	[image: image1.png]adsensus




	RFP/Bid/Project etc. name
RFP/Bid/Project etc. number
	Prospect/Client/Customer etc.
<insert first issue date>


	
	RFP/Bid/Project etc. name
RFP/Bid/Project etc. number
	Prospect/Client/Customer etc.



JOB DESCRIPTION / TERMS OF REFERENCE
	Change History

	Version ID
	Version Date
	Details of change, its purpose & author
	Sign

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Role Name and Identifier:
Title of the Role and its Resource Identifier in the Bid/Project Plan
Assigned to:



Name of Person Assigned
Role Description:


A brief description of what the Role involves

Reporting to:
Name and Position of the person delegating this Role

JD / ToRs effective from:

<start date>
to:
<finish date>
Main Areas of Responsibility:
List the Roles, Workpackages, Resources, Deliverables etc. for which the person assigned is responsible.  This list may refer simply to an authorised plan or provide extracts from it.

Reporting Requirements:
Meetings to be attended and reports to be delivered, together with the frequency and timing of these.

Key Features:
Describe special features of the Role (for example Quality Criteria; applicable Programme Procedures; important Dependencies, Milestones, and/or delivery dates; and particular Risks which have been identified and which must be managed.

	Role Accepted

	
	Person Assigned
	Manager

	
	
	

	sign
	.………………………………………..
	…………………………………………..

	
	
	

	name
	.………………………………………..
	…………………………………………..

	
	
	

	date
	.………………………………………..
	…………………………………………..
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