Mastering the Management Buckets – Chapter 17: The Operations Bucket


Worksheet #17.1
Prime Responsibility Chart
Clarify Responsibilities, Task Ownership and Approval Requirements
Eliminate all fuzzy roles—and identify a point person for every task.

SAMPLE ONLY (not prescriptive for your organization)
P    =    Prime Responsibility
A    =    Assistant Responsibility
AP  =   Approval Required
	Tasks and Responsibilities
	Board
	Executive

Committee

	CEO
	COO
	CFO
	Program

Director

	PERSONNEL

	
	
	
	
	
	

	1) Hire and fire the CEO
	AP
	P
	
	
	
	

	2) Hire and fire other senior leaders
	
	
	P
	
	
	

	3) Staff handbook annual review
	
	
	AP
	P
	A
	

	FINANCE & ACCOUNTING

	
	
	
	
	
	

	1) Annual budget
	AP
	
	A
	A
	P
	A

	2) Quarterly financial reports
	AP
	
	
	
	P
	

	3) Annual audit
	AP
	P
	
	
	A
	

	4) Non-budgeted expenditures under $5,000
	
	
	
	
	AP
	

	STRATEGIC PLAN

	
	
	
	
	
	

	1) Three-year strategic plan update
	AP
	AP
	P
	A
	A
	A

	2) Mission, BHAG, core values
	AP
	
	P
	
	
	

	3) CEO Standards of Performance (SOPs)
	AP
	A
	P
	
	
	

	Add additional categories and tasks below:
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