Committee Terms of Reference Template
Blank Committee Terms of Reference (Template)
1. Purpose / Mandate
State the purpose of the committee.
Outline how the committee supports AEF’s mission, bylaws, and strategic plan.
2. Composition
· The committee shall consist of at least [X] members of the Board of Directors.
· Chair: [Insert role or appointment method].
· Members: [List or state “appointed by the Board”].
· Staff Support (non-voting): [Insert staff roles].
· Term: Members serve [1/2]-year terms, renewable.
· Appointment/Removal: Members are appointed by the Board; resignation/removal follows Board process.
3. Responsibilities
· Governance (Committee Members)
[Insert responsibilities specific to oversight, policy, or strategy].
Ensure alignment with AEF’s mission, bylaws, and strategic priorities.
· Operational Support (Staff, non-voting)
Provide data, reports, and administrative support.
Implement policies and decisions as directed by the Board.
4. Meetings
· The committee shall meet at least [frequency] per year, with additional meetings as needed.
· Quorum is a majority of voting members ([specify number]).
· The Chair prepares the agenda with staff support; documents are circulated at least one week in advance.
· Minutes will be recorded and maintained.
5. Decision-Making & Conflict of Interest
· Decisions are made by majority vote of voting members.
· All members must adhere to AEF’s Conflict of Interest Policy.
6. Reporting
· The Chair (or designate) reports regularly to the Board on committee activities and recommendations.
·  An annual summary of the committee’s work will be prepared for possible inclusion in the AEF Annual Report.
7. Authority
· The committee is advisory to the Board and does not act independently.
· The Chair may request information or support from staff as required and where appropriate.
8. Resources & Support
· Staff provide administrative support (agendas, minutes or recording, data).
· The committee does not have independent budget authority unless approved by the Board.
9. Confidentiality
· All committee members must maintain the confidentiality of discussions, documents, and sensitive information.
10. Review
· These Terms of Reference will be reviewed every [two] years and any proposed changes submitted to the Board for approval.
11. Approval
· Approved by the AEF Board of Directors on: [Insert Date]

