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This template contains a paragraph style called Instructional Text. Text using this paragraph style is designed to assist the reader in completing the document. Text in paragraphs added after this help text is automatically set to the appropriate body text level. For best results and to maintain formatting consistency, use the provided paragraphs styles.
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1. Expanded Team List

	Name
	Team
	Role
	Phone
	Alternate Phone
	Work Site
	Fax/Pager
	Availability
	E-Mail

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


2. Consultants

List names of staff outside of the project that are consulted.

	Name
	Team
	Role
	Phone
	Alternate Phone
	Work Site
	Fax/Pager
	Availability
	E-Mail

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


3. Mailing Addresses

List all applicable mailing addresses to Field Office, Medical Centers, or other organizations.

	Office Name
	Address/Phone

	
	

	
	


4. Ongoing Meetings Schedule
(Note: Please identify a backup when you are unavailable)
	Meeting
	Day
	Time
	Minutes & Web Site URL(s)
	Length
	Number
	Project Attendees
	Backups

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


5. Distribution List Information 

	Purpose of Distribution List
	Team
	Outlook Distribution List Name
	Mail Group Manager

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


6. Web Pages of Interest

	Webpage Name
	URL
	Web Master

	<Project Name>  Website 
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


7. Report Descriptions 

An asterisk in the “R” column indicates the report is required.

	Report Name
	R
	Minimum Frequency
	Author (A) and Distribution (D)
	Description

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


7.1. RACI Chart
<This chart may be included here or in another document such as the Project Management Plan (PMP) or the Software Development Plan (SDP). The data in the chart below is provided for example purposes only. You should tailor to your project needs.>

The purpose of the RACI Matrix is to create a matrix of activities and roles and sufficiently define the Responsible, Accountable, Consulted and Informed (RACI) participation level.

This is accomplished by allocating to each activity, task or decision the role that is accountable and/or responsible for it as well as those roles to be consulted with beforehand, or informed afterward.

Definitions for RACI are as follows:

Responsibility (R): the correct execution of the process and activities. The person(s) or group(s) who actually execute the task are said to be responsible.

Accountability (A): the ownership of the quality of the end result and process. For each activity, only one role (person or group) should be accountable.

Consulted (C): involvement through input of knowledge and information. If the activity requires a response or input from a person or group, they are considered consulted.

Informed (I): receiving information about process execution and quality. If the activity requires that a person or group receive information only (per activity or in summary form), then they are informed.

The following table provides the suggested RACI Matrix. The “x-axis” of the RACI Matrix shows all of the relevant roles within the organization, and appropriate touch points outside of the organization. The “y-axis” lists the activities, tasks and decisions that make up the project’s work. 

	PARTICIPATION CODES
	PROCESS ROLES

	R = Responsible
	

	A = Accountable
	

	C = Consulted
	

	I = Informed
	

	ACTIVITIES
	Role 1 
	Role 2
	Role 3
	Role 4
	Role 5
	Role 6
	Role 7
	Role 8
	Role 9
	Role 10

	3.1.
	Activity 1 
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