Roles and Responsibilities Chart

<<Project Name>>



<<Network Name>>

Template instructions: All text in italics is instructional and will help you to complete the template.  It should be removed from your document.  Text in double angle brackets (<<) should be replaced.

A roles and responsibilities chart outlines:

· the different roles that are needed for a project,

· specific individuals or groups that will fill those roles,

· the specific responsibilities that each individual will have on the project, and

· the product or project deliverables that she or he will be working on.

This chart should be created during the Propose stage o a project, with specific names for each role filled in the Plan stage after the proposal has been approved.
Project team members, the Project Sponsor, individual members of the Steering Committee and Advisory Committee (if applicable) and any other roles that are needed for the project should be included in the chart.  Note that one person often plays multiple roles in a project and should be listed separately for each role they are filling. 
The completed chart should be used as a reference and included in a summarized form in the Project Charter so that the people involved in the project will have a common understanding of each person’s role and responsibilities.   
Roles and Responsibilities Chart
Last Updated: <<DATE, TIME>>
	Role
	Name
	Responsibilities
	Deliverables

	A 1-3 word description of the role that is to be filled
For example:

Writer
	The name of the person or group who will be filling the role
	A summary of the responsibilities that the person or group will have in filling the role
For example:

-research 

-write curriculum

-write training resources
	A list of any major product or project deliverables which the person or group will be involved with
For example:

-curriculum

-pilot project

-training Materials
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