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Project Team Roles & Responsibilities
Use this worksheet to identify the project team, clarify role ownership, and align responsibility for major project activities. Complete only the roles needed for the project.
1. Project Information
	Field
	Information

	Project Name
	[Enter information]

	Project Manager
	[Enter information]

	Executive Sponsor
	[Enter information]

	Project Sponsor
	[Enter information]

	Last Updated
	[Enter information]


2. Project Team
Assign individuals to the roles that apply. Add or remove rows as needed. Time commitment may be shown as hours per week or percentage of capacity.
	Role
	Team Member
	Unit / Team
	Primary Responsibility
	Time

	Executive Sponsor
	[Name]
	[Unit / Team]
	Provides executive direction, sponsorship, sequencing, and prioritization.
	[hrs / %]

	Project Sponsor
	[Name]
	[Unit / Team]
	Secures resources, champions the project, provides scope guidance, and supports major decisions.
	[hrs / %]

	Project Manager
	[Name]
	[Unit / Team]
	Leads planning, execution, monitoring, control, communication, and closure.
	[hrs / %]

	Business / Service Owner
	[Name]
	[Unit / Team]
	Represents the business or service outcome and confirms operational needs and acceptance.
	[hrs / %]

	Product Owner (if applicable)
	[Name]
	[Unit / Team]
	Prioritizes product value and backlog decisions for Agile delivery.
	[hrs / %]

	Technical Lead
	[Name]
	[Unit / Team]
	Provides technical direction and coordinates technical delivery.
	[hrs / %]

	Subject Matter Expert
	[Name]
	[Unit / Team]
	Provides specialized knowledge needed to deliver the project.
	[hrs / %]

	Requirements / Business Analyst
	[Name]
	[Unit / Team]
	Gathers and manages requirements aligned to project scope and outcomes.
	[hrs / %]

	Communication Lead
	[Name]
	[Unit / Team]
	Coordinates project communications and stakeholder messaging.
	[hrs / %]

	Testing / QA-QC Lead
	[Name]
	[Unit / Team]
	Plans and coordinates testing and quality activities.
	[hrs / %]

	Implementation / Change Lead
	[Name]
	[Unit / Team]
	Plans and coordinates implementation, transition, and readiness activities.
	[hrs / %]

	Other Key Role
	[Name]
	[Unit / Team]
	[Primary responsibility]
	[hrs / %]




3. Key Responsibilities & RACI
Use R = Responsible, A = Accountable, C = Consulted, I = Informed. Keep the matrix focused on major deliverables, decisions, or governance activities. It is not intended to replace a detailed work breakdown.
	Major Deliverable / Decision
	Sponsor
	PM
	Business / Service Owner
	Technical Lead
	Team / Other

	[Add major deliverable or decision]
	[R/A/C/I]
	[R/A/C/I]
	[R/A/C/I]
	[R/A/C/I]
	[R/A/C/I]

	[Add major deliverable or decision]
	[R/A/C/I]
	[R/A/C/I]
	[R/A/C/I]
	[R/A/C/I]
	[R/A/C/I]

	[Add major deliverable or decision]
	[R/A/C/I]
	[R/A/C/I]
	[R/A/C/I]
	[R/A/C/I]
	[R/A/C/I]

	[Add major deliverable or decision]
	[R/A/C/I]
	[R/A/C/I]
	[R/A/C/I]
	[R/A/C/I]
	[R/A/C/I]

	[Add major deliverable or decision]
	[R/A/C/I]
	[R/A/C/I]
	[R/A/C/I]
	[R/A/C/I]
	[R/A/C/I]

	[Add major deliverable or decision]
	[R/A/C/I]
	[R/A/C/I]
	[R/A/C/I]
	[R/A/C/I]
	[R/A/C/I]

	[Add major deliverable or decision]
	[R/A/C/I]
	[R/A/C/I]
	[R/A/C/I]
	[R/A/C/I]
	[R/A/C/I]

	[Add major deliverable or decision]
	[R/A/C/I]
	[R/A/C/I]
	[R/A/C/I]
	[R/A/C/I]
	[R/A/C/I]


4. Responsibility Alignment
Project Manager may decide: [Enter approach / authority]
Sponsor approval required for: [Enter approach / authority]
Executive / Steering approval required for: [Enter approach / authority]
Escalation path: [Enter approach / authority]


5. Common Role Reference
The descriptions below are a concise reference based on the role expectations in the source IT project team worksheet. Use them to help determine which roles are needed; define project-specific responsibility in the Team and RACI sections.
	Role
	Reference Expectation

	Executive Sponsor
	Provides executive direction, sponsorship, sequencing, and prioritization.

	Project Sponsor
	Provides authority, secures resources, champions the project, provides scope guidance, and supports major decisions.

	Project Stakeholder
	Individual or group with an interest in or ability to influence the project outcome.

	Resource Manager / Group
	Identifies and provides resources as needed to the project.

	Project Manager
	Responsible for successful planning, execution, monitoring, control, communication, and closure.

	Subject Matter Expert (SME)
	Provides specific subject expertise to the project.

	Technical Lead
	Provides technical guidance and direction.

	Developer Lead
	Provides software development guidance.

	Developer
	Provides software development.

	Hardware Lead
	Provides hardware technical direction.

	Database Analyst
	Provides database technical direction.

	Requirements Analyst
	Gathers user requirements aligned with project scope.

	Process Analyst
	Identifies and leads changes to organizational or user processes.

	Network Analyst
	Provides networking guidance.

	Usability Analyst
	Assesses usability of project products.

	Accessibility Analyst
	Assesses accessibility of project products.

	Security Analyst
	Assesses security of project products.

	Training Coordinator
	Plans and organizes training needed for project products.

	Communication Lead
	Organizes, creates, and communicates project communications.

	Testing (QA/QC) Coordinator
	Plans and coordinates testing; QA focuses on improving processes to prevent defects, while QC identifies defects before release.

	Implementation Coordinator
	Plans and coordinates implementation of project products.
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