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	Project Name
	Project Reference Number
	Prepared By (print)
	Preparer’s Initials

	     
	     
	     
	     

	Customer
	Contact
	Contact’s Phone #
	Date Prepared

	     
	     
	     
	     


Guidance:  Check off each item as completed responses to questions are logged in project binder.

	Concept

	
	 FORMCHECKBOX 

	Assess objectives from the business and technical perspectives

	
	 FORMCHECKBOX 

	Obtain agreement on the documented vision and overall concept of the project’s objectives from the customer or sponsor

	
	 FORMCHECKBOX 

	Develop financial benefits/costs of the project alternatives (business case)

	
	 FORMCHECKBOX 

	Complete the high-level scoping process with the managers and resources who will be affected by the project

	
	 FORMCHECKBOX 

	Evaluate alternatives, including keeping status quo (doing nothing)

	
	 FORMCHECKBOX 

	Document the high-level project summary (including considered alternatives, dependencies, risks, and completion criteria) and obtain necessary signatures to proceed

	
	 FORMCHECKBOX 

	Complete a project charter

	Requirements

	
	 FORMCHECKBOX 

	Create requirements framework, listing all possible categories of requirements:  functional, operational, infrastructure, performance, internal and external interface, configuration, quality assurance, expandability, security, logistical and maintenance, personnel, training, and operations handoff

	
	 FORMCHECKBOX 

	Assign resources to verify and prioritize requirements

	
	 FORMCHECKBOX 

	Draft requirements specification and review with sponsor and affected managers

	
	 FORMCHECKBOX 

	Update requirements specification and obtain approval signatures

	Planning

	
	 FORMCHECKBOX 

	Reassess dependencies and risks with project team, identifying additional resources necessary for resolution or mitigation

	
	 FORMCHECKBOX 

	Build work breakdown structure (WBS), including durations and resource skill sets

	
	 FORMCHECKBOX 

	Revise original cost estimates based on WBS

	
	 FORMCHECKBOX 

	Create project schedule

	
	 FORMCHECKBOX 

	Review preliminary draft with project sponsor to redefine scope

	
	 FORMCHECKBOX 

	Finalize requirements and incorporate into Project Plan document draft

	
	 FORMCHECKBOX 

	Identify resource needs and secure resources

	
	 FORMCHECKBOX 

	Complete the Project Plan document

	
	 FORMCHECKBOX 

	Review Project Plan and supporting documents with sponsors and stakeholders and obtain approval

	Design

	
	 FORMCHECKBOX 

	Develop conceptual or preliminary design and review with team 

	
	 FORMCHECKBOX 

	Confirm that design will solve business objectives with stakeholders

	
	 FORMCHECKBOX 

	Draft detailed design to satisfy requirements and review with technical resources

	
	 FORMCHECKBOX 

	Create technical specification documents 

	
	 FORMCHECKBOX 

	Create prototype and evaluation procedures (if necessary)

	
	 FORMCHECKBOX 

	Perform gap analysis for final design

	
	 FORMCHECKBOX 

	Revise project schedule if necessary, including training, testing, and final handoff to operations

	
	 FORMCHECKBOX 

	Finalize design and obtain necessary signatures (if necessary)

	Construction

	
	 FORMCHECKBOX 

	Assemble final project team, coordinating with their managers to ensure availability

	
	 FORMCHECKBOX 

	Manage vendor relationship, ensuring that products, licenses, and contracted resources are available when needed

	
	 FORMCHECKBOX 

	Follow change control process for any changes to approved scope

	
	 FORMCHECKBOX 

	Ensure that comprehensive testing and acceptance procedures are followed

	
	 FORMCHECKBOX 

	Proactively communicate with sponsor, stakeholders, and managers to inform them of changes to schedule and cost

	
	 FORMCHECKBOX 

	Follow reporting procedures detailed in Project Plan, modifying if necessary to ensure management visibility to progress

	Delivery

	
	 FORMCHECKBOX 

	Prepare testing, training, and operational handoff procedures to ensure smooth transition

	
	 FORMCHECKBOX 

	Work with Help Desk support to ensure they are properly prepared to troubleshoot changes to environment

	
	 FORMCHECKBOX 

	Coordinate training and implementation schedules with management to ensure minimal user downtime

	
	 FORMCHECKBOX 

	Plan critical changes to infrastructure with affected departments to provide a smooth transition

	
	 FORMCHECKBOX 

	Properly prepare users’ expectations of results of project effects

	
	 FORMCHECKBOX 

	Inform sponsor when completion criteria will be satisfied and prepare for closeout

	Closeout

	
	 FORMCHECKBOX 

	Meet with significant stakeholders to ensure satisfaction with deliverables

	
	 FORMCHECKBOX 

	Close purchase orders and charge accounts

	
	 FORMCHECKBOX 

	Prepare final cost accounting and ensure all payments are finalized

	
	 FORMCHECKBOX 

	Prepare completion criteria approval sheet and obtain signatures

	
	 FORMCHECKBOX 

	Assist in the reassignment of resources

	
	 FORMCHECKBOX 

	Conduct a postmortem review with project team and stakeholders 

	
	 FORMCHECKBOX 

	Document lessons learned

	
	 FORMCHECKBOX 

	Archive all project documentation, including signature sheets
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