Project Roles and Responsibilities

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Project Roles and Responsibilities for [Project Name]
Dear [Recipient's Name],

As we embark on the [Project Name], it is essential to clearly outline the roles and
responsibilities of each team member to ensure smooth collaboration and project success. Below
is a summary of the roles assigned to each member:

Project Roles:

e Project Manager: [Name] - Responsible for overall project planning, execution, and
delivery.

e Technical Lead: [Name] - Oversees technical aspects and architecture of the project.

e Business Analyst: [Name] - Gathers requirements and ensures alignment with business
objectives.

« Design Lead: [Name] - Responsible for project design and user experience.

o QA Specialist: [Name] - Ensures the quality of the deliverables through testing.

o Developer: [Name] - Responsible for coding and development tasks.

Please review the assigned roles and let me know if you have any questions or if any adjustments
are needed. Clear communication and defined responsibilities are key to the success of our
project.

Thank you for your commitment and efforts in making [Project Name] a success.

Sincerely,

[Your Name]

[Your Position]
[Your Contact Information]



