Responsibility Assignment Matrix
Introduction
A Responsibility Assignment Matrix is used to communicate the work that needs to be done and the project team members that are responsible for that work.  The RAM provides a view of all activities assigned to one person and to see all the people assigned to a particular activity.  The level of involvement and the role of the person in the activity are also defined.  The roles and responsibility designations used in the template are suggestions and should be tailored to the  individual needs of the project manager and project team.
The RAM is commonly used in conjunction with the project plan and supports resource leveling.  Most project management software provides resource allocation reports which support (but do not replace) the Responsibility Assignment Matrix.
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 REMEMBER:  
You must get buy-in from your team on their level of 




involvement and the role that they will play.  A RAM can 




provide an overview that will facilitate confirmation.
Definition of fields

	Activities
	Per the work breakdown structure, the lowest level of work that will be managed within the project

	Stakeholders
	All parties that will be impacted by the project.  This includes the project team, as well as the project manager, sponsor, and client.

	Roles and Responsibilities
	The following designations establish the expectations of the project team members within the project

	· Participant
	Will contribute time and resources to complete the task 

	· Responsible
	Ensures that the deliverables that will result from the task are coordinated with other participants as necessary in support of the plan
Provides status of task to Project Manager
Accountable for the completion of task

	· Input required
	Available for consultation or direction throughout the task

	· Approve
	Available for walk-through and sign-off

	· Notify
	Included on communications plan concerning the process and any issues related to this task.  
Often this designation is the functional manager of those who are project team members.  Notification allows them to balance the utilization of these resources within this project with other organizational initiatives.
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	Project Resources

	Activity
	
P = Participant         R= Responsible          I = Input required         A = Approve      N = Notify



	
	
	
	Project
 Manager
	Client
	Sponsor
	Information Security
	Stakeholder
	Stakeholder
	Stakeholder
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Phone:





Project Manager:





Project Name:
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