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1. Purpose 

Project Board Terms of Reference is the document that establishes the agreed roles and functions for 
the Project Board, both collectively and individually. It is owned, maintained and used by the Project 
Board to ensure the project is governed responsibly. A Project Board can be defined as the key body 
within the project governance structure that is responsible for the business issues associated with the 
project. 

 

A Terms of Reference is developed to provide: 

 A clear description of the roles and functions of the Project Board. 

 An agreed charter by which the Project Board can oversight its performance. 

 A formalised agreement between the Project Board and the Project Sponsor on what roles and 
functions the Project Board has agreed to accept. 

 

2. Project Background and Purpose 

The Armidale Regional Council (ARC) in partnership with the University of New England (UNE) has a 
unique opportunity to move the Armidale Local Government Area to zero C02 emissions by achieving 
National Carbon Offset Standard (NCOS) certification by 2030. 
 
Project Zero30 is a unique opportunity that will leverage the combined networks of UNE and ARC to 
identify, develop and implement both climate mitigation and adaptation activities through the 
innovation and research that can be only achieved by community successfully working with its civic 
university.   The open and transparent nature of Project Zero30 will provide communication pathways to 
ensure other communities can progressively adopt rather than wait for completion of the project to 
benefit from its research and innovation. 
 
Project Zero30 will achieve NCOS certification for the Armidale Local Government Area by 2030 under 
NCOS category five - Precincts. 
 
More information on project background can be found in the ARC-UNE Carbon Neutral Project 
Opportunity Paper (May 2019) or the Zero30 Project Management Plan.   
 

3. Function of the Project Board 

The Function of the Project Board is to take responsibility for the business decisions associated with the 
project. The Project Board is responsible for approving strategy, budgets, defining and realising benefits, 
monitoring risks, quality and timeliness. The Project Board will be called upon to make decisions that fall 
outside of the bounds of the Project Management Plan. 

 

4. Role of the Project Board 

The Role of the Project Board is to serve as a critical element of project governance, specifically to: 

 take on responsibility for the project's plans and achievement of outcomes; 

 ensure the project's scope aligns with the requirements of the stakeholder groups; 
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 provide those directly involved in the project with guidance on project business issues; 

 ensure effort and expenditure are appropriate to stakeholder expectations; 

 address any issue that has major implications for the project; 

 manage project scope; 

 reconcile differences in opinion and approach; 

 report on project progress to those responsible at a high level, such as the respective 
UNE and ARC Councils.  

 
The role of the individual members of the Project Board includes: 

 understanding the strategic implications and outcomes of initiatives being pursued 
through project outputs; 

 appreciating the significance of the project for some or all major stakeholders and 
represent their interests; 

 being genuinely interested in the initiative and the outcomes being pursued in the 
project; 

 being an advocate for the project's outcomes; 

 having a broad understanding of project management issues and the approach being 
adopted; 

 ensuring the requirements of stakeholders are met by the project's outputs; 

 helping balance conflicting priorities and resources; 

 providing guidance to the project team and users of the project's outputs; 

 considering ideas and issues raised; 

 reviewing the progress of the project; and 

 ensuring adherence of project activities to standards of best practice, both within the 
project and in a wider context. 

 
 

5. Composition 

The Board shall be composed of the following persons: 
 

(a) one person appointed by UNE; 
 
(b) one person appointed by the ARC; 
 
(c) up to two persons recommended by the Board and approved by the ARC and UNE; 
 
(d) one person jointly nominated by the ARC and UNE.  
 
provided that the Board resolves that any nominee under item (d) above possesses skills, 
knowledge and experience considered beneficial to the Project. 
 

 

6. Project Board Membership 

The Project Board membership is described in the following table. 
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Project Board Membership 

 

Project Role Name Job Title 

UNE Representative   Deputy Vice-Chancellor Research 

ARC Representative   Armidale Regional Council Member 

Agricultural Representative   

VET Representative   

Local Business Representative  President, Armidale Business Chamber 

Local Community 
Representative 

  

Project Leader  ARC Project Leader (Non-Voting) 
 

Project Leader  UNE Project Leader (Non-Voting) 
 

 
The Chair of the Project Board will be elected by its independent members. 

 
The Zero30 Project Board will be supported by members of the project team. 
 

Project Board Support 
 

Project Role Name Job Title 

Project Board Secretariat ARC 
Representative 

 ARC Sustainability Officer 

Project Board Secretariat UNE 
Representative 

 UNE Senior Project Manager 

 
 

7. Project Board Meeting Agenda  

All Project Board agenda items must be forwarded to the Project Secretariat 10 days prior to the next 
scheduled meeting. The Project Board agenda, with attached meeting papers will be distributed to all 
committee members at least 7 days prior to the next scheduled meeting. 
 
The Chair has the right to refuse to list an item on the formal agenda, but members may raise an item 
under ‘Other Business’ if necessary and as time permits. 
 
Project Board Agenda will be captured in the appropriate repository for the purposes of version and 
access control. 
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8. Minutes & Meeting Papers 

The minutes of each Project Board meeting will be prepared by the Project Secretariat. The minutes will 
be reviewed prior to release to other committee members. Full copies of the Minutes, including 
attachments, shall be provided to all committee members no later than 7 days following each meeting. 
By agreement of the Committee, out-of-session decisions will be deemed acceptable but not preferable.  
Where agreed, all out-of-session decisions shall be recorded in the minutes of the next scheduled Project 
Board meeting. 
 

9. Frequency of Meetings 

The Project Board will meet at least every 2 months but determined by project pace and Project Board 
members’ availability.  
 
 

10. Proxies to Meetings 

No proxies 
 
 

11. Quorum Requirements 

A minimum of 3 Project Board members is required for the meeting to be recognised as an authorised 
meeting for the recommendations or resolutions to be valid. This 3-member quorum must include the 
Chair. 
 
 

12. Self-review 

The Project Board shall review these Terms of Reference annually. 
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