
Project Roles and Tasks Outline 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Key Roles and Tasks for [Project Name] 

Project Overview 

[Brief description of the project] 

Key Roles 

• Project Manager: [Name] - Responsible for overall project planning and execution. 

• Lead Developer: [Name] - Oversees the development team and ensures code quality. 

• UX/UI Designer: [Name] - Designs user interface and user experience guidelines. 

• QA Analyst: [Name] - Tests the application for bugs and usability. 

Tasks Outline 

• Project Manager:  

o Define project scope and objectives. 

o Manage project budget and resources. 

o Communicate with stakeholders. 

• Lead Developer:  

o Develop application architecture. 

o Coordinate code reviews. 

o Mentor junior developers. 

• UX/UI Designer:  

o Create wireframes and prototypes. 

o Conduct user research and testing. 

o Develop design guidelines. 

• QA Analyst:  

o Create testing plans and scripts. 

o Perform manual and automated testing. 

o Document and report bugs. 

Next Steps 



Please review the roles and tasks outlined above. We will discuss this further in our upcoming 

meeting scheduled for [Insert Date]. 

Thank you, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


