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 Useful in clarifying roles and responsibilities in cross-functional 

projects and processes. 

 Describes the participation by various roles in completing tasks 

for a project or a business process. 

 Also known as RACI Matrix. 

 RACI Acronym derived from the four key responsibilities: 

  

 - Responsibility Assignment Matrix 

Responsible 

Accountable 

Consulted 

Informed 
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 - Responsibility Assignment Matrix 

Responsible 

Accountable 

Consulted 

Informed 

The doer Can tell more 

 Sign off work Kept in the picture 
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Responsible:  

 This is the person responsible for actually doing the work. 

 There can be a number of doers in any task. 

 There is at least one role with a participation type of responsible. 

 Others can be delegated to assist in the work required. 

 They may be a team leader who will engage others to do the 

work. 

  

 - Responsibility Assignment Matrix 
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Accountable:  

 The one who delegates the work to those responsible. 

 The one who ensures the work is completed to time, budget and 

quality. 

 They may be the same person as the responsible person (when 

the team is small) or they may be the responsible person’s 

manager. 

 There must be only one accountable 

specified for each task or deliverable. 

 They are also responsible in 

approving the completed work. 

  

 - Responsibility Assignment Matrix 
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Consulted:  

 The subject-matter experts in a particular area or topic. 

 They possess special knowledge or skills in a particular area of 

endeavor. 

 It is useful to ask them for input and get their opinion. 

 This may be through surveys, meetings, focus groups, reviews, 

etc. 

 Their opinion may be taken into account, 

however, they don't have authority to 

change the work or block completion 

(unless explicitly given). 

  

 - Responsibility Assignment Matrix 
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Informed:  

 Those who are kept up-to-date on progress as their work depends 

on the task. 

 They are often updated only on completion of the task. 

 They have no say about the outcomes and no control over how it 

is implemented. 

 This may also include other departments 

who might be impacted in some way. 

 keeping them informed is known to be 

good practice, although the style and 

timing of this must also be carefully 

planned. 

  

 - Responsibility Assignment Matrix 
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Tips:  

 RACI planning is useful also for highlighting 

issues such as: 

• Too many cooks. 

• Not enough communication. 

 Very often the role that is accountable for a task 

may also be responsible for completing it. 

 Outside of this exception, it is recommended that each role in the 

project or process for each task receive, at most, just one of the 

participation types. 

  

 - Responsibility Assignment Matrix 
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Example – Assigning People to a Project:  

 

  

 - Responsibility Assignment Matrix 

Adam Sami Ali Harvey Sara 

Collect data A R R 

Analyze data I A/R C 

Order parts A I C R 

Document A/R I C I C 
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Example: Assigning Roles to a Project:   

 

  

 - Responsibility Assignment Matrix 

Manager Designer Writer Sales Admin 

Project planning A C C C R 

Content review C I A/R C I 

Site building A R I C I 

Testing C R I I A/R 

Sales follow-up A C C R C 


