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Project Executing Checklist
	Project Name:

	Date:

	Project Manager:


	Project Schedule Management Plan

	Ensure team members know their task assignments and completion dates.
	

	Communicate changes to the Schedule and Task Plans to everyone who needs to know.
	

	Baseline the project.
	

	Ensure there are sufficient milestones in the project schedule to help gauge project progress.
	

	If there are contractors on the project, ensure there are milestones for tracking deliverables, schedules, and acceptance.
	


	Project Risk Management (AMC-PMO-306 & AMC-PMO-307)

	Follow the Risk Management Plan, AMC-PMO-306.
	

	Compile a Project Risk Log, AMC-PMO-307, to help with the identification, management, and ranking of risks throughout the life of the project.
	

	Continuously review the project for emerging risks or triggers.
	

	Perform preventive and/or mitigation activities on risks.
	

	Engage the appropriate level of management to resolve the risks.
	

	Coordinate the appropriate resources to perform mitigation activities.
	

	If there are interdependencies between risk mitigation activities, ensure the appropriate sequence is being followed.  
	


	Project Change Management

	Follow the Change Management Plan.
	

	Route all change requests through the project manager.
	

	Actively monitor the Change Request Log.
	

	Resolve change requests (acceptance, delayed acceptance, rejection) in a timely manner.
	

	Communicate the resolutions to change requests to stakeholders.
	

	Reflect the impacts of approved change requests in changes to other documents (Project Charter, AMC-PMO-201; Project Staffing Plan, AMC-PMO-302; Scheduling and Task Plans, etc.).
	

	Ensure the change request analysis includes a process for determining whether a request is in or out of scope.
	

	Fully assess the change request impact before approval.
	

	Document and store the changes in designated locations.  
	


	Communications Management (AMC-PMO-303)

	Follow the Project Communications Plan, AMC-PMO-303.
	

	Solicit feedback on a regular basis regarding the type and amount of project communications.
	

	Communicate in a timely manner.
	

	Verify communication tasks in the project schedule are still valid and nothing should be added.
	


	Status Reporting (AMC-PMO-304)

	Address all Steering Committee and important stakeholder information needs.
	

	Identify the statuses of milestones and deliverables, variances, causes and mitigating actions.
	

	Include the scope status and critical change requests.
	

	Include the status of any sub-projects or interdependent projects.
	

	Include communication activities.
	

	Include the status of critical project risks.
	

	Include quality improvement activities.
	

	File a copy of the status report in a viewable project repository such as a project library.
	


	Meeting Management

	Before the Meeting/Meeting Purpose, Content, and Participants
	

	Ensure the need to schedule a meeting.
	

	Ensure the agenda outlines the things that need to be discussed, the time allotted to each item, the nature of the item (e.g., discussion, presentation, decision), and the person leading the group during that item.
	

	Ensure the right people have been invited to the meeting, e.g., people with the knowledge, decision-makers, vital stakeholders.
	

	Before the Meeting/Materials and Facility
	

	Prepare handouts.
	

	Gather meeting materials, e.g., pens, markers, writing materials, sign-in sheets.
	

	Arrange for all audio/visual equipment needs.
	

	Arrange seating and tables appropriately.
	

	Confirm that the presenters will be there and gather everything they need.
	

	Confirm the facility availability.
	

	Confirm the facility will hold all the people and accommodate the technology.
	

	Test the technology before the meeting.
	

	Before the Meeting/Roles and Responsibilities
	

	Make sure the facilitator is familiar with the meeting's purpose and content.
	

	Be clear about who is running the meeting and setting the agenda compared with who is facilitating the discussion and making sure the ground rules are followed.
	

	Determine the role(s) for the participants.
	

	Decide whether a recorder to take minutes is required.
	

	Decide whether a timekeeper to watch the time for each agenda item is required.
	

	Before the Meeting/Document Ground Rules to Make Them Visible During the Meeting
	

	Start and end on time.
	

	Identify the decision-making process, e.g., voting, consensus.
	

	Hold one conversation at a time.
	

	Honor points of view that are different.
	

	No idea is stupid.
	

	Speak openly and honestly.
	

	Do not interrupt.
	

	Do not monopolize the discussion.
	


	After the Meeting
	

	Ensure the minutes include a list of invitees and attendees, the topics discussed, the decisions, the action items with assignments, and the open issues.
	

	Ensure the minutes have been distributed to the interested stakeholders and invitees who were not able to attend as well as the participants.
	

	Ensure the minutes are available on-line to interested stakeholders.
	

	Conduct follow-up communications to people with action items to make sure they understand their assignment.
	


	Testing

	Identify the dependencies or triggers that are generated from the successful completion of the test features.
	

	Define the Test Plan acceptance criteria thresholds.
	

	Successfully execute the Test Plan.
	


	Training Management

	Schedule the training.
	

	Notify the trainees of the training schedule.
	

	Prepare the training materials.
	

	Adjust the training curriculum to fit the skill level of the audience.
	

	Reserve the training facilities.
	

	Schedule the support staff to install the training software and ensure workstations are configured properly.
	

	Conduct training.
	

	Implement a mechanism to provide ongoing support and training.
	

	Implement a process to identify new trainees who may need training.
	


	Implementation and Transition

	Arrange for knowledge transfer from vendor to in-house staff.
	

	Notify stakeholders well in advance of the implementation date.
	

	Ensure contingency plans are in place to recover in case the system/product fails upon cutover.
	


	Maintenance and Support

	Track project deliverables for ongoing maintenance needs.
	

	Ensure there are existing maintenance processes and practices within the organization.
	

	Determine the approach and timeline for making the project operational.
	

	Identify key players and user groups.
	

	Identify staffing options.
	


	Lessons Learned (AMC-PMO-309)

	Identification and Capture of Lessons Learned
	

	  Identify sources of lessons learned before the start of the project.
	

	  Log lessons learned throughout the entire life of the project.
	

	Application of Lessons Learned
	

	  Review lessons learned to help with resolution of similar issues.
	

	  Review lessons learned as part of risk management.
	

	  Improve project management processes as a result of using lessons learned.
	


AMC-PMO-206

Page 1 of 3
(03-10-09)

