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This document can be used to describe how externally funded activity will be managed and governed. It can be adapted to fit the opportunity. 
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	Roles
	Tasks and responsibilities

	Board/Steering committee
	Role and tasks
authorises the overall project plan 
decision-making body in case of target/actual variances.
sets/adjusts priorities
approves outcomes
represents the project externally

	
	Responsibilities
Oversight of the activity being funded
Ensuring the activity is meeting objectives and needs of the fund.

	Director
(optional role for large undertakings with multiple participants)
	Role and tasks
manages staff
authorises orders
solves escalated conflicts
monitors outputs and outcomes 
reports to the funder

	
	Responsibilities
establishes the operating framework for staff
deals with all topics escalated and makes necessary decisions
secures resources (people, equipment etc.) as indicated by managers
monitoring and evaluation plan
communications plan 

	Manager
(assumes roles, tasks and responsibilities of director if director not needed)
	Role and tasks 
establishes and coordinates procedures
day-to-day operations to accomplish goals and objectives 
management of staff and delegation
internal communications
budget management
status review (identifying of actual/target variances) 
reporting
escalation of issues 

	
	Responsibilities: 
flow of information internally
meeting project goals and objectives, timescales and costs 
use of resources 
escalation of decisions
identify risks and suggest corrective action
liaising with partners

	Sub-manager
(responsible for work steams or discrete areas of activity)
	Role and tasks: 
day-to-day operation of workstream activity
prepares detailed workstream plans
informs manager about changes in the timeline or cost overruns
informs about the status of the work steam
presents the target/actual variances that have incurred the work steam
consults delivery staff about contents and deadlines of the workstream tasks

	
	Responsibilities: 
delivery of activity in the work stream to time and budget. 

	Delivery staff
(mix of generalists and specialists)
	Role and tasks: 
completion of tasks in line with the defined work stream
achieving the output/ outcomes of the work steam

	
	Responsibilities: 
deliver activity
informs the (sub)project manager/work stream lead about the status of the activities and changes in the time schedule.




