Template for Roles and Responsibilities Matrix 
MF Groups can customize this matrix to their project and membership

	Member Name
	Title

	Responsibilities

	
	Group Leader (or Coordinator; Leader; Champion)
	· Management oversight
· Coordination to ensure ensuring group’s commitments and deliverables are met

	
	Campus Liaison 1, 2,3..etc.

	· Local oversight & management
· Reporting to group

	
	Budget manager
	· Helps develop any budgets
· Tracks expenses

· Develop reports to sponsors/funders

	
	Communications manager
	· Sets up realtime meetings (webex, etc.)
· Helps produce presentations and reports



	
	Note taker
	· Takes and share meeting minutes

	
	Web Master
	· Maintains group’s website/Drupal site

	
	What other roles….specific to group or project?  
	


� These are sample titles – each group needs to adapt titles and responsibilities according to the beneficiaries and scope of the project and activities. 


� Projects involving campuses should have somebody directly and publically responsible on behalf of the group for the group’s work at each of these campuses.    





