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	PHASE
	
	STAGE

	1 - DISCOVER
	
	1 – Pre-Planning




	TOOL NAME:
ID# 1D0103
	
	Terms of Reference (ToR)

	ABOUT THIS TOOL:
	
	A Terms of Reference (ToR) document outlines the purpose, structure, and responsibilities of a group, network, or advisory committee. 

It serves as a guide to define the objectives, roles, membership, processes, and working arrangements of the group, ensuring clarity and alignment among stakeholders. 

ToR documents are critical for maintaining structure, accountability, and focus in a collaborative setting.


	HOW TO USE:
	
	Complete the template with information relevant to your initiative using the stated headings.

Any text in grey italics within this document is for guidance purposes only and should be deleted before finalising the TOR for use.


	TOOL CITATION:
	
	www.yumpu.com/en/document/view/37244420/terms-of-reference-a-governance-committee-name-






TERMS OF REFERENCE (ToR)
	Project
	

	Date
	

	Key contact
	

	Role/Purpose

	This section explains the primary role and purpose of the group. It defines what the group aims to achieve and how it contributes to broader organizational or project goals.


	Context

	This section provides background information, including the rationale for forming the group and its relevance within the larger framework or project.


	Members, Roles and Responsibilities

	Lists the members, their roles, and affiliations. Includes guidelines on selecting or replacing members to ensure diversity and expertise. Describes the duties of the group and its members, such as providing expert advice, ensuring collaboration, or monitoring progress. It also outlines individual members' commitments, such as attending meetings and timely decision-making.


	Meetings

	Specifies the frequency, duration, and format of meetings (e.g., online, in-person). Details on agenda distribution, quorum requirements, and decision-making processes are also included.


	Agenda Items

	Provides guidance on preparing and managing agenda items to ensure focused discussions during meetings.


	Minutes and Meeting Papers

	Details how meeting notes, decisions, and supporting documents will be prepared and shared with members.

	Proxies

	Allows members to nominate proxies to attend meetings in their absence, ensuring continuity of representation and expertise.


	Quorum Requirements

	Defines the minimum number of members required to validate decisions or conduct official business.


	Amendment, Modification, or Variation

	Outlines the process for revising the ToR, ensuring flexibility to adapt as the group evolves.


	Term

	Specifies the effective dates of the ToR, indicating whether the group is ongoing or time-bound.


	Dispute Resolution
	Provides a framework for resolving conflicts or disagreements within the group to maintain productivity and cohesion
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