
SOP Template: Assignment of Project Team and Roles
This SOP defines the assignment of project team and roles to ensure clear responsibilities and effective collaboration. It
includes identifying required skills, selecting team members, assigning specific roles and tasks, and establishing
communication protocols. The goal is to optimize project execution by aligning team capabilities with project objectives and
fostering accountability throughout the project lifecycle.

1. Purpose

To establish a standardized process for assigning project team members and defining their roles to ensure the successful
delivery of project objectives.

2. Scope

This procedure applies to all projects managed within the organization, regardless of size or complexity.

3. Responsibilities

Project Manager: Leads team assignment and role definition. Ensures roles align with project requirements.
Department Heads: Provide recommendations for team members and validate skill sets.
Team Members: Accept assigned roles, understand responsibilities, and collaborate as required.

4. Procedure

1. Identify Project Requirements:
Review project scope and objectives.
Document required skills and expertise.

2. Select Team Members:
Consult department heads for suitable candidates.
Assess availability and fit of proposed team members.

3. Assign Roles and Responsibilities:
Define clear roles for each member (see example table below).
Communicate expectations and deliverables.

4. Establish Communication Protocols:
Determine reporting hierarchy and frequency.
Set up regular meetings and update channels.

5. Document Assignments:
Create a team assignment document for reference.
Share with all stakeholders.

6. Monitor and Update:
Review roles periodically and adjust as needed.
Communicate any changes promptly.

5. Example: Team Assignment Table

Name Role Responsibilities Reporting To

Jane Doe Project Manager Lead team, coordinate tasks, oversee project execution Project Sponsor

John Smith Lead Developer Technical implementation, code review, mentor developers Project Manager



Sarah Lee QA Analyst Test deliverables, ensure quality standards, report issues Lead Developer

Michael Wang Business Analyst Gather requirements, liaise with stakeholders Project Manager

6. References

Project Management Guidelines
HR Resource Allocation Policy

7. Revision History

Version Date Description Author

1.0 2024-06-20 Initial SOP Template PMO Office
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