


Project Roles Worksheet
[INSERT Municipality Name]
Use this worksheet to identify the people and organizations involved in a municipal project, clarify their roles, and find responsibilities that still need to be assigned.
Project information
Project name: ______________________________________________
Project lead: _______________________________________________
Date completed: ____________________________________________
Current project stage:
	☐	Identifying a need or opportunity

	☐	Exploring options

	☐	Testing feasibility

	☐	Developing a proposed project

	☐	Seeking approvals or funding

	☐	Designing the project

	☐	Procuring services or construction

	☐	Constructing or implementing the project

	☐	Operating or maintaining the completed project



Next major decision or action: _________________________________________________________________________
Next review date or project point: __________________________________________
Project roles
Consider decision-makers, municipal staff, advisers, funders, regulators, property owners, operators, project partners, and affected partes.
	Person, group, or organization
	Role or authority
	What do they provide or need?
	When should they be involved?
	Municipal contact or next action

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Missing or unclear roles
Use this section to record missing expertise, unclear authority, duplicated responsibilities, or work that has not been assigned.
	Missing role or unclear responsibility
	Action needed
	Responsible person
	Target date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Final check
Before moving forward, confirm:
· Decision-making authority is clear.
· Project management and public communication responsibilities are assigned.
· Needed legal, financial, technical, and regulatory expertise is identified.
· Property owners, project partners, and affected groups are included.
· Missing or unclear roles have an assigned next step.
· A date has been set to review and update this worksheet.
Some parties identified here may also be audiences for public outreach. Use the Community Connections Map to consider how to reach them, what they need to know, what the municipality needs to learn, and who may help make the connection.
Notes
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