


�x Descriptions of the roles and time commitments of personnel and 
participants involved in the project, as well as how these roles might 
change throughout the project 

�x Procedures to recruit  and train participants, if applicable  

�x Procedures to acquire and maintain equipment  

�x A timeline for the various stages of the project  

�x A process to handle possible project modifications  

�x Consideration of the project’s broader impacts  

 

Depending on the project, you may wish to address other issues. OGCA can 
assist with drafting additional content.  

Roles and Responsibilities of  Personnel  
Descriptions of the roles of personnel and participants are crucial to 
understanding how a project will proceed. This component of the 
management plan should include the time commitments required, such as 
on a daily or weekly basis, once a month, or only for occasional meetings. It 
should also include the potential evolution of each role throughout the 
project’s proposed time frame. Where possible, name specific personnel.  

An organizational chart may be an effective tool to display this information. 
Use of an organizational chart can streamline otherwise complex 
descriptions of personnel interaction and individual responsi bilities in the 
structure of overall management. For example, a larger project that 
includes external and internal management committees, advisory boards, 
and program liaisons may provide an organizational chart to visually 
represent systems of governance and decision-making. 

Student  Participation 
If a project requires student participants, it may be beneficial to detail the 
procedures for participant selection, retention, and evaluation.  
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