INCOSE Best Practice Example


Roles and Responsibilities (RASI Chart) with Example
A roles and responsibilities matrix supports development of a shared understanding of each member’s role and responsibility within the team and individual accountability for specific tasks/areas.  When responsibilities are clearly defined, the team:
· Avoids conflict by eliminating overlaps; decreases likelihood of parallel efforts

· Avoids surprises by eliminating “gaps” or “holes”. Helps prevent tasks from slipping through the cracks when everyone gets busy

· Makes expectations members have of each other explicit, by clearly defining individual and shared responsibilities

The RASI chart defines responsibilities for the Leadership Team.  The matrix should use a description of the Chapter’s products and services and major milestones/due dates as starting points to identify key tasks and major areas of responsibility.    The Leadership Team develops a matrix with the member names across the top and the tasks/responsibilities listed down the left side.  For each task, the team determines who has:
· direct responsibility to accomplish the task (R), 

· approval authority if required (A), 

· support responsibility to provide data or perform subtasks (S) 

· responsibility to stay informed (I).  

Start by having each team member fills in which responsibilities they believe belong to them on the team matrix.  Then, as a team, review the individual inputs and agree on the responsibility for each identified task.  Clarify and eliminate any serious overlaps and decide how to fill any gaps.

Matrix should be posted where it is readily available (INCOSE Connect is highly recommended) to use as a tool and reviewed / updated periodically as changes are made.

Responsible/Approval/Support/Inform (RASI) Chart

	CRITICAL

TASK
	PRES
	VP-PRES ELECT
	VP CHAP DEVELOP
	VP TECH DEVELOP
	SEC
	TRES
	PAST PRES
	DIRECTOR AT LARGE
	BOARD of DIRS
	COMM

COMM
	OUTREACH

COMM
	EDUC CIRRICUM
	FACILITIES

	Strategic Plan
	R
	S
	S
	S
	S
	S
	S
	S
	A
	
	
	
	

	Operating Plan
	S
	R
	S
	S
	S
	S
	S
	S
	A
	
	
	
	

	Leadership Team Mtg
	R
	S
	S
	S
	S
	S
	S
	S
	
	
	
	
	

	Action Item tracking
	R
	S
	I
	I
	I
	I
	I
	I
	
	
	
	
	

	Chapter Presentations
	S
	S
	R
	S
	I
	I
	S
	S
	A
	
	
	R
	

	Tutorials
	S
	S
	R
	S
	I
	I
	S
	S
	A
	
	
	R
	

	Facilities for Events
	I
	I
	R
	I
	I
	I
	II
	I
	A
	
	
	R
	R

	Minutes for Mtgs
	I
	S
	S
	I
	R
	I
	I
	I
	A
	
	
	
	

	Newsletter
	S
	S
	S
	S
	R
	I
	I
	I
	
	
	
	
	

	Publicity
	
	
	
	
	
	
	
	
	A
	
	
	
	

	--Chapter Tri-Fold
	
	
	
	
	
	
	
	
	
	
	R
	
	

	--Prospective Company 

Presentation/Packet
	
	
	
	
	
	
	
	
	
	
	R
	
	

	--Supporting Company

Presentation/Packet
	
	
	
	
	
	
	
	
	
	
	R
	
	

	--University/College Student Tri-Fold
	
	
	
	
	
	
	
	
	
	
	R
	
	

	New Member Packet
	
	
	
	
	
	
	
	
	
	
	R
	
	

	Early Education
	
	
	
	
	
	
	
	
	
	
	R
	
	

	Tri-Folds, etc
	
	
	
	
	
	
	
	
	
	
	
	
	

	Events
	
	
	
	
	
	
	
	
	
	
	
	
	

	Website Design/Maint
	
	
	
	
	
	
	
	
	
	R
	
	
	

	Website Content
	
	
	
	
	
	
	
	
	
	R
	
	
	

	Connect Site Admin
	S
	
	
	
	S
	
	
	
	
	R
	
	
	

	Disperse Funds <$501
	A
	
	
	
	
	R
	
	
	I
	
	
	
	

	Disperse Funds >$1000
	
	
	
	
	
	R
	
	
	A
	
	
	
	

	Treasurer’s Report
	
	
	
	
	
	R
	
	
	A
	
	
	
	

	Quarterly Report
	R
	S
	
	
	S
	
	
	
	
	
	
	
	

	Metrics/Circle Award
	S
	R
	S
	I
	S
	I
	S
	I
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