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RACI Matrix Template for Private Practice and Clinic Settings

1. Overview of RACI Matrix
The RACI Matrix helps assign team roles and responsibilities for each task or deliverable, ensuring clear collaboration, whether you're in a private practice or a larger clinic setting. RACI stands for:
· R = Responsible: The person(s) responsible for completing the task.
· A = Accountable: The person who is ultimately answerable for the task.
· C = Consulted: The person(s) consulted for advice and input.
· I = Informed: The person(s) who need to be kept informed of progress.

2. RACI Table (For Both Private and Group Practice)
	Task/Deliverable
	Responsible (R)
	Accountable (A)
	Consulted (C)
	Informed (I)

	Project Charter Creation
	Example: Dr. Jane Doe (private practice) or Admin Lead (clinic)
	Example: Clinic Director (clinic) or DO (private)
	Example: Nurse Lead, Clinic Staff, IT Support (if applicable)
	Example: Staff (clinic) or Receptionist (private)

	Patient Intake Redesign
	
	
	
	

	New Scheduling Process
	
	
	
	

	Staff Training (if applicable)
	
	
	
	

	Pilot Testing
	
	
	
	

	Implementation
	
	
	
	



3. Instructions for Use
1. List Tasks: Fill in all key tasks and deliverables in the "Task/Deliverable" column.
2. Assign Roles:
· Responsible (R): Who will complete the task? There can be more than one person responsible.
· Accountable (A): Who will ensure the task is completed? Only one person should be accountable per task.
· Consulted (C): Who needs to be consulted for advice or input?
· Informed (I): Who needs to be kept updated about progress but doesn’t need to take action?





4. Sample Filled RACI Matrix (Private Practice Example)
	Task/Deliverable
	Responsible (R)
	Accountable (A)
	Consulted (C)
	Informed (I)

	Project Charter Creation
	Dr. Jane Doe (DO, private practice)
	Dr. Jane Doe
	Receptionist
	IT Support (if external software is used)

	Patient Intake Redesign
	Dr. Jane Doe, Receptionist
	Dr. Jane Doe
	External Consultant (if needed)
	Patients

	New Scheduling Process
	IT Support, Receptionist
	Dr. Jane Doe
	Patients (via feedback)
	All Practice Staff

	Training for New System
	Receptionist
	Dr. Jane Doe
	External Trainer (if needed)
	Patients

	Pilot Testing
	Dr. Jane Doe, Receptionist
	Dr. Jane Doe
	IT Support
	Patients

	Implementation
	Dr. Jane Doe, Receptionist
	Dr. Jane Doe
	IT Support (if needed)
	Patients



5. Sample Filled RACI Matrix (Clinic-Based Example)
	Task/Deliverable
	Responsible (R)
	Accountable (A)
	Consulted (C)
	Informed (I)

	Project Charter Creation
	Dr. John Doe, Admin Lead
	Clinic Director
	Lead Nurse, IT Specialist
	All DOs and Admin Staff

	Patient Intake Redesign
	Lead Nurse, Admin Staff
	Clinic Director
	Clinic Staff, IT Specialist
	All Clinic Staff

	New Scheduling Process
	IT Specialist, Admin Staff
	Clinic Director
	Clinic DOs
	Patients, Clinic Staff

	Training for Staff
	Lead Nurse, Training Coordinator
	Clinic Director
	IT Specialist, DOs
	All Clinic Staff

	Pilot Testing
	Lead Nurse, Clinic DOs
	Dr. John Doe, Quality Lead
	Admin Lead, IT Specialist
	All Staff

	Implementation
	All DOs, Admin Staff
	Clinic Director
	Lead Nurse, Clinic Staff Leads
	All Clinic Personnel







6. Benefits of Using the RACI Matrix in Both Private and Clinic-Based Settings:
· Clarity: Everyone understands their role in each task, whether you're working alone or with a large team.
· Accountability: There is always a clear person accountable for each task, no matter the practice size.
· Collaboration: Ensures the right people are consulted and informed at every step, crucial for both private and larger practices.
· Efficiency: Helps avoid confusion and delays, making it ideal for improvement projects in both solo and team environments.

Instructions:
1. Use this table to map out roles: Fill out the RACI matrix for your improvement project tasks, tailoring it to the size and structure of your practice.
2. Assign roles carefully: Ensure there is one person accountable per task, with flexibility in who is responsible, consulted, or informed.
3. Update regularly: As your project evolves, keep the matrix updated to ensure ongoing clarity for all involved.
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