
Once completed, use your RACI over time to check in on the status of projects and 
maintain clarity on who is responsible for what and when! 
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RACI allows you and your team to clarify each 
individuals' roles and responsibilities. By creating a 
RACI chart for your project, the team will: 

•  Improve work speed and efficiency 
•  Increase transparency around decision-making 
•  Empower team leaders 
•  Increase team member satisfaction 
 

Create a RACI chart at the onset of a 
project or initiative, or any point when 
the team wants to clarify roles and 
responsibilities. Use it during regular 
team meetings to check the status of 
activities and manage the execution of 
work over time.  

RACI is a project management tool that allows teams to easily map out who is responsible for what 
activities, and the specific role each person will play.  The acronym stands for the different roles: 
Responsible, Accountable, Consulted, and Informed. It can be used in a variety of contexts, from work 
on a specific project to ongoing work with a group (such as nonprofit Board).  The definitions are 
flexible and should be interpreted to fit a team's culture and context. 

What is RACI? 

Why do you need it? When do you use it? 

How do I use it? 

Work smarter for animals and people. 

Step One:  Bring your project or stakeholder 
team together and brainstorm all of the 
relevant activities needed to complete for a 
project. List them along the side.  
  
Step Two:  Identify who needs to be 
Responsible, Accountable, Consulted, and 
Informed for each activity, using the guidance 
and definitions on the next page. List their 
names along the top. Add an R, A, C, or I to 
the relevant boxes.  
  
Step Three: Estimate the timeframe for 
completing the activity. List the time in the 
appropriate column.  
  
Step Four: Review and adjust any timelines 
and responsibilities.  

ACTIVITIES 
DATE TO 

FINISH Jane Vivek Amira Nic 

Cetacean by-catch 
report 3/18 A R C C 

Congressional 
committee meetings Ongoing R C I 

Coordinate FB push 
with social media team 7/18 C C A,R I 

Marine Protection 
Policy stakeholder 
meetings 

2/18- 
2/19 A,R R C C 

Protect Our Oceans 
event planning 11/18 C I A R 

RACI: Marine Mammal Protection Project 

Fig 1. Sample of completed  RACI 



ACTIVITIES TIME 

Add names of individual team members 

Internal 
boxes are 
completed 
with an 
R,A,C, or I 
depending 
on each 
person's 
role for 
each 
activity 

List 
activities 

down the 
side 

R Responsible The person who actually carries out the process or task and is responsible 
for getting the job done. 

A Accountable The person who is ultimately accountable for the process or task, the 
decision-maker. 

C Consulted People who are not directly involved in carrying out the task but are 
consulted (stakeholder or subject matter expert). 

I Informed Those who receive output from the process or task, or who need to stay 
informed along the way.  
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Insert date for 
completion 


