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Project Title: Date Prepared:

Role Number Skill level

1.

2.
3.
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6.
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6.

1.

2.
3.

4.
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6.

Team Member Identification and Estimates

Staff Acquisition Staff Release

Role Responsibility Authority

1.

2.
3.

4.

5.
6.

1.

2.
3.

4.

5.
6.

1.

2.
3.

4.

5.
6.

Roles, Responsibilities, and Authority

Project Organizational Structure
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Resource Amount Grade

1.

2.
3.

4.

5.
6.

1.

2.
3.

4.

5.
6.

1.

2.
3.

4.

5.
6.

Physical Resource Identification and Estimates

Project Organizational Structure

Rewards and Recognition

Team Development

Resource Acquisition

Resource Management
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Elements of the Form

Document 
element Description

Team member 
identification

Team member 
acquisition 

Team member 
management

Project 
organizational chart 

Roles and 
responsibilities

Methods used to identify the skill sets needed and the 
level of skill needed. This includes techniques to estimate 
the number of resources needed, such as information 
from past projects, parametric estimates, or industry 
standards.

Document how staff will be brought on to the project. 
Describe any differences between internal team 
members and contract team members with regard to 
on-boarding procedures.

Document how team members will be managed and 
eventually released from the team. Management 
methods may vary depending on the relative authority 
of the project manager and whether team members are 
internal to the organization or contract staff. Team 
member release should include methods for knowledge 
transfer.

Create a hierarchy chart to show the project reporting 
and organizational structure.

Provide information on the following:
role. Identify the role or job title and a brief description of 
the role. 
authority. Define the decision-making, approval, and 
influence levels for each role. Examples include 
alternative selection, conflict management, prioritizing, 
rewarding and penalizing, etc.
responsibility. Define the activities that each role carries 
out, such as job duties, processes involved, and the 
hand-offs to other roles. 
qualifications. Describe any prerequisites, experience, 
licenses, seniority levels, or other qualifications necessary 
to fulfill the role. 
competencies. Describe specific role or job skills and 
capacities required to complete the work. May include 
details on languages, technology, or other information 
necessary to complete the roles successfully.
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Elements of the Form

Document 
element Description

Training 
requirements

Rewards and 
recognition 

Team development

Physical resource 
identification

Physical resource 
acquisition

Physical resource 
management

Describe any required training on equipment, 
technology, or company processes. Include information 
on how and when training will be accomplished.

Describe any reward and recognition processes and 
limitations.

Describe methods for developing individual team 
members and the team as a whole.

Methods used to identify the materials, equipment, and 
supplies needed to complete the work. This includes units 
of measure and techniques to estimate the amount of 
resources needed, such as information from past 
projects, parametric estimates, or industry standards.

Document how equipment, materials, and supplies will 
be acquired. This can include buy, lease, rent, or pull 
from inventory. In the event resources are acquired, 
ensure alignment with procurement management 
processes.

Document how materials, equipment, and supplies will 
be managed to ensure they are available when 
needed. This can include appropriate inventory, supply 
chain, and logistics information.


