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Science & Library Project Team
Committee Charge
The Science & Library Project Team is a cross functional group responsible for providing direction and oversight to budget development, monitoring and revision.  Specifically, the team is charged with:

1. Establishing project expectations

2. Reviewing and monitoring the project budget
3. Reviewing and monitoring all change orders

4. Tracking project dependencies and working to resolve issues that arise as a result of those dependencies

5. Review and recommend technology and furniture/fixtures/equipment selections with input from appropriate personnel and committees on campus
6. Review and recommend art work allowance with input from appropriate personnel and committees on campus
7. Ensuring minimal disruption to the normal operations of the college
8. Ensuring appropriate involvement and collaboration across all impacted areas of the College

9. Ensuring two-way communication among stakeholders
10. Ensuring that student needs are clearly represented

11. Representing stakeholder interests
12. Setting timelines and ensuring that timelines are met

13. Making recommendations to Executive Cabinet as needed
Membership

The team is composed of the following individuals, representing all relevant functional areas of the College:

Team Co-Chairs
· Project Managers, Mike Bruner and Brenda Lyseng
Team Members

· Finance/Contracts/Bidding (Dona Bettinger)

· DLR Representative (Jon Crump and Pat Simkins)

· Owner's Representative (Mark Hovelson, Bossardt Corporation)

· IT Representatives (John Rohleder, Mark Holper)

· Facilities Representative (Jim Tjossem)

· Academic Affairs Representative – Administration (Mark Felsheim)

· Academic Affairs Representatives – Faculty (confirmed from faculty leadership) (Science - Pam Thinesen [proxy Bob Klindworth], and Library - Cheryl Langevin [proxy – Bonnie Oldre])

· Communications Representative (Jo Matson)
· Marketing Representative (Mark Vuckelich) 

· Student Representatives (Travis Petschl, Ryan Kehoe, proxy Deana Borth)
· Note Taker (Judy Peterson)


Roles and Responsibilities

Team Members

Each member of the team is responsible for:

· Attending all meetings.  Where an attendance conflict exists, the member should inform one of the team co-chairs of his or her absence prior to the meeting.  Appropriate proxies may be sent to meetings in the absence of a designated team member.
· Arriving at meetings prepared and ready to participate.

· Communicating the status and summary of project team back to his or her respective department stakeholders.
· Ensuring that team decisions are made in accordance with the decision-making process outlined below.
· Completing assigned action items in a timely manner.
· Identifying critical issues and contributing toward issue resolution and/or the development of risk mitigation strategies.

Team Co-Chairs
In addition to the general team member responsibilities outlined above, the team co-chairs are also responsible for the following:
· Scheduling all team meetings.  Meeting schedules will be set by semester, and any changes to scheduled meetings will be made at least 10 days in advance whenever possible.

· Preparing written meeting agendas and distributing the agenda at least three days prior to each scheduled meeting.

· Preparing written meeting notes and distributing those notes to team members and other stakeholders within a week of each meeting.
· Ensuring appropriate and adequate member representation and participation.

· Ensuring input is gathered from all internal stakeholders and external advisory boards where appropriate.
· Communicating project progress, issues, and concerns to the Facilities Advisory Committee, the Executive Cabinet and the College President.
Meeting Guidelines

The Science & Library Project Team will meet biweekly (the frequency of meetings will likely differ during different phases of the project).

· All meetings will be structured around a pre-established agenda, which will be distributed by the co-chairs three days prior to the meeting.  Relevant meeting materials will be distributed along with the agenda whenever possible.
· All meetings will begin and end on time.

· All meetings will close with a verbal summary of the decisions reached and resulting action items.
· A summary of all discussions and formal decisions will be recorded in the meeting notes.

· Meeting minutes will be posted on the Commons Drive
Decision Making Process

Approach

The team will function as an information-gathering body by asking for reports on timetables and tasks.  Suggestions will be sought from all members.  Decision making will take the form of consensus with the assumption that decisions will reflect the best option for the total project.  In the case of differences of opinion, an informal vote will be taken with both sides noted in the minutes.  Decision impasses will be brought to Executive Cabinet for a final decision.
The team will focus on decisions that have significant impact on the project progress, overall building design, or appearance and function of the building.  Decisions will be consistent as much as possible with decisions made previously by the architect team, faculty, and Design Committee during the design phase.
Technical change orders will be brought forth by Mark Hovelson to Mike Bruner for sign-off with a report-out to the team.  The minutes of the construction meetings will list the change orders.  Century will be represented at construction meetings by Mark Hovelson, Jim Tjossem, and Mike Bruner along with Jim Morgan from MnSCU.  Mark Holper may attend at times for awareness of safety and coordination issues.

Deliverables

The Science & Library Project Team is responsible for producing the following deliverables:

· Provide input for consideration for final construction documents 

· Communicate in a timely fashion with the Century community (to include timetables, progress reports, and project contingencies)
· Report to various bodies as called upon (including Cabinet, Facilities Committee, and All-College Meetings)
· Coordinate and provide guidelines for recommendations for technology along with furniture, fixtures, and equipment purchases with input from various stakeholders such as the Design Committee.  Final decisions will be made by Executive Cabinet.
· Review recommendations for use of art work allowance from the Design Committee.  Design Committee should include a science and library faculty member in their process.  Final decisions will be made by Executive Cabinet.

Evidence of Success

The success of the Science & Library Project Team will be determined by the following:
· Awareness of project status by stakeholders
· Awareness of project highlights by Century community

· Project completed with as little disruption as possible to the campus

Decision Making Authority

The Science & Library Project Team is a recommending body, with no final decision-making authority.  All recommendations of the committee will be taken by the co-chairs to the Executive Sponsor or the Executive Cabinet for final review and approval.

Version History

	Version
	Primary Author
	Description of Change(s)
	Date

	1.0
	Ron Anderson
	Initial draft
	6/26/06

	2.0
	Ron Anderson
	Based on initial feedback received:

1. Added three new elements to the charge (numbers 3-5).

2. Expanded membership list to include students.

3. Added language permitting proxies (within the team member responsibilities section).
	6/27/06

	3.0
	Ron Anderson
	Based on feedback received during facilities advisory committee meeting:

1. Changed team name to Science & Library Project Team.

2. Updated proposed membership listing.

3. Added edits and new text (in red).
	7/5/06

	4.0 
	Brenda Lyseng
	Based on feedback received from initial meeting of Science & Library Project Team:
1. added student representatives
2. added charge to include furniture & technology recommendations
	7/28/06

	5.0
	Brenda Lyseng
	Based on feedback received from Science & Library Project Team:

1. added language for approach, deliverables, evidence of success sections

2. added Mark Vukelich to membership
	8/2/06
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