
                                                                                          Practical Project Management Toolkit 

RACI Matrix | Digital E-Learning 
Free for personal and business use © Digital E-Learning                                              www.digitalelearnings.com 

 

RACI Matrix Implementation Toolkit 

Manufacturing-ready templates, checklists, audit forms, and meeting tools for clear roles, 

accountability, and faster project execution. 

Topic RACI Matrix in Project Management 

Best Use 
Project kickoff, manufacturing NPI, process 
improvement, quality projects, launch readiness, 
and cross-functional governance 

Recommended Format 
Excel workbook for live tracking + Word document 
for guidance, checklists, and sign-off forms 

Author Digital E-Learning 

Website https://digitalelearnings.com 

1. Toolkit Inventory: High-Value Documents Included 

This toolkit is designed for practitioners who need immediate value, not theory. Each item below is 

included because it helps a project team assign ownership, remove approval ambiguity, and keep 

stakeholders aligned. 

Document / Tool Format 
Immediate Practical 
Value 

Why Practitioners Use 
It 

Master RACI Matrix Excel 

Assign Responsible, 
Accountable, Consulted, 
and Informed roles for 
every task or 
deliverable. Includes 
dropdowns and color-
coded cells. 

Improves role clarity, 
accountability, 
stakeholder 
engagement, and 
project execution 
discipline. 

RACI Role Summary 
Dashboard 

Excel 

Shows workload 
balance by stakeholder 
and flags role overload, 
missing Responsible 
roles, and missing 
Accountable owners. 

Improves role clarity, 
accountability, 
stakeholder 
engagement, and 
project execution 
discipline. 

Stakeholder Register Excel 

Capture each 
stakeholder, function, 
decision authority, 
preferred 
communication 
method, escalation 
path, and involvement 
level. 

Improves role clarity, 
accountability, 
stakeholder 
engagement, and 
project execution 
discipline. 
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RACI Rules Audit Sheet Excel 

Fast health check to 
validate at least one R, 
exactly one A, limited C 
roles, and no blank 
critical ownership. 

Improves role clarity, 
accountability, 
stakeholder 
engagement, and 
project execution 
discipline. 

Communication Plan Excel 

Convert C and I 
assignments into 
practical meeting, 
approval, and update 
routines. 

Improves role clarity, 
accountability, 
stakeholder 
engagement, and 
project execution 
discipline. 

Approval Tracker Excel 

Track required 
decisions, final 
approvers, due dates, 
status, and evidence 
links. 

Improves role clarity, 
accountability, 
stakeholder 
engagement, and 
project execution 
discipline. 

Implementation 
Checklist 

Word 

Step-by-step checklist 
for building and 
validating the matrix 
with the project team. 

Improves role clarity, 
accountability, 
stakeholder 
engagement, and 
project execution 
discipline. 

RACI Review Meeting 
Agenda 

Word 

Ready-to-use agenda 
for kickoff or 
governance meetings to 
confirm accountability 
and resolve conflicts. 

Improves role clarity, 
accountability, 
stakeholder 
engagement, and 
project execution 
discipline. 

RACI Change Control 
Form 

Word 

Simple document to 
approve ownership 
changes when project 
scope, team members, 
or responsibilities shift. 

Improves role clarity, 
accountability, 
stakeholder 
engagement, and 
project execution 
discipline. 

RACI Sign-Off Sheet Word 

Formal sign-off page to 
confirm stakeholder 
acceptance of assigned 
roles and 
responsibilities. 

Improves role clarity, 
accountability, 
stakeholder 
engagement, and 
project execution 
discipline. 
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2. RACI Matrix Implementation Checklist 

☐ List major project deliverables and decisions before assigning names. 

☐ Use roles or functions first, then map actual people where required. 

☐ Ensure every row has at least one Responsible owner. 

☐ Ensure every row has exactly one Accountable decision owner. 

☐ Limit Consulted stakeholders to people whose input genuinely affects the decision or deliverable. 

☐ Use Informed for stakeholders who need updates but do not need to influence every decision. 

☐ Review the matrix with the project team and adjust conflicts before execution starts. 

☐ Store the matrix where the team manages project work, not in a forgotten folder. 

☐ Review the matrix whenever scope, team structure, or approval authority changes. 

☐ Use the Rules Audit Sheet before every major phase gate or launch readiness review. 

3. RACI Review Meeting Template 

Agenda Item Purpose Owner Output 

Review project scope 
and deliverables 

Confirm the work that 
requires ownership 

Project Manager Agreed task list 

Validate Responsible 
roles 

Confirm who performs 
the work 

Task Owners No orphan tasks 

Validate Accountable 
roles 

Confirm final decision 
owner 

Sponsor / Process 
Owner 

One accountable owner 
per task 

Challenge excessive 
Consulted roles 

Reduce approval delays 
and decision noise 

Project Manager 
Lean stakeholder 
involvement 

Confirm communication 
flow 

Clarify who gets 
updates and how often 

PM / Comms Lead 
Practical update 
cadence 

Sign off and publish 
Create shared 
understanding and 
commitment 

All key stakeholders Approved RACI baseline 

4. RACI Change Control Form 

Change Request ID  

Task / Deliverable Affected  

Current RACI Assignment  

Proposed RACI Assignment  

Reason for Change  
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Impact on Timeline / Risk / Approval  

Approved By / Date  

5. RACI Sign-Off Sheet 

Name Function Role in Project Signature Date 
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