Project Pre-Planning Checklist

Project Pre-Planning Checklist

Project Name:  [Insert project name.]
	Background

	Background of the project:
	[Insert a brief description of the project background.]

	Purpose of the project:
	[Identify why this project is being done and overall what it will accomplish.]

	Organization

	
	Yes
	No
	Comments

	Has a client owner been identified for this project? This person will be the key decision-maker and sign-off on the project deliverable(s).
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Insert the client owner's name.]

	Has the Agency Project Lead been identified for this project? This person will be the owner of the project plan and a key driver in the project’s execution.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Insert the Agency Project Lead's name.]

	Have other project stakeholders been identified? Stakeholders are anyone who will take part in project decisions or contribute to tasks in the project. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Insert names and organizations of other stakeholders.]

	Are third parties involved in this project (besides Agency and Intel)? If so, describe the relationship and communication path for working with the third parties.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[List involved third parties, describe relationship, and outline communication path (example: if marketing agency is involved all communication may need to go through the Intel marketing team member.]

	Deliverables

	
	Yes
	No
	Comments

	Have project deliverables been defined and are they clear?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Insert the project deliverable(s).]

	Has the format of each deliverable been established?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Insert the format each deliverable should be in.]

	Has any level of quality or standards been set for each deliverable?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Insert acceptance criteria here (quality and standards) for each deliverable.]

	Have adaptation needs been identified for this project?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Insert adaptation materials here (File Lists, Course Update Site, File Sharing Site, Toolkits).]

	Project Definition

	
	Yes
	No
	Comments

	Has the project been prioritized?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[List the priority of the project related to other projects by this group.]

	Has a project deadline (completion date) been established for each deliverable?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Insert the deadline date for each deliverable in this format: mm/dd/yyyy]

	Have interdependencies between other projects been identified?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Insert a list of projects and deliverables interdependent with this project.]

	Are there any related projects (past, current, or future) that you can draw upon for information/resource for this project? Or, are there any team members who have knowledge in this project area that can be drawn upon as a resource?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Insert a list of potential reference projects or team members.]

	Have resources (equipment, software, etc.) been identified for this project?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Insert a list of resource needs.]

	Potential Problems and Risks

	
	Yes
	No
	Comments

	Have potential problems/risks been identified for this project?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Insert potential problems and risks.]

	Have any contingency plans been established?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Insert any Contingency Plans here.]

	Has an escalation path been determined to communicate project issues?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Insert Issues Escalation Communication path here.]

	Adaptation

	
	Yes
	No
	Comments

	Have adaptation needs been identified for this project?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Insert potential problems and risks.]

	Have any contingency plans been established?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Insert any Contingency Plans here.]

	Has an escalation path been determined to communicate project issues?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	[Insert Issues Escalation Communication path here.]


Project Participants
Client Owner:
[Insert name, title, and organization.]
Agency Project Lead: [Insert name, title, and organization.]

Agency Manager:  [Insert name, title, and organization.]
Stakeholder:  [Insert name, title, and organization.]
Stakeholder:  [Insert name, title, and organization.]
Stakeholder:  [Insert name, title, and organization.]
Stakeholder:  [Insert name, title, and organization.]
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