The Ultimate IT Policies Toolkit

IT Steering Committee Charter
Instructions

The purpose of the charter document is to document the fact that your organization believes the IT function is critical to the success of the organization. You create an IT Steering Committee to oversee and report on how IT is implemented in the organization.

Use the text in this template as your starting point for your IT steering committee charter. Feel free to replace the phrase "the organization" with the name of your company. When you review the rules, simply delete any rule that doesn't apply in your organization, and the remaining rules will be re-numbered automatically.

Discussion

The sample document-naming requirements in Rule 4 are provided only as an example. When you publish your IT Steering Committee charter, you should use whatever file-naming conventions are in place in your organization. If no such conventions exist, create your own.
Be sure to delete this instructions page before distributing the charter within you organization.
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Document Name:

Information Technology (IT) Steering Committee Charter

Purpose: 

The purpose of this Charter is to establish the existence of the IT Steering Committee and document the standards by which the IT Steering Committee shall establish policies, standards, and procedures to be enforced throughout the organization.

Policy: 

The following rules define the corporate policy for documenting IT policies, standards, and procedures to be enforced throughout the organization.

1) The IT Steering Committee shall have sole responsibility for creating, publishing, and communicating corporate policies related to information systems.

a) The committee shall be led by a chairperson and a co-chairperson, shall meet on at least a quarterly basis, and shall publish meeting minutes on the corporate intranet.

b) Members of this committee shall include members of management from various levels, as directed by the Chief Executive Officer and Chief Financial Officer.

2) The IT Steering Committee shall incorporate key control items into policies and standards, thereby documenting specific items within enterprise policy that the organization is asking all employees to follow.

3) The IT Steering Committee will send notifications to some or all employees as appropriate when new policies, standards, or procedures are published on the corporate intranet.

4) Documents submitted for approval by the IT Steering Committee must conform to the following content and naming rules:

a) Policy documents shall be named using the form POL_xxxx_title where xxxx is a number uniquely identifying the document and the department that originated it and title is the title of the policy.

b) Standard documents shall be named using the form STD_xxxx_title where xxxx is a number uniquely identifying the policy the standard supports and the department that originated it and title is the title of the standard. 

c) Procedure documents shall be named using the form PROC_xxxx_title where xxxx is a number uniquely identifying the document and the department that originated it and title is the title of the procedure.

Accountability

All employees

Special Handling: 

Any deviations from policies and standards established by the IT Steering Committee must be approved by the Chief Executive Officer (CEO) of the organization.

Non-Compliance: 

Violating corporate policy is a serious matter that can lead to disciplinary action up to and including discharge.
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