
 
PMI BOARD COMMITTEE CHARTER 

 
COMMITTEE NAME:  

PMI Governance Committee 
CHARTER EFFECTIVE DATE AND DURATION: 1 January 2010 to 31 December 2010 
 
Version #: 2 Rev. Date: 11/16/09 Description of Change: Updated for 2010 

COMMITTEE PURPOSE: 
(Overall charge, purpose or focus of this committee in helping the PMI Board do its job.) 
 

 Responsible for the effective functioning of the PMI Board and for maintaining the Board/President and CEO 
relationship. 

 
DELIVERABLES: 
(Products the Committee is tasked to produce.)  

 Review Committee charter, including the roles and responsibilities section, at first committee meeting. 
Annual/Ongoing Deliverables  
Board Planning 

 Compile Board meeting agendas 
 Address planning assumptions as input to subsequent year governance budget 
 Manage The Board Program of Work and Master Calendar/Agenda Cycle 
 Draft Governance Committee charter for subsequent year 

Board Development 
 Execute and review of the Board Development Program 
 Board mentor assignments for subsequent year  

Board Appointments 
 Board Standing Committee appointments for subsequent year  
 Board Support Committee appointments for subsequent year  (for Board approval) 
 Liaison assignments to Nominating Committee, Volunteer Appointment Committee (VAC) Ethics Review, Ethics 

Appeal, & Certification Governance Council (CGC) 
Board/Member Communication Process 

 Appoint a Board/Member Communication Liaison (per Rule 6.1 Board Member Communication Process) 
Board Elections 

 Assess the level of the characteristics possessed by existing Directors and informally assess the diversity reflected 
within the composition of the Board per Rule 6.0.3 

Strategic Planning 
 Devote 15 to 30 minutes to strategic dialogue during normally scheduled teleconferences/meetings about global 

topics as seen through the lens of the critical uncertainties identified in the scenario thinking matrix. Any notes from 
the strategic dialogues should be forwarded to the SPPA Liaison. 

CEO Relationship 
 Perform quarterly and annual review of CEO performance against current year objectives; report progress to the 

Board as required 
 Provide quarterly opportunity for dialog with CEO regarding relationship with the board 
 Review, assess, and, if necessary, adjust CEO Retirement Benefit and Investment Provisions 
 Review, assess, and, if necessary, adjust CEO Contract 
 Execute PMI President and CEO Annual Objective Setting, Performance Evaluation and Compensation process in 

accordance with the Board Level 1 Policy and against the current year Board-approved objectives 
 Other CEO relationship topics/matters as determined. 
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One-time Deliverables for 2010  

 Receive nomination and election audit report from external consultant and bring recommendations to the Board for 
discussion and action.  

 Consider the subject of global brand within the PMI Strategic Plan per the Core Value Review Task Team’s October 
2009 request 
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ACCOUNTABILITY AND REPORTING REQUIREMENTS:  
 
(Reports to PMI Board through whom, when, how and about what?) 

 Standing Committee Chairs report back to their respective committees after each Governance Committee Meeting 
 Final Governance Committee Notes are posted on the Board Share Point Site  
 Provide a written report to the PMI Board of Directors (using the standard Board reporting template) to be placed in 

the Board’s e-Receipt Calendar for each meeting 

F:\My Documents\
Governing Docs\Board

 
RESOURCES AND BUDGET: 
 

 As identified in the annual budget approved by the PMI Board of Directors.  
 
COMMITTEE COMPOSITION: 
 

 PMI Chair 
 PMI Vice-Chair/SPPA Chair 
 PMI Secretary-Treasurer/POC Chair 
 PMI President and CEO   
 PMI Executive Vice-President and COO (non-voting member) 

 
COMMITTEE CHAIR AND CONTACT INFORMATION:   
 
Name:  Gene Bounds, PMP                  
E-mail Address: gene.bounds@pmi.org 
Mobile Phone: 1-703-408-0052 
 
COMMITTEE CHAIR ROLES AND RESPONSIBILITIES: 
 

a. Guides the committee in accomplishing the mission and objectives detailed in the charter and in accordance with 
the established policies of the Institute. Keeps the committee focused. 

b. Ensures all committee members are fully oriented on the committee objectives, deliverables and roles/ 
responsibilities at the Committee’s first meeting.  

c. Ensures all committee members are aware of and adhere to the processes and timing established by the PMI Board 
for placing items on the PMI Board agenda for discussion and deliberation, i.e., follow the PMI Board calendar; 
submit completed Board agenda template; ensure that committees have consensus approval of items before 
presentation to the PMI Board; ensure that Board agenda items are discussed and a straw vote taken in Board 
informal session; and ensure that motions are adjusted, as needed, before deliberation and voting in Board formal 
session.  

d. Works toward building a sense of trust, productivity, and camaraderie within the committee. 
e. As outlined in their charter, develops a work plan in coordination with the Executive Liaison that will allow the 

committee to effectively and efficiently discharge their responsibilities. 
f. Develops meeting agendas, in coordination with the Executive Liaison, using the standard agenda template. 
g. Conducts meetings of the committee and directs the communication for committee matters. 
h. Works to ensure that meeting notes capture consensus agreement items and follow-up actions of the committee 

using the standard meeting notes template. 
i. Assigns tasks among the Committee members, as necessary. 
j. Promotes consistent participation and timely connection to all teleconference meetings and addresses non- 

productivity within the Committee. 
k. Works with Executive Liaison to ensure committee work is carried out between meetings. 
l. Works with Executive Liaison to develop final reports, proposals and supporting documentation for the PMI Board 

and that the material presented to the PMI Board accurately reflects the work of the committee and is submitted in a 
timely fashion. 

m. Represents the committee at PMI Board meetings. 
n. Works toward building a sense of trust and productivity between committee members and other Board Standing 

Committees. 
o. Addresses non-productivity within the committee. 
p. Works with the Executive Liaison to review the charter at year’s end and offer recommendations to Governance 

Committee for updates to the following year’s charter. 
q. Transitions the incoming Committee Chair into the role. 
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EXECUTIVE LIAISON ROLES AND RESPONSIBILITIES: 
 
a. Empowered to make decisions to support accomplishing the mission and objectives of the committee. Any direction 

of the committee that may violate Institute policy must be discussed with the Committee Chair and the President 
and CEO. 

b. Works in coordination with the Committee Chair to efficiently discharge the responsibilities of the committee. 
c. Coordinates all administrative duties and ensures that an online community exists for the team. 
d. Works in coordination with the Committee Chair to develop agendas, set meeting dates and locations, and 

communicate meeting requirements using the following criteria: 
 Meeting dates and locations should be determined as far in advance as possible. 
 Meeting requests forms should be sent to the proper contact with all meeting requirements stated. 
 Agendas should be developed using the standard agenda template and should include the meeting date, venue 

and meeting room on all agendas. If the meeting room name is not available at the time the agenda is 
distributed, then meeting attendees should be informed of the meeting room at check-in. The agenda should 
reflect what agenda items are tied to a stated deliverable in the charter. 

 Handouts should be distributed to the team in advance of the meeting via the team’s online community.  
e. Works in coordination with the Committee Chair to capture notes that reflect consensus agreements and follow-up 

actions using the standard format for meeting notes for Board Standing Committees. 
f. Works in coordination with the Committee Chair to ensure all reports, proposals, supporting documentation are 

developed in a professional and timely manner. 
g. Works in coordination with appropriate staff to ensure that any financial, ethical, legal, and strategic implications 

associated with any option brought to the PMI Board is identified and revealed during the preparatory stages and 
that these implications are reported on the Board agenda template. 

h. Interfaces and dialogues with other executive liaisons to ensure integration of committee initiatives and outcomes, 
as warranted. 

i. Ensures that an online community site is established and maintained and committee documents are appropriately 
archived. 

j. Coordinates and deploys any approved external communications. 
 
PURPOSE OF A PMI BOARD LIAISON:  
 
The PMI Board of Directors may assign a ‘Board Liaison’ to provide a link between: 
 

a. The Board and Board Support Committees (e.g., NomCom) 
b. President and CEO and major initiatives which support the strategic plan (e.g., VCP) 

 
DEFINED ROLE OF A PMI BOARD LIAISON: 
 

a. Ensure that the team who has been assigned Board work (supporting team) fully understands the board’s interest in 
the project and/or any relevant material documenting what the board might have said on the topic. 

b. Ensure open communications between the supporting team and Board/Board Standing Committee 
(BdSC)/President and CEO and is available to the team to answer questions about the board’s view, and, if needed, 
facilitate issue resolution with the Board.  

c. Ensure that GovCom, Board, BdSC and/or President and CEO receive written and/or verbal reports on the progress 
or challenges of the supporting team. 

d. Ensure that the proper protocol is followed for bringing reports and/or proposals to the full Board for discussion 
and/or deliberation. 

e. Ensure that any pertinent observations and/or recommendations for improvement to the supporting team’s charter 
and/or volunteer staffing is forwarded to the appropriate authority, i.e., PMI Chair, BdSC Chair, President and CEO.  
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APPLICABLE GOVERNING DOCUMENTS:  
(Identify sections from PMI’s governance documents related to roles and responsibilities of this committee, including any 
boundaries and limitations) 
 

 PMI Code of Ethics & Professional Conduct 
 PMI Rule of the Board 9.0, Chief Executive Officer Relationship 
 PMI Rule of the Board 6.5.6 (a) The Governance Committee.  
 The Governance Committee is chaired by the Chair of the PMI Board and consists of the PMI Chair, the Vice Chair, 

the Chairs of the Other Standing Committees and the Chief Executive Officer. The Governance Committee is 
accountable for coordinating the work of the other Standing Committees, for acting as the communications conduit 
to and from the PMI Board and the PMI Board's committees and subcommittees, for recommendations to the PMI 
Chair for the PMI Board's agendas, the development of the PMI Board's governing capacity, and for the 
maintenance of the PMI Board-Chief Executive Officer relationship.      

 PMI Rule of the Board 6.5, PMI Board Standing Committees and Subcommittees. 
Specifically, 6.5.4, The Board will annually approve Board Standing Committee Charters and 6.5.5, Limitations: 
Board Standing Committees shall be prohibited from any activities or actions that shall cause the Institute to be 
legally or financially bound to an agreement or other relationships. Board Standing Committees shall be limited to 
the activities set forth in their formal Board Standing Committee Charter, consistent with law and the Bylaws and the 
Rules of the Board. Standing Committees and Subcommittees may not meet or act without a current, approved 
Charter and PMI Rule of the Board 6.5.6 a) 1) The Gov Com may act on behalf of the Board in rare emergency 
situations (see complete language in Rule of the Board).   

 Rule of the Board 12.1, Board Member’s Code of Conduct 
 PMI Strategic Plan 
 Institute Policies: 

 Confidentiality Policy 
 Conflict of Interest Policy 
 Electronic Systems and Communication Policy  
 Travel Policy 
 Volunteer Records Management Policy 
 CEO Objective, Evaluation, Compensation Process Policy 
 

 



		PMI BOARD COMMITTEE CHARTER





		COMMITTEE NAME: 

PMI Governance Committee



		CHARTER EFFECTIVE DATE AND DURATION: 1 January 2010 to 31 December 2010





		Version #: 2

		Rev. Date: 11/16/09

		Description of Change: Updated for 2010



		COMMITTEE PURPOSE:

(Overall charge, purpose or focus of this committee in helping the PMI Board do its job.)


· Responsible for the effective functioning of the PMI Board and for maintaining the Board/President and CEO relationship.





		DELIVERABLES:

(Products the Committee is tasked to produce.) 


· Review Committee charter, including the roles and responsibilities section, at first committee meeting.

Annual/Ongoing Deliverables 

Board Planning


· Compile Board meeting agendas


· Address planning assumptions as input to subsequent year governance budget


· Manage The Board Program of Work and Master Calendar/Agenda Cycle

· Draft Governance Committee charter for subsequent year


Board Development


· Execute and review of the Board Development Program

· Board mentor assignments for subsequent year 

Board Appointments


· Board Standing Committee appointments for subsequent year 

· Board Support Committee appointments for subsequent year  (for Board approval)

· Liaison assignments to Nominating Committee, Volunteer Appointment Committee (VAC) Ethics Review, Ethics Appeal, & Certification Governance Council (CGC)

Board/Member Communication Process


· Appoint a Board/Member Communication Liaison (per Rule 6.1 Board Member Communication Process)


Board Elections


· Assess the level of the characteristics possessed by existing Directors and informally assess the diversity reflected within the composition of the Board per Rule 6.0.3

Strategic Planning

· Devote 15 to 30 minutes to strategic dialogue during normally scheduled teleconferences/meetings about global topics as seen through the lens of the critical uncertainties identified in the scenario thinking matrix. Any notes from the strategic dialogues should be forwarded to the SPPA Liaison.

CEO Relationship


· Perform quarterly and annual review of CEO performance against current year objectives; report progress to the Board as required


· Provide quarterly opportunity for dialog with CEO regarding relationship with the board

· Review, assess, and, if necessary, adjust CEO Retirement Benefit and Investment Provisions

· Review, assess, and, if necessary, adjust CEO Contract


· Execute PMI President and CEO Annual Objective Setting, Performance Evaluation and Compensation process in accordance with the Board Level 1 Policy and against the current year Board-approved objectives


· Other CEO relationship topics/matters as determined.
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		One-time Deliverables for 2010 


· Receive nomination and election audit report from external consultant and bring recommendations to the Board for discussion and action. 

· Consider the subject of global brand within the PMI Strategic Plan per the Core Value Review Task Team’s October 2009 request



		ACCOUNTABILITY AND REPORTING REQUIREMENTS: 


(Reports to PMI Board through whom, when, how and about what?)


· Standing Committee Chairs report back to their respective committees after each Governance Committee Meeting

· Final Governance Committee Notes are posted on the Board Share Point Site 

· Provide a written report to the PMI Board of Directors (using the standard Board reporting template) to be placed in the Board’s e-Receipt Calendar for each meeting
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		RESOURCES AND BUDGET:


· As identified in the annual budget approved by the PMI Board of Directors. 





		COMMITTEE COMPOSITION:


· PMI Chair


· PMI Vice-Chair/SPPA Chair

· PMI Secretary-Treasurer/POC Chair


· PMI President and CEO  

· PMI Executive Vice-President and COO (non-voting member)





		COMMITTEE CHAIR AND CONTACT INFORMATION:  


Name:  Gene Bounds, PMP                 

E-mail Address: gene.bounds@pmi.org

Mobile Phone: 1-703-408-0052





		COMMITTEE CHAIR ROLES AND RESPONSIBILITIES:


a. Guides the committee in accomplishing the mission and objectives detailed in the charter and in accordance with the established policies of the Institute. Keeps the committee focused.


b. Ensures all committee members are fully oriented on the committee objectives, deliverables and roles/ responsibilities at the Committee’s first meeting. 

c. Ensures all committee members are aware of and adhere to the processes and timing established by the PMI Board for placing items on the PMI Board agenda for discussion and deliberation, i.e., follow the PMI Board calendar; submit completed Board agenda template; ensure that committees have consensus approval of items before presentation to the PMI Board; ensure that Board agenda items are discussed and a straw vote taken in Board informal session; and ensure that motions are adjusted, as needed, before deliberation and voting in Board formal session. 


d. Works toward building a sense of trust, productivity, and camaraderie within the committee.


e. As outlined in their charter, develops a work plan in coordination with the Executive Liaison that will allow the committee to effectively and efficiently discharge their responsibilities.


f. Develops meeting agendas, in coordination with the Executive Liaison, using the standard agenda template.


g. Conducts meetings of the committee and directs the communication for committee matters.


h. Works to ensure that meeting notes capture consensus agreement items and follow-up actions of the committee using the standard meeting notes template.


i. Assigns tasks among the Committee members, as necessary.


j. Promotes consistent participation and timely connection to all teleconference meetings and addresses non- productivity within the Committee.


k. Works with Executive Liaison to ensure committee work is carried out between meetings.


l. Works with Executive Liaison to develop final reports, proposals and supporting documentation for the PMI Board and that the material presented to the PMI Board accurately reflects the work of the committee and is submitted in a timely fashion.


m. Represents the committee at PMI Board meetings.


n. Works toward building a sense of trust and productivity between committee members and other Board Standing Committees.


o. Addresses non-productivity within the committee.


p. Works with the Executive Liaison to review the charter at year’s end and offer recommendations to Governance Committee for updates to the following year’s charter.

q. Transitions the incoming Committee Chair into the role.






		EXECUTIVE LIAISON ROLES AND RESPONSIBILITIES:


a. Empowered to make decisions to support accomplishing the mission and objectives of the committee. Any direction of the committee that may violate Institute policy must be discussed with the Committee Chair and the President and CEO.


b. Works in coordination with the Committee Chair to efficiently discharge the responsibilities of the committee.


c. Coordinates all administrative duties and ensures that an online community exists for the team.


d. Works in coordination with the Committee Chair to develop agendas, set meeting dates and locations, and communicate meeting requirements using the following criteria:


· Meeting dates and locations should be determined as far in advance as possible.


· Meeting requests forms should be sent to the proper contact with all meeting requirements stated.


· Agendas should be developed using the standard agenda template and should include the meeting date, venue and meeting room on all agendas. If the meeting room name is not available at the time the agenda is distributed, then meeting attendees should be informed of the meeting room at check-in. The agenda should reflect what agenda items are tied to a stated deliverable in the charter.


· Handouts should be distributed to the team in advance of the meeting via the team’s online community. 


e. Works in coordination with the Committee Chair to capture notes that reflect consensus agreements and follow-up actions using the standard format for meeting notes for Board Standing Committees.


f. Works in coordination with the Committee Chair to ensure all reports, proposals, supporting documentation are developed in a professional and timely manner.


g. Works in coordination with appropriate staff to ensure that any financial, ethical, legal, and strategic implications associated with any option brought to the PMI Board is identified and revealed during the preparatory stages and that these implications are reported on the Board agenda template.

h. Interfaces and dialogues with other executive liaisons to ensure integration of committee initiatives and outcomes, as warranted.


i. Ensures that an online community site is established and maintained and committee documents are appropriately archived.


j. Coordinates and deploys any approved external communications.






		PURPOSE OF A PMI BOARD LIAISON: 

The PMI Board of Directors may assign a ‘Board Liaison’ to provide a link between:


a. The Board and Board Support Committees (e.g., NomCom)


b. President and CEO and major initiatives which support the strategic plan (e.g., VCP)


DEFINED ROLE OF A PMI BOARD LIAISON:

a. Ensure that the team who has been assigned Board work (supporting team) fully understands the board’s interest in the project and/or any relevant material documenting what the board might have said on the topic.


b. Ensure open communications between the supporting team and Board/Board Standing Committee (BdSC)/President and CEO and is available to the team to answer questions about the board’s view, and, if needed, facilitate issue resolution with the Board. 


c. Ensure that GovCom, Board, BdSC and/or President and CEO receive written and/or verbal reports on the progress or challenges of the supporting team.


d. Ensure that the proper protocol is followed for bringing reports and/or proposals to the full Board for discussion and/or deliberation.


e. Ensure that any pertinent observations and/or recommendations for improvement to the supporting team’s charter and/or volunteer staffing is forwarded to the appropriate authority, i.e., PMI Chair, BdSC Chair, President and CEO. 






		APPLICABLE GOVERNING DOCUMENTS: 


(Identify sections from PMI’s governance documents related to roles and responsibilities of this committee, including any boundaries and limitations)


· PMI Code of Ethics & Professional Conduct


· PMI Rule of the Board 9.0, Chief Executive Officer Relationship


· PMI Rule of the Board 6.5.6 (a) The Governance Committee. 



The Governance Committee is chaired by the Chair of the PMI Board and consists of the PMI Chair, the Vice Chair, the Chairs of the Other Standing Committees and the Chief Executive Officer. The Governance Committee is accountable for coordinating the work of the other Standing Committees, for acting as the communications conduit to and from the PMI Board and the PMI Board's committees and subcommittees, for recommendations to the PMI Chair for the PMI Board's agendas, the development of the PMI Board's governing capacity, and for the maintenance of the PMI Board-Chief Executive Officer relationship.     


· PMI Rule of the Board 6.5, PMI Board Standing Committees and Subcommittees.

Specifically, 6.5.4, The Board will annually approve Board Standing Committee Charters and 6.5.5, Limitations: Board Standing Committees shall be prohibited from any activities or actions that shall cause the Institute to be legally or financially bound to an agreement or other relationships. Board Standing Committees shall be limited to the activities set forth in their formal Board Standing Committee Charter, consistent with law and the Bylaws and the Rules of the Board. Standing Committees and Subcommittees may not meet or act without a current, approved Charter and PMI Rule of the Board 6.5.6 a) 1) The Gov Com may act on behalf of the Board in rare emergency situations (see complete language in Rule of the Board).  


· Rule of the Board 12.1, Board Member’s Code of Conduct

· PMI Strategic Plan

· Institute Policies:

· Confidentiality Policy


· Conflict of Interest Policy


· Electronic Systems and Communication Policy 

· Travel Policy

· Volunteer Records Management Policy

· CEO Objective, Evaluation, Compensation Process Policy
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1.
Policy Statement



Policy documents the process and protocols by which the PMI President and Chief Executive Officer’s (CEO) annual objective setting, performance evaluation and compensation adjustments are carried out.


2.
Purpose


The CEO annual objective setting, performance evaluation and compensation adjustment process documented herein is the sole and exclusive means by which the PMI Board of Directors (via the Governance Committee) conducts the CEO performance evaluation and compensation adjustment to ensure annually, that a realistic, achievable, and measurable objective setting, and that a fair, equitable, efficient and consistent CEO performance evaluation and compensation adjustment process is in place and utilized by the PMI Board of Directors (via the Governance Committee) and to document any future adjustments to the policy.



3.
Policy Distribution


Internal:   PMI Board of Directors, specifically the Chair & PMI Governance Committee



External:  CEO and Vice President Organization Resources & Development who assists members of the Governance Committee on the performance evaluation and compensation adjustment process.



4.
Related Documents



			Document Name


			Document Type



(Procedure, Form, User Guide, etc.)





			Exec.L1.CEO Annual Objective Seeting.Procedures.Feb2009


			Procedure





			Exec.L1.CEO. Annual Objective Seeting.Timeline.Feb2009


			Timeline





			Bylaws Article VI: PMI Board of Directors, Section A. 2., Authority. “…appoint and remunerate agents and employees…”


			Governing





			Bylaws Article IX: President and CEO, Sections A & B.


			Governing





			Rule of the Board 6.5, PMI Board Standing Committees and Subcommittees, 6.5.6., a) Governance Committee. “…and for the maintenance of the PMI Board-Chief Executive Officers relationship.”


			Governing





			Rule of the Board 9.0, PMI Board – CEO Relationship, 9.5. CEO Employment


			Governing





			PMI Governance Committee Charter, Purpose: “…Responsible for developing and maintaining the Board-Chief Executive Officer working relationship” and Deliverables under: “…CEO Performance…”


			Governing





			President and CEO Employment Agreement


			Contracts








5.
Revision History


Changes to this policy are made as necessary under the direction of the preparers and approvers. The change log describes new topics and other changes.


			Action



(Creation, Revision, Review)


			Effective Date


			Changes/Approvals





			Created


			October 2009


			Original approved





			Reviewed


			February 2009


			Changed to new template








6.
Glossary



This policy uses the following specific terms, acronyms, and abbreviations:



			Term


			Definition
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			President and CEO (CEO) Annual Objective Setting, Performance Evaluation & Compensation Process Summary


(Typically the Vice Chair is responsible for the executing the process, unless otherwise assigned by the Chair. 



All discussions regarding this topic are held in closed session.)





			Step No. 


			Processes


			GovCom’s Role


			Time-



line


			Board’s Role


			Time- 



line


			CEO Contract


			Consultant Support





			(When Done


			


			


			


			


			


			


			











			1.


			CEO Performance Objective Setting for Upcoming Year


			Recommend


			Q2



Q3


			Approve


			Q3



Q4


			Required annually


			N/A





			


			Specific Actions: CEO and Chair (or GovCom representative designated by the Chair) initially discuss CEO objectives before CEO drafts objectives that align w/ PP&B for following year by May for the July/Aug GovCom meeting discussion. GovCom reviews draft objectives, any requested changes are made and reviewed by GovCom. Final objectives delivered by GovCom to Board for approval at the PMI Board annual meeting (Q3 or Q4). Objective setting is to be complete before the next year’s annual program plan and budget is approved by the Board.





			2.


			CEO Performance Evaluation for Previous Year


			Approve (previous year GovCom)


			Q1


			Receive


			Q2


			Required annually; linked to objectives


			N/A





			


			Specific Actions: The current year GovCom rep leads the previous year’s GovCom to conduct the CEO performance evaluation against established objectives. First, CEO completes a self-evaluation for the previous year no later than February 10 and a telecon between CEO and previous year’s GovCom is conducted to communicate on CEO self-evaluation (current GovCom as observer). Second, an online evaluation survey is created (that includes the CEO’s self-evaluation and supporting data and info) and distributed to prior year’s GovCom. The survey is administered by a third party, goes live not later than February 20 and is completed by prior GovCom not later than March 10. GovCom rep compiles and analyzes survey results using CEO Evaluation Matrix. Third, results are reported to previous and current year GovCom and the CEO. A joint meeting of previous and current year GovCom and CEO (past GovCom members can join via conference) is held to review, discuss and finalize the performance evaluation. The performance evaluation includes results of objectives, financial performance for the year per audit information and the survey results.





			3.


			CEO Variable Compensation Review & Approval


			Recommend (previous year GovCom – current GovCom )


			Q1


			Approve


			Q2


			Guarantees structure and process


			





			


			Specific Actions: A joint meeting of prior year’s GovCom and current year GovCom (current year for observation and input) is held for collaboration and to finalize the recommendation for CEO performance variable compensation for Board approval based on performance evaluation results. Variable compensation is a percent of annual base salary as of September 30. The current year GovCom takes the variable pay recommendation to the Board for approval at Q2 meeting with a summary presentation in closed session. Note: Motion template and related docs will be distributed just prior to voting and retrieved immediately following Board session. Following approval, the Chair issues a letter to the CEO (cc VP Organization Resources & Development and Secretary-Treasurer) awarding variable compensation for the previous year and Evaluation Matrix is attached. All CEO performance and compensation documents are maintained in CEO personnel file.





			4.


			CEO Base Salary & Salary Range Review, Adjustments & Approval


			Recommend


			Q3


			Approve


			Q3


Q4


			Guarantees annual base salary review


			Avg. Market Movement method per RoB 9.5





			


			Specific Actions: The CEO/VP Org Resources & Development assist the GovCom rep to engage consultant by June 30, oversee the study and coordinate information flow with the GovCom rep. The GovCom rep reviews the findings and presents the information to the current year GovCom. After review of survey results, GovCom recommends salary range and base salary for subsequent contract year, reflecting current market norms. The GovCom rep prepares a summary presentation for Board approval at their annual meeting in closed session. Note: Motion template and related docs will be distributed just prior to voting and retrieved immediately following Board session. Board approval should occur as close in time to October 1 (start date of next CEO contract year) as possible based on annual meeting timing.





			5.


			CEO Quarterly Performance Objectives Update


			Receive & provide feedback as appropriate


			Q1



Q2



Q3



Q4


			Receive


			Q1



Q2



Q3



Q4


			N/A


			N/A





			


			Specific Actions: The CEO provides a quarterly status report of CEO objectives to the GovCom, which is included with the quarterly organization performance report. The Board receives the report quarterly. Time is set aside at each GovCom meeting for review and discussion with the CEO.





			6.


			CEO Total Compensation Design/Audit


			Initiate/oversee compensation review/ recommend need for review


			Per BoD


			Approve


			


			Guaranteed and completed for current contract term.


			Conduct Study





			


			Specific Actions: The minimum requirements for CEO compensation and benefit study is determined in the CEO employment agreement. Depending upon circumstances, the Board may choose to conduct additional studies in addition to the contract requirement. Based on Board approval to conduct additional studies, CEO/VP Org Resources & Development engage consultants, oversee study, coordinate information flow w/ GovCom rep. Additional steps are determined based on the nature and content of the study.





			7.


			CEO Contract Administration


			Interpret


			Ongoing


			Approve


			Per contract terms & timing


			


			





			


			Specific Actions: Chair administers the contract. The GovCom interprets provisions and may recommend action. The Board approves all action. Action is typically event-driven (e.g. start or end of terms).
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Board Standing Committee (BdSC) Guidelines & 


Standard Committee Templates



(An Addendum to BdSC Charters)



Format for Meeting Agenda for Board Standing Committee (BdSC)



(An Addendum to BdSC Charters)


1. Main Heading: 



a. 
Meeting date.



b. Venue for the meeting (include full address and phone number of the location, even if it is at PMI).



c. 
Name or number of the meeting room, unless the meeting room will change from hour to hour, or day to day. In that case, add the meeting room names or numbers to agenda, next to the respective agenda item.



2. Invitees:



a. 
List by name the invited participants, noting which are members.



b. If there are guests or facilitators that are to participate, list and identify them as such in this section, and give their titles and company names.



3. 
Courtesy Copies:



a. 
Copy the PMI Chair, Vice Chair, and the CEO on all meeting agendas.



b. Ensure that the copies are circulated at the same time as those circulated to the attendees.



4. 
Expected Outcomes:



a. 
List the expected outcome from the meeting. State the outcome in the form of a deliverable, rather than a “thing to do”. 



b. Identify each deliverable according to the original annual objectives assigned by the committee charter for the year.



c. 
An example: “Final agenda for the Fall PMI Board Retreat, including all assignments for the PMI Board. Charter item #21”.



5. 
Agenda:



a. 
List each item in the form of a deliverable, as noted in the Expected Outcomes.



b. Assign a length of time for each agenda item.



c. 
Assign a name to each item, indicating who is responsible for completing the item.



d. Under each agenda item, have a section called “Background”, which describes the background leading up to this item, and what is expected in more detailed form. This shouldn’t take more than one paragraph.



e. 
After the Background section, add a section entitled “Preparation and Attachments”. This section should provide any assignments to prepare in advance for agenda item (e.g., reading an attachment or paper, another assignment, etc.).



f. 
List lunch, and breaks in the agenda, and show both times AND locations (if, for example, lunch is to be brought in to the meeting room, say so. If it is another meeting room, state it, and identify the location).



g. Circulate ‘draft’ agendas 30 days in advance of pre-scheduled meetings.



6. 
Miscellaneous information:



a. 
Identify the dress code for the meeting (business attire, business casual attire, casual attire, etc.). If the dress code will vary from one day to the next, then indicate different dress for each day



b. Solicit special food or other requests by giving them a phone number to call.



c. 
Provide special travel information, such as airport and hotel transfers.
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			[Name]Committee Meeting



Date



Hotel









			TIME


			ITEM


			TAB 


			SUBMITTED BY:





			


			DATE AND MEETING ROOM ASSIGNMENT



(If room assignment changes after the agenda is published, event planner must notify all meeting attendees of room change)


			


			Required Dress





			


			List Agenda Items and state deliverable from the committee charter that the agenda item is tied to. Handouts may be embedded into the agenda.


			


			





			


			List all breaks, dining & networking events and room assignments.


			


			





			


			List all External Events with time and location to meeting, e.g., 6:45 Meet in lobby for transportation to dinner.


			


			





			


			Meeting requests with the agenda attached (if available) must be sent using Microsoft Outlook Calendar to all attendees and the CEO and PMI Chair.


			


			





			


			All agendas, handouts, meeting notes, and other committee documentation must be posted to the committee’s online community in advance of the meeting.


			


			





			


			


			


			





			


			


			


			








Format for Meeting Notes for Board Standing Committee (BdSC)



(An Addendum to BdSC Charters)


1. 
Main Heading:


a. Repeat the same Main Heading of the agenda, UNLESS the actual meeting was in a venue or date different than the meeting agenda. In that case, be sure to indicate that it is different.



b. Meeting date(s).



c. Venue for the meeting (include full address and phone number of the location, even if it is at PMI).



d. Name or number of the meeting room, unless the meeting room will change from hour to hour, or day to day. In that case, add the meeting room names or numbers to agenda, next to the respective agenda item.



2. Attendees:


a. List the attendees of the meeting, including the “guests” or facilitators, even if they only attended for a short time.



b. List any of the originally invited attendees who did NOT attend.



3. Accomplishments:


a. List actual accomplishments or achievements from the meeting.



b. Audit back against the original list of “Expected Outcomes”, and identify Outcomes achieved.



c. List those Expected Outcomes that were not accomplished, and the intended action (or intended date) to ultimately accomplish them.



4. Follow-up Action Items:


a. List specific follow-up action items or assignments to be accomplished. Make sure the specific assignment is written clearly and completely, in the form of a deliverable.



b. Make sure that each assignment is directed to a specific individual, with a due date.



5. General Comments / Narrative Transcription:


a. This is an optional section for those committee chairs who wish to include some level of transcription of the meeting.



b. Make sure that these are completed during the meeting to ensure accuracy.



c. Agree with the committee chair as to the form and content of the minutes in advance of the meeting.



6. Venue and Date for the next meeting:


a. List specific dates, if available.



b. List location, if available.



7. Preliminary Agenda for the next meeting:


a. List the expected outcomes for the next meeting.



b. Include assignment for each of the expected outcomes.



8. Distribution of the Notes:


a. Distribute copies to all members on the original invitation list.



b. Distribute additional copies to all other attendees who were not on the original invitation list.



c. Provide courtesy copies to the PMI Chair, Vice Chair, and the CEO.



d. Distribute no later than 10 business days following the meeting date.



			PMI Board Standing Committee Meeting Notes





			Committee Name: 


			Page  of 





			Meeting Date: 


			Meeting Venue & Location (include full address, phone # and room name): 









			Notes Recorded by: 





			Attendance (include absentees): 








			General Notes & Follow-up (Follow-up actions are in ‘bold’ - include any necessary communication plans)


			Person Responsible


			Due Date


			Status/



Completion Date








			


			


			


			





			


			


			


			





			


			


			


			





			


			


			


			





			


			


			


			





			


			


			


			





			


			


			


			





			


			


			


			





			


			


			


			





			


			


			


			





			


			


			


			





			


			


			


			





			


			


			


			





			


			


			


			





			


			


			


			








			Expected Outcomes vs. Actual Outcomes:  


Embed original agenda here and list what was accomplished and what was not accomplished and intended action to ultimate reach desired outcome:












			Next Teleconference and/or Meeting Date & Location: 





			Preliminary Agenda Topics:








Standard Board Standing Committee Report Template


Committee Name:    


Date of Report:  



Submitted to: 


· Summary of Activity: (Include accomplishments to date, any key challenges, and recommendations)



			#


			Charter Deliverable


			Owner


			Date of  Action


			Summary of Activity / Status





			


			


			


			


			





			


			


			


			


			





			


			


			


			


			





			


			


			


			


			





			


			


			


			


			





			


			


			


			


			





			


			


			


			


			





			


			


			


			


			








· Budget Issues/Requests:


· Other Comments/Lessons Learned:



· Recommendations for Future Charters:
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