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Project Initiating Checklist

	Project Name:

	Date:

	Project Manager:


	Project Complexity Matrix (AMC-PMO-200)

	Complete a Project Complexity Matrix, AMC-PMO-200.
	


	Project Charter (AMC-PMO-201)

	Complete a Project Charter, AMC-PMO-201.
	

	Present the Project Charter to the Sponsor and Stakeholders.
	

	Incorporate recommended changes to the Project Charter.
	

	Obtain approval from the necessary individuals.
	


	Project Scope Statement (see AMC-PMO-301) or Vision Document

	Complete a Project Scope Statement (non-IT software development) or a Vision document (IT software development).
	

	Establish the context for the proposed project by referencing the following elements:

	· The project's focus: the product, process, resource, etc., being addressed.
	

	· The project's purpose: why it is being pursued, e.g., to evaluate, reduce, increase.
	

	· The project's quality: how it is impacted, e.g., dependability, reliability, defect removal, correctness.
	

	· The project's viewpoint: the project's benefactor, e.g., user, customer, citizen, agency, employee.
	

	Align the goals of the project with the sponsoring organization’s business goals and mission.
	

	Ensure the goals of the project reference a benefit for the sponsoring organization based on at least one of the following criteria: cost, time, and quality.
	


	Business Drivers/Background (see AMC-PMO-301) or Vision Document

	Clearly define the business drivers in the Project Scope Statement or Vision document. 
	

	Validate the business drivers and/or background statements have empirical support to help validate their importance.
	

	Reference necessary business goals, strategies, or principles.
	

	Demonstrate how the project fits into the context of the business it supports.
	

	Define the compelling need for the project.  
	


	Objectives (see AMC-PMO-301) or Vision Document

	Ensure the Objectives describe concrete achievements and outcomes that support the stated project goal.
	

	Validate the Objective Statements are "SMART":

	· Specific - Objective references a discrete achievement.
	

	· Measurable - Objective has a measurable outcome with an identified metric.
	

	· Attainable – Objective is possible to obtain.
	

	· Realistic - Objective is reasonably obtainable within the constraints of available resources.
	

	· Time-bound - Objective will be reached by a definitive date.
	

	Agree upon the objectives.  (project manager and sponsor).
	


	Assumptions and Constraints (see AMC-PMO-301) or Vision Document

	Document known assumptions in the following categories..

	· Scope
	

	· Schedule and Budget
	

	· Resources
	

	· Expectations
	

	· Sponsorship
	

	· Customers
	

	· Technologies
	

	· Vendors
	

	· Other Assumptions
	

	Document constraints in the following categories. .

	· Timeframes & Deadlines
	

	· Funding
	

	· Resources & Skill Levels
	

	· Dependencies
	

	· Accounting
	

	· Legal
	

	· Policy
	

	· Technology
	

	· Training & Documentation
	

	· Other Constraints
	


	Roles and Responsibilities (see AMC-PMO-301) or Vision Document

	Identify and assign a project sponsor who meets the following criteria.

	The sponsor has authority to make necessary decisions or the support to obtain necessary decisions efficiently and effectively.
	

	The sponsor has support of the affected business area(s).
	

	The sponsor has the ability to obtain/assign required project resources.
	

	Identify and assign the following additional key roles.

	  Project Manager
	

	  Business Area/Customer Representative(s)
	

	  Technical team members, e.g., architects, analysts, programmers, database administrators,

  testers, security, production, and infrastructure personnel.
	

	Ensure all parties listed above understand and agree with the defined roles and responsibilities.
	

	Document the names and contact information for each person assigned.
	

	Ensure all team members understand the reporting relationships and time commitments.
	


	Schedule (see AMC-PMO-301) or Vision Document

	Schedule the project kickoff meeting.
	

	Identify the project start and end dates.  Ensure they are consistent with the Objective Statements' start and end dates.
	

	Document and communicate known barriers/issues to completing the project within defined constraints.
	

	Note major phases, milestones, and deliverable dates.
	


	Cost Projection (see AMC-PMO-301) or Vision Document

	Include all potential project costs, e.g., software development, project management, subject matter experts, training, travel.
	

	Consider software and hardware purchases.
	

	Identify ongoing maintenance and operations costs.
	

	Consider the need for specialized skill sets.
	

	Include facility moves or furniture purchases.
	

	Document and communicate known resource barriers/issues.
	


	High Level Deliverables (see AMC-PMO-301) or Vision Document

	Ensure the Deliverable is a tangible product that proves an objective has been achieved, or that proves progress is being made on the achievement of a stated objective.
	

	Ensure the stated Deliverable aligns with the context (object of study, purpose, quality focus, viewpoint) established in the project's Goal Statement.
	

	Ensure the stated Deliverable supports the provision of the project benefits identified in the project's Goal Statement.
	

	Ensure the production of the deliverables can be described as a series of one or more work assignments in the Project Plan.
	


	Performance Measures/Outcomes (see AMC-PMO-301) or Vision Document

	Establish criteria for evaluating success.
	

	Identify measurement(s) for each objective.
	

	Ensure the data to calculate the measurement is readily available.
	

	Capture baseline data. (necessary if changes are to be measured).
	

	Consider timeframe required to produce valid data.   
	


	Approval (see AMC-PMO-301) or Vision Document

	Identify and notify the major project stakeholders.
	

	Obtain agreement from the stakeholders on the Project Charter's content.
	

	Ensure the stakeholders have signed the Project Charter indicating their approval for the project to proceed.
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