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	Strategic Steering Committee ‑ ITSC or TDT
	· Prioritizes business initiatives based upon adherence to strategic direction and projected R01

· Funds initiatives and monitors ongoing project expenses vs. progress (earned value)

· Considers and approves/rejects revised project budgets

· Authority to terminate projects (direction/cost)
	
	

	
	
	
	

	Steering Committee or Project Board

· established as a decision‑making forum for the lifetime of medium and large business projects


	· Provides direction and counsel to project team

· Sets expectations & targets

· Formally manages project scope and funding

· Reviews and approves milestone deliverables 

· Allocates resources 

· Authority to terminate projects (direction/cost)

· Participates in and/or approves post‑implementation review


	
	

	
	
	
	

	Sponsor

· Chairperson of the Project Board

· Champions the initiative and is ultimately accountable for its success and benefit realization

· A member of the Senior Management team (or designate) who has or can make the time to do the job


	· Defines and manages content of project scope

· Makes business decisions and provides direction to team.

· Ensures sustained buy‑in of the project/initiative at management levels 

· Ensures project manager and team are kept abreast of corporate strategies, other initiatives or changes that may impact the project team

· Clarifies and interprets relevant business policies and guidelines


· Identifies project stakeholders/vested interests

· Removes barriers to team progress, problem‑solving, resource and cross‑functional issues

· Maintains current knowledge of the project (project manager briefings, attends status meetings)

· Authorizes project spending/overspending based upon approved funding limits

· Represents the project to the Strategic Steering Committee

· Authority to terminate (direction/cost)

· Receives and approves deliverables and ensures sustained adherence to schedule and budget commitments

· Provides regular feedback to team on performance versus expectations

· Chairs the post‑implementation review and ensures end results match original goal
	
	

	
	
	
	

	Stakeholders/ Vested Interests
· The individuals or groups that may be impacted by the outcome of the business initiative
	· Identifies and communicates issues and concerns associated with the project in a clear, concise and timely manner

· Serves as a liaison between the project team and their own functional area(s) by:

· reviewing and commenting on

· distributing

project team communications (project initiation documents, status reports, deliverable sign‑offs, etc.) to all potentially impacted parties
	
	

	
	
	
	

	Program Manager
· Owns a program and is accountable for its overall success as measured by meeting its goals


	· Develops, gains approval for, and communicates the Program's goal, practices and business deliverables

· Breaks down the program into logical components and packages these components into projects

· Delegates management of the projects to appropriately skilled resources

· Audits projects to ensure adherence to established program practices and deliverable quality

· Identifies stakeholders/vested interests and ensures they have a voice in the direction and progress of the program

· Integrates project plans into an overall program plan and 
meets regularly with the project mangers to track status, issues, etc.

· Manages the program plan, updating and changing so as to reflect current scope, schedule and budget

· Anticipates problems and takes (or recommends) corrective action (including recommendation to terminate); escalates issues and problems as necessary to sponsor and/or Project Board

· Prepare and deliver program communication to relay progress, and issues

· Ensures sustained buy‑in at all levels
	
	

	
	
	
	

	Project Manager
· Owns the project and is accountable for the overall success of the project as measured by meeting scope, schedule and budget objectives
	· Develops Project Initiation document and high‑level project plan (deliverables, schedule, budget)

· Assists sponsor or program manager to identify stakeholders / vested interests

· Defines resource requirements, establishes project organization structure and manages project team

· Negotiates with line managers for resources and/or deliverables

· Creates detailed plan for the team (based upon agreed time estimates) and tracks progress against plan

· Formally manages scope change process and updates the initiation document and project plan as necessary

· Manages day‑to‑day project activities

· Monitors and tracks progress, and ensures quality of team deliverables

· Provides regular feedback to team members on performance versus expectation

· Communicates regularly to Project Board/Steering Committee, Sponsor, line managers and other stakeholders and manages the expectations of all

· Formally manages issues and resolves conflicts

· Assigns tasks to team members and tracks progress

· Anticipates problems and takes (or recommends) corrective action (including recommendation to terminate); escalates issues and problems as necessary to sponsor and/or Project Board/Steering Committee

· Gives stakeholders/vested interests a voice throughout the project

· Ensures sustained buy‑in at all levels to project scope and its deliverables


	
	

	
	
	
	

	Project Coordinator
	· Manages specific tasks and/or stages of projects.

· Assists Project Manager with project plan development and maintenance, documentation and reporting.

· Develops work flow / process diagrams and project documentation.

· Assists with/conducts requirements analysis, JAD sessions, and tool training/management.  
	
	

	
	
	
	

	Business or Technology Line Manager
	· Supports project managers in the achievement of the project goals

· Provides appropriately‑skilled personnel to the project as discussed and negotiated with the Project Manager as well as other requested resources (e.g. Equipment, machine‑cycles)

· Accountable for commitment to timeliness and quality of the deliverables from their area as negotiated with the Project Manager and documented in the project plan

· Prioritizes job duties so that subordinates can effectively participate on project team and honor project commitments

· Coaches and mentors subordinates in their project deliverables

· Identifies areas of risk, uncertainty or conflict related to project and/or its resources
	
	

	
	
	
	

	Business or Technical Coordinators
	· Provides detailed knowledge of business requirements and standards, technical methods and existing processes

· Validates task estimates of team members

· Coaches team members with the creation of deliverables

· Supports the Project Manager by developing sub‑project plans for their area of expertise/responsibility

· Identifies and co‑ordinates required resources

· Attends all status and directional meetings

· Supports project manager in gaining and retaining buy‑in and support from line manager and stakeholders
	
	

	
	
	
	

	Project Team member
	· Ensures clear understanding of assigned tasks and estimates effort and timeline for assigned deliverables

· Reports potential delays promptly and presents alternative plans for avoiding or recovering from them

· Completes assigned tasks on time, on budget and at specified quality

· Attends all status and directional meetings

· Supports project manager in gaining and retaining buy‑in and support from line manager and stakeholders

· Regularly communicates with stakeholders and provides opportunities for their input as it relates to assigned deliverables

· Actively contributes to project's success
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