AGENCY NAME
Technology Program Steering Committee Charter
	
The Agency  (Agency Acronym  ) Technology Program Steering Committee will provide executive level oversight for technology requests and projects that require West Virginia Office of Technology (WVOT) support and / or provision of technology personnel, products, and services. 


The Technology Program Steering Committee Primary Responsibilities

· Provide strategic direction for  Agency  technology applications, projects, and services
· Approve,  prioritize, and monitor Agency  technology projects including project scope, budgets, and schedules, as well as changes to these items
· Ensure the WVOT Executive Branch Project Management Methodology is applied and adapted / followed for all technology requests and projects
· Participate in oversight activities to monitor and approve/reject changes to a project’s scope, schedule or budget
· Determine and allocate resources for technology requests, projects, and related services
· Provide a forum to communicate information related to  Agency  technology applications, infrastructure, requests, projects, and services (emphasis on requests and projects)
· Review, approve and / or enforce policies, standards, and procedures relating to Agency  technology endeavors (Project Management Methodology, Contractor Management, Account Management, Control Framework Standards, etc.) 
· Address project risks and issues that require internal executive level decisions
· Comply with State Code Chapter 5A.  Department of Administration, Article 6. Office of Technology Sections:
·  5A-6-4b. Project Management Duties of the Chief Technology Officer

Meetings

Frequency. The Steering Committee will meet monthly/quarterly (TBD) or as required to keep track of issues and the progress of the project’s implementation and on-going statewide support to its stakeholders.
Program / Project Status. At each meeting, program / project status will be reported to the committee by the appropriate Program Directors or Project Manager using an agenda outline such as the following:
Introductory Items such as:
Review Agenda
Minutes from last meeting
Review of actions arising from previous Steering Committee meetings.
Review Project Status 
a. Recommendations – (1) Provide a quick dashboard review of projects that are on schedule, within budget and experiencing limited changes.  (2) focus on projects that are experiencing changes in schedule, budget, scope, as well as those that requiring requests for resources. 
· Overall Status
· Scope status
· Schedule status
· Budget status
· Milestone status
· Accomplishments
· Review and approval of project change orders
· Specific requests for assistance of the Steering Committee
For Closing Projects – Close Out Report
Responsibility for actions from this meeting
Plans, date and location for next meeting 


Decision Making – to be determined by the agency

Assumption: State Code must be followed when making decisions related to technology purchases, projects and services.  All program / project decisions must be documented. Otherwise, the Committee will follow this procedure for decision making:

The Committee Sponsor or Committee Chair leads the Steering Committee and facilitates the Steering Committee Meeting. 

Voting
Committee members voting majority rules (show of hands)



Other Rules of Operation

· Agendas will be distributed at least three (3) business days before the meetings.
· Meeting notes (of significant decisions and action items) will be distributed to committee members within three (3) business days of each meeting.  All corrections to the notes must be submitted by the end of the subsequent meeting. 












Steering Committee Members (voting members unless otherwise specified)

	Name
	Role
	Agency

	
	Committee Sponsor
	Agency  

	
	Committee Lead
	Agency  

	
	WVOT Program Manager (non-voting, advisor only)
	WVOT

	
	WVOT Project Manager (non-voting, advisor only)
	WVOT

	
	Member
	Agency  

	
	Member
	Agency  

	
	Member
	Agency  

	
	Member
	Agency  

	
	Member
	Agency  

	
	Member
	Agency  

	
	Member (non-voting)
	Agency  


Subject Matter Experts (sme)  (only attend meetings if decisions affect their Division)
Anyone of the following Executive Team members could be called upon to attend meetings if needed: xxxx,xxxx,xxxx,xxxx or xxxx.

Responsibilities of a Steering Committee Member
It is intended that the Steering Committee leverage the experiences, expertise, and insight of key individuals at organizations committed to building professionalism in project management. Steering Committee members may not be directly responsible for managing project activities, but provide support and guidance for those who do. Thus, individually, Steering Committee members should:

Understand the strategic implications and outcomes of initiatives being pursued through project outputs
Appreciate the significance of the project for some or all major stakeholders and represent their interests
Assumes appropriate level of responsibility for the initiative and be an advocate for broad support for the outcomes being pursued in the project 
Have a broad understanding of project management issues and approach being adopted
In practice, this means:

Review the status of the project
Vote on proposals and decisions related to projects
Ensure the project's outputs meet the requirements of the business owners and key stakeholders
Help balance conflicting priorities and resources
Provide guidance to the project team and users of the project's outputs
Openly consider ideas and issues raised
Check adherence of project activities to standards of best practice both within the organization and in a wider context
Report on project progress to those responsible at a high level, such as agency executive management groups, heads of agencies, Secretaries, etc. 

Participants with Reporting Responsibilities

Additional participants may attend meetings as necessary and are not eligible to vote, unless specifically indicated when an issue or decision is presented to the Committee. 
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