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Roles and Responsibilities (ARCI) Matrix

Steps: 

1. Outline key deliverables

2. Break each deliverable into major elements of 

work (be specific, use verb + noun phrase)

3. Break each work element into specific action 

steps (be specific, use verb + noun phrase)

4. Determine timing for each step and overall 

deliverable

5. Assign R&R (only one A per action item to 

ensure follow up and accountability)


