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Project Name
Roles and Responsibilities
	Project Team Members

	Role
	Name(s)
	Roles and Responsibilities 

	Executive Sponsor 
	
	· Champion the effort.

· Provide high-level oversight, direction, and support.

· Ensure project meets goals.

· Address any significant budget issues.

· Approve any major scope changes.

· Provide resources, if needed.

· Approve project initiation and conclusion.

· Meet regularly throughout effort.

· Approve the project charter(s).

	Business Sponsor 
	
	· Ensure University objectives are being met.

· Partner to oversee project deliverables, schedule, budget, and human resources.

· Champion the effort.

· Provide high-level updates to executive groups.

· Approve or recommend scope changes.

· Review and provide approval at key junctures of the project.

· Meet regularly with project managers and system support.

	Technical Sponsor
	
	· Provide technical/development resources.

· Meet regularly throughout effort.

· Review and provide approval at key junctures of the project.

· Approve or recommend scope changes.

· Approve the project charter.

	Project Manager
	
	· Responsible for the overall success of the project.

· Manage and lead the project team.

· Recruit project staff and consultants, where necessary.

· Manage coordination of the partners and working groups engaged in project work.

· Facilitate scope definition including functionality and technology.

· Facilitate project plan development to set expectations for deliverables and schedule.

· Perform detailed project planning and control including:
· Develop and maintain a detailed work plan.

· Manage project deliverables in line with the project plan.

· Record and manage project issues and escalate where necessary.

· Resolve cross-functional issues at project level.

· Manage project scope and change control and escalate issues where necessary.

· Monitor project progress and performance.

· Provide status reports to the project sponsor and PMO Director.
· Coordinate with, and update progress to, project steering board/senior management.

· Manage project evaluation and dissemination activities.

· Coordinate phase sign-offs.

· Work closely with users to ensure the project meets business needs.

	Business Process Owner (BPO) 
	
	· Define and own the various activities that together comprise a business process.  

· Engage with the Project Manager, team members, and subject matter experts (SMEs). 

· Review and sign off on requirements, process flows, gaps, and design documents.

· Engage project manager, team members, and SMEs in conversations about the system functionality, business process changes, and gap recommendations.

· Perform user acceptance testing; accountable for final system acceptance.

· Engage the Coordinate Campus & Collegiate users, Project Management, and other groups as necessary to discuss and/or socialize the changes in business processes, organizational design, and solutions to gaps.

· Ensure the organization and distributed user community are prepared to use the product and the necessary support is in place.

· Seek, accept, and respond to feedback from the University community during and after the system is installed.

· Assume the role of primary OIT contact point for future maintenance for each system/module.

	Business Process Subject Matter Expert (SME) 
	
	· Review the deliverables of the team on behalf of the BPO, including the process flows and requirements. 

· Validate the work recommendations and the business processes and identify gaps or areas of concern for the University. 

· Attend meetings and conference room pilots to validate and identify areas of concern.

· Identify the University’s diverse needs for the team and help support the solutions.

· Socialize the new processes and work of the project with the University community.

· Provide an additional level of testing to support the project.

	Technical Lead
	
	· Lead technical solution requirements and design for software and infrastructure components. 

· Ensure solution complies with OIT architectural standards. 

· Link with other OIT technical staff as needed. 

· Ensure successful build, test, and deployment from technical perspective. 

	Technical Subject Matter Expert (SME)
	
	· Report to Technical Lead for the project. 

· Serve as a liaison to specific OIT department. 

· Represent technical area in solution requirements, design, build, test, and deployment. 

· Attend meetings and review documents as needed. 

	Analyst
	
	· Document business process flows, requirements, and gaps. 

· Ensure all requirements are addressed.

· Ensure cross-team communication and collaboration. 

· Identify cross-team issues and coordinate issue resolution. 

· Provide analysis and recommendations to the BPOs on any process decisions, gaps, or unmet requirements.

· Validate the application requirements meet overall business process needs, are within the project scope, and are internally consistent, working with the BPOs, their staff, and the SMEs.

· Develop functional specification.

· Prepare the design documents to support the recommended flows.

· Test the system to ensure it meets the specs.

· Work with the BPOs to ensure the needs of the University can be supported.

· Ensure that other team members, such as the Change Management team and the Technical team have the information they need from the functional team to complete their work successfully. 

· Review project deliverables for completeness, quality, and compliance with established project standards.

	Application Developer
	
	· Assist with identifying gaps in system functionality to business requirements.

· Provide technical and setup expertise.

· Assist with cost benefit analysis.

· Develop technical specifications based on functional requirements.

· Build application system.

· Develop and unit test system modifications

· Work with security experts to define security needs.

· Prepare build notes.

	Disaster Recovery Analyst
	
	· Assist project team in creating a disaster recovery plan for new services/applications. 
· Work with the Analyst and BPO to obtain an understanding of the service and underlying applications in order to determine the impact to the University and/or users if the service is not available. 

· Complete data gathering and business impact and risk assessment. 

· Conduct table top simulation exercise or desk check of the disaster recovery plan. 

	Communications Analyst
	
	· Assist in communicating project information as needed to all of OIT and/or across the University. 

	Service Desk Analyst
	
	· Assist in incorporating a new service/application into the Service Desk portfolio.  

	Training Analyst
	
	· Work with the project team to determine training needs for the project. 
· Create and deliver any necessary training. 

	Stakeholder
	
	· Actively support and endorse project.
· Ensure quality outcomes.
· Participate in business process definition.

· Assign dedicated staff members.
· Actively participate in business process analysis, functionality, and process changes to minimize the need system modifications.

· Change policy and procedures to support redesigned process.
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