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Project Management
Checklist

[bookmark: Text1]Project Manager:	     
[bookmark: Text2][bookmark: Text3]Project Name: 	     		Date:      

	1.0 Objectives
	Yes
	No

	1.1
	Are the project objectives clearly documented?
	[bookmark: Check1]|_|
	[bookmark: Check2]|_|

	1.2
	Are the product’s technical targets clearly documented? 
	[bookmark: Check3]|_|
	[bookmark: Check4]|_|

	1.3
	Has a project delivery strategy been defined and documented?
	[bookmark: Check5]|_|
	[bookmark: Check6]|_|

	1.4
	Are Time, Cost & Quality requirements (by project phase) included in the objectives?
	[bookmark: Check7]|_|
	[bookmark: Check8]|_|

	1.5
	Are all the members of the team aware of the project objectives and the current status?
	[bookmark: Check9]|_|
	[bookmark: Check10]|_|

	1.6
	Is each team member aware of his or her individual objective contributions & understands how these align with the overall project objectives?
	[bookmark: Check11]|_|
	[bookmark: Check12]|_|

	

	
	
	

	2.0 Financials
	Yes
	No

	2.1
	Is the ROI objective for the project clearly defined and documented? 
	[bookmark: Check13]|_|
	[bookmark: Check14]|_|

	2.2
	Do the appropriate team members understand their responsibility for providing input to the financial model (total project expense, DVC, volumes & price)
	[bookmark: Check15]|_|
	[bookmark: Check16]|_|

	2.3
	Is the input data and ROI analysis reviewed and updated on a monthly basis?
	[bookmark: Check17]|_|
	[bookmark: Check18]|_|

	2.4
	Are all the members of the team aware of the project ROI target and the current status?
	[bookmark: Check19]|_|
	[bookmark: Check20]|_|

	

	
	
	

	3.0 Team
	Yes
	No

	3.1
	Is there a fully cross-functional organization chart for the project team?
	[bookmark: Check21]|_|
	[bookmark: Check22]|_|

	3.2
	Is there representation from all the 'involved' company functions on the team?
	[bookmark: Check23]|_|
	[bookmark: Check24]|_|

	3.3
	Have 'non-involved' functional areas agreed their 'non-involvement' with the project manager?
	[bookmark: Check25]|_|
	[bookmark: Check26]|_|

	3.4
	Have roles and responsibilities been defined and documented for each team member?
	[bookmark: Check27]|_|
	[bookmark: Check28]|_|

	3.5
	Have the roles & responsibilities been approved and signed off by each team member and their functional manager?
	[bookmark: Check29]|_|
	[bookmark: Check30]|_|

	3.6
	Does each team member have a copy of his roles & responsibilities?
	[bookmark: Check31]|_|
	[bookmark: Check32]|_|

	3.7
	Are roles & responsibilities and team structure (organization charts) reviewed and updated at the beginning of each project phase?
	[bookmark: Check33]|_|
	[bookmark: Check34]|_|

	
	
	
	




	4.0 Planning
	Yes
	No

	4.1
	Is standard project software in use and are standard planning report formats employed?
	[bookmark: Check35]|_|
	[bookmark: Check36]|_|

	4.2
	Are all ‘involved’ functions involved in the planning process?
	[bookmark: Check37]|_|
	[bookmark: Check38]|_|

	4.3
	Has an outline project plan through to project end been generated?
	[bookmark: Check39]|_|
	[bookmark: Check40]|_|

	4.4
	Has a detail plan to the next gateway been generated?
	[bookmark: Check41]|_|
	[bookmark: Check42]|_|

	4.5
	Does each team member have a copy of the project summary plan?
	[bookmark: Check43]|_|
	[bookmark: Check44]|_|

	4.6
	Does each member of the project team have a personal work plan?
	[bookmark: Check45]|_|
	[bookmark: Check46]|_|

	4.7
	Are there regular (bi-weekly minimum) project reviews with the team?
	[bookmark: Check47]|_|
	[bookmark: Check48]|_|

	4.8
	Are plans being used to troubleshoot project direction and identify recovery actions as appropriate?
	[bookmark: Check49]|_|
	[bookmark: Check50]|_|

	4.9
	Have all resource requirements been identified using the above plans?
	[bookmark: Check51]|_|
	[bookmark: Check52]|_|

	4.10
	Have all material requirements been identified using the above plans?
	[bookmark: Check53]|_|
	[bookmark: Check54]|_|

	4.11
	Is the actual resource allocation regularly reviewed against the project requirements and any shortfall identified?
	[bookmark: Check55]|_|
	[bookmark: Check56]|_|

	4.12
	Are resource shortfalls reviewed and their impact on the project timing quantified?
	[bookmark: Check57]|_|
	[bookmark: Check58]|_|



	5.0 Meetings
	Yes
	No

	5.1
	Does the project have a documented meeting structure including content agendas, frequency, chairmanship and attendee requirements?
	[bookmark: Check59]|_|
	[bookmark: Check60]|_|

	5.2
	Do all meeting attendees have a copy of the meeting structure and understand their inputs and outputs at meetings?
	[bookmark: Check61]|_|
	[bookmark: Check62]|_|

	5.3
	Are meetings being held according to schedule and are the team members attending and fulfilling their roles?
	[bookmark: Check63]|_|
	[bookmark: Check64]|_|

	5.4
	Are issues captured on issues lists, are the lists regularly updated and published?
	[bookmark: Check65]|_|
	[bookmark: Check66]|_|

	5.5
	Are issues being resolved within committed time, cost and quality objectives?
	[bookmark: Check67]|_|
	[bookmark: Check68]|_|

	
	
	
	

	6.0 Metrics (Obey Practice)
	Yes
	No

	6.1
	Has the team defined and documented the metrics that they require to manage their project (including the metric owner and data provider)?
	[bookmark: Check69]|_|
	[bookmark: Check70]|_|

	6.2
	Are the metrics updated to reflect the progress of the project?
	[bookmark: Check71]|_|
	[bookmark: Check72]|_|

	6.3
	Do the metrics align with the current plan?
	[bookmark: Check73]|_|
	[bookmark: Check74]|_|

	6.4
	Are the metrics displayed in a recognized team area?
	[bookmark: Check75]|_|
	[bookmark: Check76]|_|

	6.5
	Are the metrics updated and agreed with the team on a monthly basis?
	[bookmark: Check77]|_|
	[bookmark: Check78]|_|

	
	
	
	

	7.0 Quality Tools & Techniques
	Yes
	No

	7.1
	Has the team identified and documented the use of quality tools and techniques          (FMEAs, critical/significant features, QFD, and quality plans) by project phase?
	[bookmark: Check79]|_|
	[bookmark: Check80]|_|

	7.2
	Are quality tools being applied in the appropriate phase(s) of the project?
	[bookmark: Check81]|_|
	[bookmark: Check82]|_|

	7.3
	Are the outputs of from the tools being analysed by the team on a regular basis?
	[bookmark: Check83]|_|
	[bookmark: Check84]|_|

	7.4
	Is the analysis from the tools being employed effectively to improve the delivery of the project?
	[bookmark: Check85]|_|
	[bookmark: Check86]|_|
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