Roles & Responsibilities


Project: _____________________________________

Note: The table below details the roles and responsibilities for key constituents of the project management process. This information should be communicated during the project kickoff. Additional roles can be added as well, such as Business Analyst, Technical Lead, and Sub-Team Leads as applicable.
	Role
	Responsibilities
	Name

	Project Manager XE "Project Manager:Role" 

	· Ensure that the Project Sponsor is well-informed of the progress of the project

· Manage and develop the project team resources

· Manage the project using the established project management processes

· Provide accurate information to the PMO, Steering Team, and Resource Managers as required
	

	Project Sponsor XE "Project Sponsor:Role" 

	· Provide content for the business case
· Participate in initial planning to:

· Ensure that the problem or opportunity is defined accurately

· Ensure that the solution is appropriate and reasonable

· Meet regularly with the Project Manager to understand project status

· Provide input and assistance, as needed, to ensure the project stays on track

· Approve all deliverables, changes, etc. in a timely fashion
· Manage change requests
· Provide input to the governance board, as requested 

· Lead the Steering Team, if applicable 

· Track and document financial benefits generated from the project 
	

	Steering Team XE "Steering Team:Role"  Members


	· Review periodic project status with Sponsor  

· Review project priority, dependencies, scope, risk, performance  

· Remove roadblocks and make decisions to continue project progress
· Provide guidance and direction through the Stage Gate process
	

	Stakeholders XE "Stakeholders:Role" 

	· Participate in initial planning to deliberate goals & objectives

· Attend kick-off meeting

· Assist in requirements definition, design (e.g., prototype reviews) and user acceptance testing, as appropriate
	

	All Project Team Members XE "Project Team:Role" 

	· Provide estimates for work to be done, including ongoing contributor estimates
· Participate in creating and validating the project schedule 

· Perform the work of the project

· Provide status updates to Project Manager based on the established schedule

· Track time spent on project work

· Update Skills Assessment database, as necessary
	












