Responsibility Matrix (Development Process)
	Project 21 Jumpstar (Web site rebuild/makeover)
	Responsibility

	
	
	PM
	DM
	PrM
	APM
	TM
	AcM
	IA
	PD

	WBS
	Task Description                                                                                 (Initials)
	GN
	KT
	DD
	SW
	MF
	JW
	LR
	VY

	1.0
	Initiation – Analyse tender documents
	P
	
	
	S
	
	
	
	

	1.0.1
	Decide to pitch or not. Inform Project Director X with reasons
	S
	
	
	
	
	
	
	P

	1.1
	Pitch – (if approved) - assemble pitch team
	P
	S
	S
	
	S
	S
	
	

	1.1.1
	Assignment of roles (graphics, programming, testing, QA etc)
	P
	S 
	S
	Su
	S
	S
	Su
	

	1.1.2
	Liaise with prospective client if possible for clarity on points
	P
	
	
	
	
	Su
	
	

	
	Pitch development
	Project Team Member Initials

	
	
	PM
	xx
	xx
	xx
	xx
	xx
	xx
	PD

	2.0
	Pitch team briefing – high level scope and timing
	P
	Su
	Su
	S
	Su
	Su
	Su
	

	2.1
	Brainstorm ideas to suit brief
	P
	R
	R
	Su
	R
	R
	R
	

	2.2
	Decide way forward + timing + cost estimate
	P
	Su
	Su
	Su
	Su
	Su
	Su
	

	2.2.1
	Inform Project Director of way forward
	P
	
	
	
	
	
	
	Su

	2.2.2
	Liaise with prospective client to check on direction
	P
	
	
	Su
	
	Su
	
	

	2.3
	Response to tender document – prepare and get feedback
	P
	Su
	Su
	S
	Su
	Su
	Su
	Su

	2.3.1
	Revise, agree with Project Director and send off
	P
	
	
	
	
	
	
	Su

	
	If short-listed
	
	
	
	
	
	
	
	

	3.0
	Inform Project Director and the team. Organise meeting
	P
	Su
	Su
	Su
	Su
	Su
	Su
	Su

	3.1.0
	Brief the team, indicate any changes in direction, revise schedule
	P
	Su
	Su
	S
	Su
	Su
	Su
	

	3.1.1
	Monitor pitch development of samples
	P
	
	S
	Su
	
	
	
	

	3.1.1.1
	Graphics production
	
	P
	
	
	
	
	
	

	3.1.1.2
	Interface and Content analysis input
	
	
	
	
	
	
	P
	

	3.1.1.3
	Technical analysis
	
	
	
	
	P
	
	
	

	3.1.1.4
	Prepare company pitch response presentation
	P
	
	
	Su
	
	
	
	Su

	3.2
	Pitch presentation rehearsal
	P
	R
	R
	S
	R
	R
	R
	Su

	3.2.1
	Revise presentation
	P
	R
	R
	Su
	R
	R
	R
	Su

	
	Pitch Presentation
	
	
	
	
	
	
	
	

	4.0
	Give pitch
	P
	Su
	Su
	Su
	Su
	Su
	Su
	P*

	PM=Project Manager   DM=Design Manager   PrM=Production Manager   IA=Information Architect APM=Assistant Project Manager   TM=Technical Manager   AcM=Account Manager   PD=Project Director
	P=Prime Responsibility   R=Responsibility   S=Secondary Responsibility

Su=Support Responsibility

(P*= Prime Responsibility and Accountability to company  and other directors)
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