall “write or provide guidance in the writing of the charge, the membership requirements, the term of operation, and the method for selecting the chair of the Assembly’s committees.”
General Guidelines for Writing a Charge

· The COC will receive information to write the charge from the LA Advisory Council and/or minutes from LA meetings.
· A charge for an ad hoc committee or task force should include the following three sections: purpose, membership (including method for selecting the chair), and duration.  Each section is detailed below.  

· A charge should be dated and include the names of the COC members who wrote the charge.

· The charge is approved by the LA Advisory Council before being presented to the LA.
Components of Written Charge

Purpose

       The purpose section will include:     

· A concise statement of the purpose for the ad hoc committee or task force.

· Bulleted points that clearly state the responsibilities of the ad hoc committee or task force.  In some cases, the wording of the purpose may need to allow for some flexibility (e.g. “an emphasis on exploring the feasibility of…”, Task Force for Contractual Faculty charge).

· Responsibilities stated with action verbs to signify what the group is to do.

· A statement of what reports are required (e.g., preliminary/mid-year/progress, final).  The type of report will depend on the tasks outlined.

Membership

The membership section will include:

· A number (e.g., 4) or number range (e.g., 3-5) of proposed membership.
· Ranks (e.g., Librarian II), titles (e.g., Manager), and divisions (e.g., Personnel and Budget) of proposed members, as needed.
· Ex-officio members, as applicable.
· At-large positions, as applicable.
· Groups or individuals to be excluded, as applicable (e.g., LEC)
· The names of library offices or individuals who will be collaborating with the ad hoc committee or task force (e.g., Personnel and Budget, Director of Public Services), as applicable.

· Methods for selecting the chair of the committee.
Duration of the Ad Hoc Committee or Task Force

· The duration section will include a statement of the period of time in which the group has to complete all of the tasks as outlined in the charge (e.g., 3-6 months, one year). Deadlines may be indicated for each responsibility, as needed.
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