RACI matrix

PROJECT ROLE 1 ROLE 2 ROLE 3 ROLE 4
Who does what one A per row, always
TASK, DELIVERABLE, OR DECISION ROLE 1 ROLE 2 ROLE 3 ROLE 4

R does the work. A owns it; exactly one per row. C gives input before, two-way. | hears after; most people are I.

Use role titles, not names. Include decisions and approvals as rows, not just activities.
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