Project Team Roles and Responsibilities

Date: [Insert Date]
To: [Team Members/Stakeholders]

From: [Project Manager's Name]

Dear Team,

As we embark on our project, it is imperative to have a clear understanding of each member's
role and responsibilities. Below is the defined structure for our project team:

Project Manager: [Name]
« Oversee the project execution.
o Ensure timely communication among team members.
« Manage project budget and resources.
Lead Developer: [Name]
e Architect the software design.

o Lead the development team.
« Conduct code reviews and ensure quality standards.

Designer: [Name]
« Create visual design concepts.
o Collaborate with developers on Ul/UX.
o Prepare design documentation.
Quality Assurance Specialist: [Name]
o Develop testing plans and strategies.
o Conduct tests to identify bugs.

e Ensure the final product meets quality standards.

Let's work together to ensure a successful project outcome. Please feel free to reach out if you
have any questions or require further clarification regarding your roles.

Sincerely,

[Project Manager's Name]
[Contact Information]



