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1. Background
<This section provides a brief background (5 sentences) on the project goal and objectives. This information should come directly from the Project Plan and not be rewritten by the author of this document.>
2. Role of the <Insert Project Name> Advisory Committee

The role of the <insert project name> Advisory Committee is as follows:

· Provide insights to the team regarding
· Stakeholder interests
· Technical advice

· Other relevant initiatives

· Assist with resolving issues and risks.
· Use influence and authority to assist the project in achieving its outcomes.
· Communicate about the project in their organizations.
3. Responsibilities of the Advisory Committee Chair

The Advisory Committee Chair is <Insert Name and Title>. Should the Project Sponsor be unable to attend a meeting, <Insert Name and Title> will serve as Committee Chair.
The responsibilities of the Advisory Committee Chair are as follows:

· Sets the agenda for each meeting.
· Ensures that agendas and supporting materials are delivered to members in advance of meetings.
· Makes the purpose of each meeting clear to members and explains the agenda at the beginning of each meeting.
· Clarifies and summarizes what is happening throughout each meeting.
· Keeps the meeting moving by putting time limits on each agenda items and keeping all meetings to two hours or less.
· Encourages broad participation from members in discussion by calling on different people.
· Ends each meeting with a summary of advice provided and assignments.
· Follows up with consistently absent members to determine if they wish to discontinue membership.
· Finds replacements for members who discontinue participation.
4. Responsibilities of Advisory Committee Members

Individual Advisory Committee members have the following responsibilities:

· Understand the goals, objectives, and desired outcomes of the project.
· Take a genuine interest in the project’s outcomes and overall success.
· Act on opportunities to communicate positively about the project.
· Actively participate in meetings through attendance, discussion, and review of minutes, papers and other Advisory Committee documents.
· Support open discussion and debate, and encourage fellow Advisory Committee members to voice their insights.
5. General

<This section provides information on Advisory Committee membership, decision-making process, frequency of meetings, agenda, minutes and decision papers, and rules for proxies.>
5.1 Membership

The table below lists the membership of the Advisory Committee.
<Members should be selected based on their specialist knowledge, ability to represent the interests of stakeholders, and ability to help resolves issues the project may face.>
	Name
	Title
	Organization

	<Example>
	
	

	Mohammed Al-Kuwari
	Director of Policy
	Ministry of Education

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


5.2 Frequency of Meetings

<This section outlines the schedule for Advisory Committee meetings. Ideally, this schedule is set out at the beginning of the project so that members can plan ahead and arrange their attendance.>
5.3 Agenda, Minutes, and Supporting Materials

A package will be sent to members three to five business days in advance of an Advisory Committee meeting. This package will include the following:

· Agenda for upcoming meeting (in QNPM Advisory Committee Meeting Agenda Template).
· Minutes of previous meeting (in QNPM Meeting Minutes template).
· A progress report for the project.
· Documents / information to be considered at the meeting.
